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SUMMARY of CHANGE

Office of the Deputy Chief of Staff, G-9
Army Barracks Management Program Handbook

This mandated revision, dated 9 January 2018

o Changes Office of the Assistant Chief of Staff for Installation Management to Office of the
Deputy Chief of Staff G-9 throughout.

o Adds Senior Command Commander and Command Sergeants Major to the Stakeholder
Meetings (para 1-1.).

o Revises Army Barracks Management Program (ABMP) Roles and Responsibilities (para 1.3.1.,
1.3.2,,and 1.3.3.).

o Replaces Joint Travel Regulation with Department of Defense Financial Management
Regulation (para 3.1.1.).

o Provides guidance for assignment and termination (para 3.3. and 3.5.).

o Adds minimum square feet to house mobilized Soldiers IAW Army Regulation 420-1, Army
Facilities Management, Rapid Action Revision (RAR) (para 3.7.1.).

o Changes Warrior Transition Unit to Soldier Recovery (SR) (para 3-8).
o Clarifies Converting and Diverting SR Unaccompanied Housing (UH) (para 3.8.2.).
o Provides guidance on Service Animals in SR UH or other UH Buildings (para 3.8.3.).

o Clarifies Garrison Commanders authority of Basic Allowance for Housing (para 4.1. and para
4.1.2. and para4.1.3.).

o Mandates brigade and battalion S-4s notification of change of command/assumption of
command dates (para 7.3.).

o Adds guidance on damages to UH Facilities and UH Furnishings (para 8.1. and 8.2.).

o Define commander’s role in health and welfare inspections (para 9.2.).

o Provide guidance for cooking in UH Facilities (para 9.5.1.).

o Define Evacuation Coordinator responsibilities (para 5.5.2.).

o Additional guidance of Alcohol and Tobacco use in UH Facilities (para 10.1. and 10.2.).

o Provides guidance on Privately Owned Weapons and Ammunition in UH Facilities (para 11.).



Adds management of Initial Military Training (IMT) UH, Post-IMT UH, and Collective
Training UH Facilities (para 12. and 13.).

Revised ABMP Certification Reports (para 15.1. and 15.2.).

Updated Appendix A through Appendix D.



EXECUTIVE SUMMARY ..ot 8

by 1 01T [ Tox o] o ST 8
1.1. Why We Do What We D0 (PUIPOSE) ....ccueeieiieiieeie e seeie et see s e e ssae e ae e sse e 8
1.2. The Army’s Goals for Unaccompanied Housing (UH) ........c.ccooiiiiiniiinicicec e 9
1.3. Who Does What? (Roles and ResponSibilities) ..........cccovvvvenivnieninnicnnececeeeeeenen9
1.3.1. Military Unit’s Roles and Responsibilities. ...............ooiiiiiiii i 9
1.3.2. Housing Division’s Roles and Responsibilities..............o.oviiuiiiiiiiiiiiiiiienen, 11
1.3.3. Directorate of Public Works (DPW) Roles and Responsibilities............................ 12
1.3.4. Soldiers’ Roles and Responsibilities. ..........o.vviiiiiiiiiiii e 13

2. General Property Management Practices and BusSiness RUIES....ceeeeeiiniereniiniieinrencnnnns 14
2.1. Trying to Stay Together (Unit INtEQIitY) .....coecveieiieii e 14
2.1.1. Military Unit’s Role Regarding Unit INTEgrity .........ccooereiiiiniiininieeeee s 15
2.1.2. Housing Office’s Role Regarding Unit INtEgrity.........ccccoviiiiiiiiiniieeenee e 15
2.2. A Tool to Make Things Easier- enterprise Military Housing (EMH) ..........cccoociiiiiinnnnns 15

3. Modules/Sleeping Rooms/Spaces ElgiDility.ceeeeeeeeieiiieeieiieeiiaiiecnireeecnecnreecnscncenes 16
3.1. Who Can Live in UH? (Determining ENigibility) .........c.oooiiiiiii e, 16
3.1.1. Exceptions (Unaccompanied Personnel with Dependents) .........ccccooveeereenesiinseenienneenn 16
3.1.2. Rank Requirements in the United States (U.S.) .....ccooviieiiiiiic e 17
3.1.3. Rank Requirements Outside the U.S........ ...t 18
3.2. Where Do | House Soldiers? (Identifying Adequate Available Space) .............ccccevevvenene. 19
3.3. How Do | House Soldiers? (Assigning Modules/Sleeping Rooms/Spaces)............ccocveveeee. 19
3.3.1. What if the Unit Footprint is full? (Assigning Outside Unit Footprint)..............cccceveee. 20
3.4. Accompanying Paperwork (Hand ReCEIPLS) ......ccueivuveiiiiiieiiicec e 20
3.5. How do I Clear Soldiers from Modules/Sleeping Rooms/Spaces? (Termination and Final

(O [ - 0= OSSPSR PP TP TTPRTRURORON 20
3.6, INSPECTIONS. ...ttt bbb bbbt e e bbbt 21
3.6.1. What System Should | Use for Inspections? (“Green — Amber — Red”).........cceoveriennnne 21
3.6.2. ASSIGNMENT INSPECTION ...evviiiiie ettt eabeesraeebeeas 22
3.6.3. Termination INSPECLION ........ccuviiiieiee ettt e e e e e sreeera e 22
3.6.4. 1t’s Inspected and Work Needs to be Done...Now What?...........cccccoeiieiiiiiii e 22
3.7. Dealing with Groups (Mass Assignments and Terminations) ..........ccccceeevveresieesieesesnenn 22
3.7.1. Do Minimum Standards Still Apply? (During Deployment Preparations) ............ccc.cce..... 22
3.7.2. Mass Assignments for Redeploying UNitS..........ccooviieiieniiie e 23



3.7.3. Modules/Sleeping Rooms/Spaces Inspections for Mass Assignments and Terminations.24

3.7.4.eMH Simplifies Mass Assignments and Terminations............cooevvreeieieneneneneseseniens 24
3.8. Assignment to Soldier Recovery (SR) UH ........cooiiiiiiiiice e 24
3.8.1. Cleaning & Common Area Maintenance in SR UH..........cc.cooiiiiiiiiiiiiiiine, 25
3.8.2. Converting and Diverting SR UH SPaCES..........ceiuiiiiiiiiiieieeeceeeeeeeene 25
3.8.3. Service Animals in SR or Other UH BUildingS..........cccviveiieiiiiieiicie e 25
. Certificates of NoN-Availability (CNAS)..cuieetretiiiereertiererenteecessncsssnssssssnssssessnssnses 26
4.1. When can a CNA be issued? (Determining Eligibility for CNAS) ........cccoveviviieiieriecnn 26
4.1.1. What is @ TemMPOFary CINA? ..ot 26
4.1.2. What iS @ Permanent CINA?.......cci ittt 27
4.1.3. Well...What If...? (Exceptions and Special CaSes)..........ccuurvrrereereneneniesieseseeeeeenns 27
4.2. Does the Occupancy Rate Affect CNAs? (CNAs and Barracks Utilization) ....................... 27
4.3. How Do | Start a CNA? WHhat iS the PrOCESS? .......cccuviiiiriiiiieie i 28
. Key Management and CONEIOL...........ouiiiiiiiiiii e 29
5.1. Who Tracks the Keys? (Key Management and ISSUING).........ccceovveivereiieieenesieeseesee e 29
5.2. Who Controls the Keys? (Key CONtrol) .......cccoeouiiiiiieecicceee e 29
5.3. What if a Soldier Gets LOCKE OUL?.........ccueiieieiieieee e 30
. UH BUIldING MaINTENANCE .......cueiiiiiieiie sttt sttt e e beeeesneesneene s 30
6.1. In an Ideal World... (Dedicated Maintenance TeamS) .........cooerererereeeeiienenie e 30
6.2. Grounds Maintenance when Less than 50 Feet from UH.............cccooviviiinnienc i 30
6.3. Common Area Maintenance and Custodial Cleaning/Care inUH........................... .. 30

6.4.Providing Access When a Soldier Is Not in Their Module/Sleeping Room/Space(Escorts) 31

6.5. Small Housework Tasks? (Self-Help Issue Points (SHIPS)).........c.coovviiiiiiiiiiinninn. 31
6.5.1. Who Supplies and FUNAS SHIPS? ..........coiiiiiic et 31
6.5.2. Using SHIP for General MaintenanCe. ...........cuoirieieiiieie e 31
6.6. What is Between Occupancy Maintenance (BOM)?........cccccvviiieiie i 31
6.7. Minor Maintenance and Repair (Demand Maintenance Orders (DMO))........cccocvvvrvrinnnns 32
6.7.1. HOW DO | Start @ DIMO?......c.eoeeieiee ettt 33
6.7.2. How do I Know the Status of a DMO? (Tracking DMO)........ccccooviiiiinneneniieseseins 33
6.8. More Major Work (Work Orders (WOS)) ....c.eeeeiieneiieiie et 34
6.8.1. HOW 0O | STAIT @ WO? ...t ettt st 34
6.8.2. What Happens When a WO iS COMPIELE?........ccveiiiieiieiieeceereee e 34



7. FUrnishings ManagemMent...........ccoiiiiiiieieese st se et e et ae e e e aesneesneenesraesraeneaas 34

7.1. Why One Should Care About Furnishings (Importance of Quality Furnishings)................ 35
7.2. What’s Furnishings Management? (UH Furnishings Management Functions).................. 35
7.3. Documenting Furnishings (Hand Receipts, Issuing, & Turn-In)..........cccccoovevivniniinnennnnn 35
7.4. What if my Furniture needs to be repaired or replaced? (Replacement Requests)............. 36

8. Property L0SS @nd DamMagES.......c..ccuiiieriiiieiiesieseesie e stee e eae e esteaaessaesteeseesraessesnsessaessesneenns 36
8.1. There’s Damage to the Facility or Furnishings — How and Where do | Start? .................... 36
8.2. How Does the Collections ProCess WOTK? ..........cccuiuiieierineie e 37

9. Other INSPECLIONS. ....ecvviitieiiicie sttt e te et e e s e e teeseesbe e tesneesaeeneeneesreaneens 38
9.1. Preventative Maintenance Building INSPECTIONS..........c.coieiiiiiriiininisieeee s 38
9.2. Health and Welfare INSPECLIONS..........cccveiiiiicece et 39
9.3. Installation Status Report (ISR) INSPECLIONS.........ccccviiiiiiieieccceese e 39
9.4. Energy AUdits & CONSEIVALION ........ccviiiiiiirieiiiiiisiesieieeie ettt bbb 39
9.5. Fire Prevention & ProteCtion..............oiuiuiriiininii e 40
9.5.1. Cooking in UH BUIAINGS.........ccoiiiii e e, 40
9.5.2. Smoke Detectors & Fire EXtinguishers............cooooiiiiiiiiiiiiiiii i 41
10. Alcohol & Tobacco Use in UH BUIldiNgS.........cooveiiiiiiiicic e 41
10.1. Is Alcohol Allowed in UH BUIIAINGS?.......coiiiiiiiiieieeiceseee e 41
10.2. What is the Policy for Tobacco use in UH BuildingS?..........cooviiiiiniiiieienc e 41

11. Privately Owned Weapons and Ammunition in UH Buildings..........cc.cceeeeeeevavninenannnns 42
12. Initial Military Training (IMT) and POSt-IMT UH....c.iiieiiiiieiiiiieiiiiiernremnreesecncess 43
12.1. What is “IMT and POSt-IMT UH”? ......ccviieieee e 43
12.2. Who Does What in IMT and Post-IMT UH? (Roles and Responsibilities) ...................... 44

13. Collective Training (CT) UH ... e 44
13.1. WAL IS “CT UH”? ottt ettt ste e s e e be e sbe e e ta e saee s beesnneereea 44
13.2. Who Does What in CT UH? (Roles and Responsibilities) ..........cccovviiinencieniiine 44
13.3. United States Army Reserve (USAR) and Army National Guard (ARNG) Sites............. 44

14. Senior Leader Modules/Sleeping ROOMS/SPACES ........ccviirieieiierienieniesie s 45
15. Army Barracks Management Program (ABMP) RePOItiNg...cceceeeeeerenceecercnsensencescnnes 45
15.1. ABMP Certification REPOITS. .......oiiiii i e e 45
15.2. ABMP Quarterly REPOITS. ... .ottt e 46

16. SUMMARY eiiiettinttitniniieitniitttttttetetettttesasssssssssasasasssssasssssssssssssssssssssssssnses 53



APPENTIX A = ACTONYIMIS....cuueereeesensessscnssnsansessnssnsassessssansasssssssnssnsssssssnsansssssssnsanses 55

APPENTIX B - DEFINITIONS.cutiuiieieiniiniietierersntsaseessssnseasessssssssssssssssnssnssssssssssnsssssssnss 59
APPENTIX C - RETEIENCES. cautieieitentieeeeeetenteateeensenseasescnssnsessescnsansonsessnsonsosssssnsansanse 64
APPeNdiX D - SAMPIE FOIMS. e uiiniiiieiiiiiiiietnieeteeeesentencescesenssnsessssnsensessessnsansassnses 66



EXECUTIVE SUMMARY.

Army Commanders and stakeholders collaborated in developing a better way of managing
Unaccompanied Housing (UH) to support the needs of unaccompanied Soldiers. The Army
Barracks Management Program (ABMP) builds upon lessons learned from past UH management
programs, provides a uniform management standard, optimizes available resources, and focuses on
the needs of the Army and its Soldiers now and in the future.

The ABMP represents the next stage in the evolution of the Army’s UH management. It supports
the Army of the future by forming adaptive partnerships between garrison staff and military unit
leaders. It capitalizes on the increased presence of military leaders at installations by emphasizing
the unit’s responsibility for the day-to-day management of permanent party barracks to enable
leaders to effectively monitor the morale, health, welfare, and discipline of their Soldiers.

This handbook serves as a tool in defining each stakeholder’s roles and responsibilities pertaining
to UH management at U.S. Army installations worldwide.

1. Introduction.

1.1. Why We Do What We Do (Purpose).

A Soldier’s living environment is an important factor to preserving and enhancing the All-
Volunteer Force. Government owned UH is the home for the Army’s unaccompanied Soldiers;
quality facilities and services are essential elements to single and unaccompanied Soldiers.

The ABMP standardizes UH management Army-wide, optimizes available resources, continues the
targeted investments of the barracks modernization program, and ensures the Army maintains
its commitment to unaccompanied Soldiers. Essentially, military units will be the face of
UH management, while garrison staff will serve as enablers, retaining quality oversight and
providing support to Soldiers and units.

This ABMP Handbook is designed to serve as a reference tool and assist military personnel who
are, or will be, performing the property management functions for UH. A secondary goal of the
handbook is to provide all stakeholders a road map that will endure beyond an individual’s
tenure in managing, overseeing, or supporting barracks programs. Stakeholders include the
Senior Commanders (SC), Senior Command Sergeants Major (CSM), Garrison Commander
(GC), Garrison CSM, Brigade and Battalion Commanders, Brigade and Battalion CSM, Brigade
and Battalion S4’s, Company Commanders, First Sergeants, Better Opportunities for Single
Soldiers (BOSS), Army Community Service (ACS), Directorate of Public Works (DPW), Garrison
Housing Office, Transportation Office, Contracting Office, Defense Military Pay Office
(DMPO), Financial Management Support Center, Military Personnel Office, Family Readiness
Group, and any other organization that has an interest in unaccompanied Soldiers and
facilities. The unwavering support and commitment of all stakeholders are critical to successfully
delivering housing services and safeguarding the Army’s investment in a holistic management
program.

This document does not replace statutes or regulations pertaining to barracks, Army standards,
entitlements, or other policies. In the event the handbook contains information that conflicts with
regulations or statutes, the regulations and statutes take precedence. For the purposes of this



handbook, the term “UH” refers to Permanent Party, Initial Military Training (IMT), Post-IMT
(i.e., Basic Combat and Advanced Skill Training) and Collective Training (i.e., Annual and
Mobilization) Barracks that are intended as residences for Soldiers who would be entitled to a
housing allowance at the “without dependent rate” (bona fide single Soldiers). This handbook
does not apply to UH buildings for senior enlisted or officers, which are managed exclusively by
the garrison housing division.

The information in this handbook upholds the basic standards for barracks as detailed in Army
Regulation (AR) 420-1, Facilities Management, Rapid Action Review (RAR), dated 24 August
2012, Chapter 3 (Housing Management), which serves as the primary reference material for
matters pertaining to the management and operations of all forms of UH world-wide. Army
Regulation 420-1 applies to all types of Army UH facilities and property management processes
and procedures, whether the UH is Active Component (AC), United States Army Reserve (USAR),
or Army National Guard (ARNG).

1.2. The Army’s Goals for Unaccompanied Housing (UH).
The overarching UH goal--to provide a quality living environment is the basis for what UH
services should accomplish.

« Improving and maintaining the Quality of Life (QOL) and well-being of Soldiers in UH

« Improving the overall utilization and efficiency of the Army’s UH

« Managing Certificate of Non-Availabilities (CNAs) and reducing payments of housing
allowance at the without dependent rate

« Managing vacant UH space during deployments

« Managing Between Occupancy Maintenance (BOM) and other maintenance for the UH

« Reducing damage to real property and furnishings by holding individuals financially
accountable

« Extending the life of furnishings and facilities through prudent, diligent management
and oversight

«  Sustaining UH operations, including conserving energy

« Managing an UH inventory to at least 90% Quality Rating Q1/Q2

1.3. Who Does What? (Roles and Responsibilities).

Although there are multiple stakeholders when it comes to UH, there are four primary entities
responsible for managing an installation’s UH program: the military unit, the Garrison Housing
Office, the DPW, and the residing Soldier. The following section will outline the roles and
responsibilities that are discussed in more depth throughout the body of this handbook. Meetings
should be organized and facilitated by the garrison staff, on behalf of the Division and
Garrison CSM, with brigade/battalion leadership, should be held, at a minimum, quarterly,
and be used to identify problems and develop sustainable solutions.

1.3.1. Military Unit’s Roles and Responsibilities.

Military units will execute day-to-day operations of UH, with technical assistance from
Garrison Housing Managers. The Chain of Command must take an active role in knowing how
Soldiers live and be responsible for their well-being. Leaders are responsible for ensuring good
order and discipline at all times in UH buildings. The Chain of Command has the authority



and responsibility to conduct routine inspections to ensure that conditions in UH provide the best
QOL for all residents. The unit’s primary responsibilities in UH include:

Division/Brigade/Battalion CSM:

Routinely review enterprise Military Housing (eMH) Utilization Occupancy Report (UOR)
Enforce building management procedures

Conduct routine walkthrough of barracks

Enforce grounds maintenance standards

Lead and participate in quarterly stakeholder meetings

Enforce Soldier accountability for losses and damages to UH buildings and UH
furnishings

Validate requests for CNA

Enforce assignment and termination procedures

Coordinate assignments outside of brigade/battalion footprint

Ensure key control programs are established in brigade/battalion footprint
Ensure Health and Welfare Inspections are conducted

Brigade/Battalion S4/Representative:

Building Management (Inspections/Maintenance & Repair):

Preventive maintenance building inspections

Oversee building management procedures

Ensure UH furnishings hand receipts are established with Furnishings Management
Office (FMO)

Ensure furnishings inventories are conducted annually/or when a change or assumption of
command occurs

Review and track Demand Maintenance or Work Orders

Process/track collections for damages to barracks buildings, and/or damages or loss of
barracks furnishings

Maintenance Self-Help Program (if established at the installation)

Ensure grounds maintenance are conducted (less than 50 from building or extended an
additional 10’ to meet hard/gravel pavement/roadway)

Perform inspections for Installation Status Report-Infrastructure (ISR-I)

Conduct annual inspections of Barracks Physical Security Plan

Coordinate renovation and/or repair actions with DPW

Housing Program Management (Administration and Services):

Participate in routine stakeholder meetings with garrison staff

Oversee and monitor room assignment and termination procedures

Report and validate requirements for assigning barracks rooms outside footprint to
Brigade/Battalion CSMs

Validate the UOR in eMH

Ensure sufficient number of eMH trained managers in subordinate units or equivalent
Maintain control of key card systems

Inspect unit or equivalent key control program

Establish lockout procedures
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Unit or Equivalent/Directorate:

Utilize eMH for Barracks Management

Initiate CNA Requests

Assigning and Terminating Modules/Sleeping Rooms/Spaces, including Move-in/
Move-out Inspections in eMH

Initiate/validate collections for damages to UH buildings and/or damages or loss of UH
furnishings

Submit furnishing replacement requests

Sign for UH building(s) and UH furnishings hand receipt with DPW/FMO

Issue room furnishings hand receipt (at the user level)

Conduct annual property and equipment inventory

Manage moving and handling of one-for-one barracks furnishings replacement
Maintain key control and manage building/room lockouts

Provide monthly utilization report to the brigade/battalion S4/representative
Furnishings one-for-one replacement moving and handling

Coordinate room assignment outside of unit footprint

Ensure common area custodial responsibilities are coordinated, conducted, and submit
Demand Maintenance Orders (DMOs)

Conduct Health and Welfare Room Inspections

Ensure sufficient number of eMH trained managers and accounts are managed in eMH
Designate Self Help Personnel (if established at the installation level)

Participate in Quarterly Stakeholder Meetings

1.3.2. Housing Division’s Roles and Responsibilities.

The Garrison Housing Manager serves as the primary point of contact (POC) and subject
matter expert (SME) for UH. Trained and proficient in UH operations, management, budget
development and execution, contract and database management, training, and regulatory
guidance, the Housing Manager’s expertise is critical in supporting the garrison DPW,
Directorate of Plans, Training, Mobilization, and Security (DPTMS), and military unit
stakeholders. The Housing Division’s primary responsibilities for UH include:

Housing Program Administration:

Ensuring compliance with housing policy (Permanent Party, IMT, Post-IMT, and
Collective Training)

Processing and managing CNAs

Continuing to reduce excess payments of Basic Allowance for Housing (BAH)/Overseas
Housing Allowances (OHA)

Managing Exception-to-Policy (ETP) for unaccompanied personnel with dependents to
reside in UH

Processing requests for Temporary Lodging Allowance (TLA) for Outside the Continental
United States (OCONUYS)

Training units on UH program, policies, and eMH database system

Analyzing and validating Barracks Quarterly Reporting (BQR) at eMH-deployed
installations

Providing comments and validating the Installation Status Report—Services (ISR-S)
evaluation

11



« Organizing the quarterly partnering sessions on behalf of the Garrison CSM with military
leadership

« Providing a Contracting Officer/Quality Assurance Representative for furnishings,
appliances, and drayage

« Conducting furnishings management-requisition, issue, turn-in, repair, disposal,
warehousing, and accountability of UH furnishings

« Conducting 100% annual inventory of UH furnishings (warehouse, hand receipts)

« Preparing Whole Barracks Replacement furnishings packages

« Replacing furnishings

« Budgeting for furnishings and future programs

« Assisting in consolidating UHs when units deploy

Property Management:

« Providing UH management for Senior Noncommissioned Officers (NCOs) and Officers

« Serving as liaison with Residential Communities Initiative (RCI) partners for UH
requirements

« Monitoring recurring inspections of UH

« Coordinating with unit leaders and stakeholders as units deploy and redeploy

« Assisting units with ISR-I inspections

«  Submitting and validating Inventory Change Request and Inventory & Utilization Reports
in eMH

Building Management Planning:
« Providing input to the UH Master Plan for incorporation into the Annual and Long-
Range Work Plans
« Monitoring service call records for cost/timely completion

Building Management Administration:
« Analyzing and reviewing diversion/conversion requests
« Reviewing and submitting ABMP Quarterly Reports

Housing Program Management:
« Determining construction and leasing requirements
« Analyzing and reviewing units’ barracks footprints
« Budgeting Sub Activity Group (SAG) 131 (QHFM)

1.3.3. Directorate of Public Works (DPW) Roles and Responsibilities.

The DPW is responsible for the planning, programming, Military Construction (MILCON),
sustainment, Maintenance and Repair (M&R), restoration and modernization of UH. Facilities
sustainment provides resources for M&R activities necessary to keep a typical inventory of
facilities in good working order over its expected service life according to the Unified Facilities
Criteria (UFC) 3-701-01. This includes regularly scheduled adjustments and inspections,
preventive maintenance tasks, and emergency response and service calls for minor repairs. It
also includes major repairs or replacement of facility components that are expected to occur
periodically throughout the facility life cycle. This work includes regular roof replacement;
refinishing wall surfaces; repairing and replacing electrical, plumbing, heating, and cooling
systems; replacing tile and carpets; and similar types of work. It does not include repairing
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or replacing non-attached equipment or furniture or building components that typically last more
than 50 years (such as foundations and structural members). Between Occupancy Maintenance is
included in the DPW’s responsibilities, funded through the Sustainment, Restoration, and
Modernization (SRM) funding allocation. The DPW’s primary responsibilities in UH include:

Building Management Planning:

« Preparing annual & long-range work plans

 Preparing barracks major project management (DA Form 4283 and DD Form 1391) and
MILCON projects

« Planning and programming for UH buildings that requires revitalization IAW the Army’s
Barracks Master Plan

« Providing training or conduct ISR-I Inspections (as needed)

« Providing input to SAG 132 Budget

Building Management Administration (separate from Housing Division Administration):

« Providing inspections oversight

« Issuing IMT, Post-IMT and Collective Training UH building hand receipts with
DPTMS or designated garrison agency

« Facilitating leasing execution with Headquarters, U.S. Army Corps of Engineers (HQ
USACE)

«  Processing facility diversion/conversion

« Processing collections for UH building damages

« Managing re-key or master door key replacement

« Executing Energy Audits

« Implementing and enforcing energy and water conservation efforts

« Consolidating UHs when units deploy

Building Management Inspections/M&R:
« Executing DMO’s
« Executing and/or overseeing projects
« Funding supplies for maintenance SHIPs
« Coordinating renovation and/or repair actions with brigade/battalion S4 or representative

Property Management:
« Providing common area custodial support of Soldier Recovery (SR) barracks
« Conducting grounds maintenance (more than 50’ from UH buildings)

1.3.4. Soldiers’ Roles and Responsibilities.

Soldiers are responsible for assisting and supporting the military unit in executing the custodial tasks
associated with the unit’s footprint.  Soldiers are responsible for the housekeeping and
maintenance of their module/sleeping room/space. Housekeeping includes the general cleaning
and up-keep of the barracks room, protecting the Army’s facilities investment by ensuring
maintenance deficiencies are identified and reported, and promptly reporting incidents of
vandalism and neglect of facilities, furnishings and equipment to the Chain of Command.
Soldiers will take an active role in promoting energy conservation within their assigned
module/sleeping room/space by turning off all lights and electronics in their room when not in use
or occupied. The resident Soldier’s primary responsibilities in the UH with leadership
engagement include:
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« Following established rules of conduct and joint occupancy of living in module/sleeping
room/space

« Regularly cleaning the latrine (including shower/tub, commaode, sink, floors, windows)

« Regularly cleaning the kitchenette and all appliances (inside and out)

« Keeping the kitchenette free of debris and/or trash

« Regularly cleaning the floors

« Regularly maintaining a clean and organized living space

« Reporting any required DMOs to the Unit Property Manager or the Soldier’s first line
supervisor

« Following all garrison energy, water, and waste (including recycling) policies

« Regularly inspecting the walls and ceiling to identify mold buildup; report mold growth to
DPW

. Ensure Heating, Venting, and Air Conditioning (HVAC) vents are regularly cleaned and
free of debris (if safely accessible)

. Coordinate with first line supervisor or facility manager to conduct joint assignment and
termination room inspection

« Keeping common areas free of debris and/or trash

2. General Property Management Practices and Business Rules.

2.1. Trying to Stay Together (Unit Integrity).

Unit integrity is important to ensure good order, discipline, and health and welfare of the Solder.
Room assignments will be managed at the company/battery/detachment level, whenever possible,
or at the next higher echelon with available space.

Units must avoid swapping rooms and arbitrarily moving Soldier's to maintain unit integrity as
this affects a Soldier’s QOL, causes unnecessary wear and tear on UH buildings, increases
management workload, and potentially impacts utilization reporting. Soldiers cannot be required
to pay for moves that are identified as “for the convenience of the Government,” which would
include costs such as:

« Cost to relocate/reconnect cable television, internet, and telephone
« Unplanned BOM, as determined by the DPW, to prepare the room for the new occupant
«  Movement of personal household goods

However, if it is prudent for a unit to reassign a Soldier to a different UH building or
module/sleeping room/space for the purpose of maintaining unit integrity, the military unit will
be responsible for the associated moving costs. If the garrison is requesting the Soldier to move,
the garrison is responsible for covering the expenses associated with the Soldier’s move.

The DPW Real Property office will coordinate with military units, the Garrison Commander, and
the Senior Commander when reallocating brigade footprints, barracks buildings, floors, or
modules as required, and will ensure fair, efficient, and effective utilization of UH on the
installation and within brigade areas.
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In conclusion, although maintaining unit integrity is important, it should not be an
impediment to achieving the overarching Army goal of maintaining 95% barracks utilization
at every garrison.

2.1.1. Military Unit’s Role Regarding Unit Integrity.

It is the responsibility of the military unit to maintain unit integrity via assignments and terminations
of barracks rooms. In addition to what is mentioned above, the unit may also need to look
for modules/sleeping rooms/spaces outside their UH footprint. If a unit’s footprint is nearing
capacity, it is the responsibility of the unit commander to coordinate with their higher military
echelon prior to seeking available UH assets from the Garrison Housing Office.

2.1.2. Housing Office’s Role Regarding Unit Integrity.

It is the responsibility of the Housing Office to assist the military units in their management
and utilization of UH. The Housing Office must regularly review units’ footprints in order to
maximize UH utilization and minimize negative impact to Soldiers and units.

2.2. A Tool to Make Things Easier-enterprise Military Housing (eMH).

The eMH is the Army’s single information management system for day-to-day management, asset
management, and associated metrics reports and dashboards. Military units responsible for UH
management shall use all applicable eMH modules. All other forms of property management
software are prohibited. The Garrison Housing Office is the POC for eMH training and
implementation.  After deployment of eMH, the eMH 24-hour help desk (1-800-877-8503 or
emhsupport@aemcorp.com), in addition to the Garrison Housing Office, can answer questions or
provide further assistance.

The eMH system contains personally identifiable information (PIl), and connects to the Defense
Enrollment Eligibility Reporting System (DEERS), which also contains PIl.  Therefore, unit
personnel designated by the unit leader (and approved by the Garrison Housing Manager)
to access and use the eMH system must be responsible and trustworthy, and have completed the
Information Security Awareness Training and PIl Training and the eMH designated training clips
based on permission level. All approved eMH users must have a Department of Defense (DoD)
Common Access Card (CAC); the eMH system can only be accessed through a DoD computer.

The eMH Furnishing module is designed for bar-coding individual items. All UH furnishings
and appliances will be individually bar-coded (serialized), which will provide the Army the
information and control functions needed for furnishings accountability. It will also provide the
details necessary to program for additional, replacement, and future furnishings requirements;
and to cross-level inventories and collect for missing or damaged items. The Garrison Housing
Office will develop procedures for processing the bar-coding of furnishings as a special printer
and barcode scanner are required.

The Garrison Housing Office staff is the Subject Matter Expert (SME) and proponent for
training personnel to use the eMH system. The eMH training clips, available on the eMH
website, are also an excellent resource to allow users to quickly learn the functions, operations,
and reporting tools eMH offers. The online training clips are only available to those with
access to eMH. In some cases, on-site training classes may be available from the eMH support
team. The Garrison Housing Office will determine the need for and frequency of training.
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3. Modules/Sleeping Rooms/Spaces Eligibility.

3.1. Who Can Live in UH? (Determining Eligibility).

Permanent Party UH is intended for Soldiers either (a) without dependents, (b) with dependents,
but without custody, or (c) with dependents but on an unaccompanied tour. Unaccompanied
Soldiers married to another Service member on separate tours will be assigned to housing on the
same basis as unmarried personnel. Unaccompanied Soldiers in pay grade E-5 or below if
stationed in the U.S. and in pay grade E-6 or below if stationed Outside of the U.S will reside in
permanent party UH. In certain locations, Outside the U.S., the requirement to live in UH may be
higher than E-6.

An application for housing will be used during in-processing at the unit. Generally, methods to
verify a Soldier’s information for eligibility include:

« Reviewing the Soldier’s orders to determine the type of tour and family status

« Reviewing the Unit Commander’s Finance Report (UCFR) which may be obtained
through the installation budget office

« Requesting a copy of the Soldier’s latest Leave and Earnings Statement (LES)

« Requesting a letter from finance confirming the Soldier’s status

At installations where eMH has been deployed, a Soldier’s housing application is completed by
a trained Unit Representative (UR). The type of information requested is similar to that of the DD
Form 1746, Application for Assignment to Housing, located in Appendix D. An example of an
unofficial housing application, which should incorporate an appropriate Privacy Act Statement, is
also located in Appendix D — Sample Forms.

3.1.1. Exceptions (Unaccompanied Personnel with Dependents).

Generally, unaccompanied personnel eligible for, or receiving, BAH at the “with dependents” rate
require an approved ETP by the Garrison Commander, to reside in permanent party UH.  If approved,
such Soldiers are housed on a “space available” basis and minimum adequacy standards do not
apply. Also, such Soldiers will not be assigned a room which results in a single Soldier having
less than the minimum authorized space, refer to AR 420-1 Table 3-7, or in a CNA being issued to
a single Soldier who would otherwise be required to reside in UH. These exceptions do not apply
to Soldiers with dependents who are identified as Key and Essential (K&E) personnel as
designated by the GC in coordination with the SC. Soldier’s identified as K&E must request an
ETP to reside in UH. If there are questions about housing unaccompanied personnel with
dependents, contact the garrison housing staff. The provisions of the Department of Defense
Financial Management Regulation (FMR) must be met in order to prevent Soldiers from losing
their housing allowances.

A CNA is not required to reside off-post (expect where mandatory housing policy is enforced)
when Service members enrolled in the Married Army Couples Program are assigned to the same
installation within 120 days of each other in order to establish a common household or joint
domicile. To initiate the housing allowance at the without dependent rate, each Service
member must provide completed forms that are identified below, signed by the Soldier’s
commander, and processed in accordance with installation policy:
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« DA Form 5960, Request for Authorization to Start, Stop, or Change BAH (or Overseas
Housing Allowance (OHA) for assignments Outside the U.S.)

« A copy of the marriage license

« A copy of each Service member’s orders

Soldiers are required to submit the proper documentation (DA Form 5960, marriage/birth
certificates, and divorce decree) to their supporting finance office or DMPO to determine
Soldier’s eligibility to receive a housing allowance.

3.1.2. Rank Requirements in the United States (U.S.).

When assigned to a duty station in the U.S., bona fide single Soldiers in the ranks of private (E-1)
through sergeant (E-5) are required to live in the barracks. A bona fide single Soldier is a
Soldier who would be entitled to a housing allowance at the without dependent rate. To confirm
this, the UR will review the Soldier’s LES or the UCFR or confirm that the Garrison Housing
Office has a letter from finance confirming their bona fide single status.

The flow chart below outlines the processes in determining the appropriate steps to assign
Soldiers to modules/sleeping rooms/spaces when in the U.S.

Soldier . .
assignedto Assignment Processin the
unit United States

!

Determine Eligibility -
Soldieris: Referto Housing
1. Unaccompanied Soldier, and No , | ServiceOffice(HSO) [ Action
2. E-5or below for housing options Completed
3. Notreceiving BAH at the with or onand off post
without/dependent rate l
Soldierrequest ETP to be assigned to
barracks:
Yes 1. Soldier drafts justification for ETP
2. Endorsedbythe Co CDR, BN CDR, and
BDE CDR*
l 3. Submitthrough the Garrison Housing
Office to Garrison CDR for approval

Assignto UH, create file folder: ¢

1. Copy of orders, all amendments; confirm Soldier
in-processing at correct unit

2. Unit process housingapplicationin eMH

3. Unitassigns Soldier to module/sleepingroom/

Garrison CDR

. Approves
space AW personal data logged into eMH .
4. Issue key to module/sleeping room/space | Yes m?s.l;?ofrc:ror No

5. Schedules or executesjoint Assignment
Inspection/Processing

6. Unitissues all housingassignmentdocuments
to Soldier

Special cases

*Qr first Colonel (O-6) in Soldier’s chain of command if brigade is not co-located.
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3.1.3. Rank Requirements Outside the U.S.

When assigned to a duty station Outside of the U.S., Soldiers in the ranks of private (E-1) through
staff sergeant (E-6) who are single or unaccompanied by dependents and serving a Dependent
Restricted tour (Families are not authorized to accompany the Soldier), or All Others Tour,
are required to live in UH.

Another category is the “Non-Command Sponsored,” where Soldiers have their Families live off-
post and collect OHA, this category is not required to reside in UH (except in Korea). For Soldiers
stationed in Korea, all unaccompanied Soldiers, regardless of rank, are required to reside in UH.

Soldiers with dependents who are serving a Dependent Restricted or All Others Tour, will not
forfeit their housing allowance when assigned to UH at the new duty station. In other words,
Soldiers serving this type of tour will keep their housing allowance at the with dependent rate
while occupying their assigned UH while serving their tour because the housing allowance is for
their dependents.

The flow chart below outlines the processes in determining the appropriate steps to assign
Soldiers to modules/sleeping rooms/spaces when Outside the U.S.

Soldier
assigned to
unit

Assignment Process
Outside the United States

Determine Eligibility — Soldier is:

1. E-6 or below; and either ~
i . Refer to Housing
;I lsl:?a?tzzblr]nrpanied Soldiers, or No |— Service Office (HSO) | Action
. . — _ "
4. Has dependents and is serving a 0 for housing options Completed
“Dependent restricted tour™ or on and off post
“All Others Tour” I
‘ Soldier request ETP to be assigned to
barracks:
Yes 1. Soldier drafis justification for ETP
2. Endorsed by the Co CDR, BN CDR, and
BDE CDR*
3. Submit through the Garmrison Housing
Office to Garrison CDR for approval

Assign to UH. create file folder: ‘J'

1. Copy of orders, all amendments; confirm
Soldier in-processing at correct unit

2. Unit process housing application in eMH

Garrison CDR

3. Unitassigns Soldier to module/sleeping room/ Approves
space IAW personal data logged into eMH —| Yes |— ETP for —| No
4. Issue key to module/sleeping roomispace mission or

5. Schedules or executes joint Assignment
Inspection/Processing

6. Unit issues all housing assignment
documents to Soldier

Special cases

*Qr first Colonel (O-6) in Soldier’s chain of command if brigade is not co-located.
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3.2. Where Do | House Soldiers? (Identifying Adequate Available Space).
It is the unit’s responsibility to identify available barracks space. While assigning Soldiers within
a company or battalion footprint is preferable, the brigade-level unit footprint is acceptable.

Unaccompanied Housing adequacy criteria in AR 420-1 prescribes the size and privacy standards
for assigning modules/sleeping rooms/spaces to Soldiers, and requires decent, safe, sanitary, and
habitable accommodations in good repair. These standards apply worldwide.

3.3. How Do I House Soldiers? (Assigning Modules/Sleeping Rooms/Spaces).
A general step-by-step guide assigning a Soldier to modules/sleeping rooms/spaces includes:

« ldentifying available space

« Entering the Soldier’s information into the eMH database within 24 hours of the assignment
to modules/sleeping rooms/space or no later than three (3) business days of the check-in
date

« Ensuring Soldiers are assigned modules/sleeping rooms/spaces facilities associated with the
Soldier’s gender marker recorded in DEERS

« Generating an “Assignment to Modules/Sleeping Rooms/Spaces Letter”

« Scheduling a joint move-in inspection in eMH. Generally, the inspection should be
conducted by the supply sergeant and/or squad leader or others authorized by unit
commander to perform this function. The inspector and the Soldier will jointly review
the condition of the modules/sleeping rooms/spaces and furnishings and validate the
inventory count with the hand receipt using an “Inspection Report” (recommend to be
completed with three (3) business days of room assignment)

« Obtaining Soldier’s signature on the hand receipt for the furnishings

« Obtaining Soldier’s signature on the condition report acknowledging the condition of the
modules/sleeping rooms/spaces as acceptable and noting existing damages

« Obtaining Soldier’s signature on the liability statement acknowledging their
responsibility for loss and damages

Note: The Department of Defense Identification (DoDI) number is a required field when adding a
new person record into eMH. Users are highly discouraged to enter a fictitious DoDI number as
they are associated with various financial records (e.g., Certificate of Non-Availability, Statement
of Charges) and may cause a delay of payment/deduction to the Soldiers pay record.

Provide the Soldier a package containing relevant documents, some of which require written
acknowledgement of receipt. The packet will include at a minimum:

« Assignment to modules/sleeping rooms/spaces letter

« Barracks rules/regulations

« New Soldier’s briefing form

«  Copy of signed furnishings inventory hand receipt (recommend to add key to inventory list)
« Room condition report

« Liability Statement (Liability for Damage to Assigned Housing)

« Inventory Hand Receipt
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The following samples can be located in Appendix D — Sample Forms at the corresponding pages:

 Soldier in-brief

« Check-In Form (eMH-generated form)

«  Two sample Assignment to Modules/Sleeping Rooms/Spaces Letters; one is generated
electronically via eMH and the other would be completed manually (in case eMH system
is unavailable)

3.3.1. What if the Unit Footprint is full? (Assigning Outside Unit Footprint).

If space is not available within the brigade/battalion footprint, military units will coordinate with
other units to locate modules/sleeping rooms/spaces for the Soldier’s in question. Assignment to
modules/sleeping rooms/spaces outside a Soldier’s unit footprint does not justify requesting a
CNA. Section 4.1 outlines eligibility criteria for CNAs.

3.4. Accompanying Paperwork (Hand Receipts).

The Furnishings Inventory Form (the hand receipt) is completed at the time of module/sleeping
room/space assignment and inspection. The eMH inventory report lists the nomenclature, stock
number, quantities, condition, and replacement of each item for which the Soldier bears financial
responsibility. This informs the Soldier of the costs of their furnishings and their potential
liability up-front.

3.5. How do I Clear Soldiers from Modules/Sleeping Rooms/Spaces? (Termination and Final
Clearance).

Unit level or equivalent leadership must ensure modules/sleeping rooms/spaces are properly
cleared in their unit foot print. Terminating modules/sleeping rooms/spaces includes: inspection
scheduling, cleaning and maintenance inspection protocols, assessing for damages, document
control, and coordination for financial transactions to be processed with the local finance office.
Soldiers are responsible for cleaning their own modules/sleeping rooms/spaces and will leave
their modules/sleeping rooms/spaces in a condition suitable for immediate reassignment to the
next resident. Exceptions exist for personnel assigned to a Soldier Recovery (SR). Basic
procedures for modules/sleeping rooms/spaces termination are as follows:

« Schedule a joint move-out inspection in eMH by using the scheduler component in the
Unaccompanied Housing Module (UHM).

« Provide the Soldier copies of the Room Clearing Checklist and Room Cleaning
Standards, which guide the termination inspection in advance to enable the Soldier to
understand the criteria for the inspection and increase the chances of passing the first
time.

« Execute the inspection. Generally, the inspection should be conducted by the supply
sergeant and/or squad leader, or others authorized by unit commander to perform this
function. The inspector and the Soldier will jointly inspect the condition, of the
modules/sleeping rooms/spaces, and furnishings inventory and condition using an
“Inspection Report”, and comparing the current condition and inventory to the baseline
assessment identified on the Inspection Report used at move-in. If the modules/sleeping
rooms/spaces do not meet the clearing standards, the Soldier must reschedule the
inspection to ensure sufficient time to correct deficiencies.

« Obtain Soldier’s signature for the furnishings in their room via hand receipt and
condition report at the time of termination inspection and retrieve keys.
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« Enter the Soldier’s information in eMH and generate a Modules/Sleeping Rooms/Spaces
Termination Form.

« Initiate collections process if there are charges for damages or losses to the facility or
furnishings.

« Provide the Soldier with a copy of the barracks clearance form and Modules/Sleeping
Rooms/Spaces Termination Letter, which will allow the Soldier to proceed to DMPO
to determine housing allowance entitlements.

« Termination date must be entered into eMH on the day the Soldier has cleared
modules/sleeping rooms/spaces; data may be corrected in eMH up to three (3) business
days from the check-out date.

Soldiers will be given a package containing relevant documents; some of which require written
acknowledgement of receipt. The packet will include at a minimum:

« Modules/Sleeping Rooms/Spaces Termination Letter
«  Copy of signed furnishings inventory hand receipt

«  Copy of room condition report

« Financial collection form, if applicable

A sample of a Modules/Sleeping Rooms/Spaces Termination Form, if completed manually, is
located in Appendix D. The sample Termination Letter and Check-Out Form in Appendix D are
both generated electronically with eMH.

3.6. Inspections.

All Inspections, to include assignment and termination of Soldiers modules/sleeping
rooms/spaces, will be scheduled through eMH by using the scheduler component in the UHM.

The inspector is responsible for assessing the condition of all components of the modules/sleeping
rooms/spaces and furnishings.

3.6.1. What System Should I Use for Inspections? (“Green — Amber — Red”).

In order to standardize inspections and simplify reporting and tracking, unit and garrison staff should
use the familiar “Green — Amber — Red” system to define conditions, as used in eMH. Room
Condition Rating Guidelines help bring uniformity and remove ambiguity from
modules/sleeping rooms/spaces inspections, making inspections quick and fair. The
relationships between the color and condition are:

Satisfactory
(Amber)
The inspector will assess all components of the room and the condition of each area, and assign the

room a rating. At the end of the inspection, an overall rating will be given to the room based
on the collective conditions.

There are sample Room Condition Rating Guidelines, room inspection forms, and two
Termination of Modules/Sleeping Rooms/Spaces Checklists in Appendix D, to be filled out
manually. All samples can be altered to meet the needs and reporting requirements established
by unit leaders.

21



3.6.2. Assignment Inspection.

At the scheduled move-in inspection, the Soldier and the inspector will check the general
condition of each item, using the “Green — Amber — Red” system discussed in the previous section.
This ensures new occupants are not held responsible for pre-existing conditions.

The inspector will specify defects or shortcomings, identify if an item needs repair or
replacement, and provide a description of the maintenance required in the “Description of
Maintenance Condition” column. The inspector and resident will sign the joint inspection report;
inspector will maintain original on file and provide a copy to the Soldier. The sample inspection
reports in Appendix D can be modified to meet the unit’s needs. Units are responsible for
submitting and tracking DMO requests generated from these joint inspections.

The Furnishings Inventory Form lists the nomenclature, stock number, quantities, condition,
and replacement cost for each item for which the Soldier bears financial responsibility.
The inventory list must match the items identified in eMH. The eMH hand receipt is a part of the
Check-In/Check-Out Form in Appendix D.

3.6.3. Termination Inspection.

When performing the termination inspection, the inspector will use the standard check-in inspection
form to determine if damages exist or furnishings are missing. The inspector must have the
Soldier’s UH file that contains copies of the documents generated during the assignment process
and any additional documentation generated during the Soldier’s occupancy. These
documents will be compared to the condition and inventory during the checkout. The hand receipt
with issues and turn-ins will be used to compare the quantities, types, and condition of all items
the Soldier signed for to determine if any damages or missing inventory. The room will have all
personal items removed, cleaned, and ready for the next occupant.

3.6.4. It’s Inspected and Work Needs to be Done...Now What?

The unit will contact the DPW to submit DMQO’s to address maintenance issues identified during
the inspection. The DPW will determine if BOM is required to address multiple DMOs for
the same modules/sleeping rooms/spaces. Based on the work needed and the time it will take
for the DPW to respond, the unit will update the room’s status in eMH. If modules/sleeping
rooms/spaces require work that will take more than ten (10) business days, the status of the
modules/sleeping rooms/spaces should be “unavailable” (or another comparable term as identified
in eMH).

3.7. Dealing with Groups (Mass Assignments and Terminations).

Not all of the processes used for assigning or terminating individual Soldiers can be used when a
unit or multiple units are preparing for deployment or redeployment. With the increased
volume of arriving or departing Soldiers, some steps can be taken to spread the workload out.

3.7.1. Do Minimum Standards Still Apply? (During Deployment Preparations).

Army Regulation 420-1 authorizes commanders to reduce space allocation standards in
preparation for deployment or redeployment. Use minimum adequacy standards, particularly for
UH bed space, sparingly but as necessary. For mission necessity, commanders may reduce the 72
square feet/6.7 square meters’ standard to 54 square feet/5.0 square meters to meet mission
requirements. This maybe further reduced to 40 square feet (3.7. square meters) with the approval
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of the senior medical officer. Units must coordinate with garrison housing division staff in
developing plans for deployment and redeployment of Soldiers to ensure a smooth transition,
adherence to Army policy, and property accountability.

If deploying Soldiers are to secure their personal household goods in their modules/sleeping
rooms/spaces for the duration of their deployment, coordination with the Transportation Office and
termination procedures will not be conducted. Units will develop proper accountability and
security measures to safeguard Soldiers’ personal belongings in their modules/sleeping
rooms/spaces, and furnishings.

3.7.2. Mass Assignments for Redeploying Units.

Generally 120 days prior to redeployment, the forward deployed unit should provide the rear
detachment commander with a prioritized list of Soldiers who will be moving into the barracks
upon their return. This will allow the rear detachment sufficient time to pre-assign Soldiers
to modules/sleeping rooms/spaces based on established priorities and availability of rooms. The
following mass assignment and termination steps are available in eMH to expedite assignments or
terminations and furnishings hand receipts.

« Send the forward deployed unit an outline of the available modules/sleeping rooms/spaces
on each floor so they can determine where individual Soldiers should be assigned.

« Ensure each Soldier requiring module/sleeping room/space has an application for housing
on file in eMH. Blank copies of the application can be sent to the forward deployed
units for each Soldier to complete and return to the rear detachment.

« Two weeks prior to the Soldiers’ projected arrival date, the rear detachment should
assemble a team of personnel to assist with the assignment process and create move-in
packets for each Soldier. The packets should include:

« A move-in inspection sheet

« Hand receipt

. Liability statement

« Resident regulations and policies
« Room key

« Additional spaces should be identified and prepared to accommodate Soldiers that
may unexpectedly need modules/sleeping rooms/spaces.

« Approximately 10-12 days before the unit returns, the rear detachment should perform
a walk-through of all modules/sleeping rooms/spaces to ensure they are ready for
occupancy and confirm the modules/sleeping rooms/spaces are vacant, keys work,
modules/sleeping rooms/spaces are clean, maintenance issues have been resolved, and
the furniture is in satisfactory condition.

«  While redeployments warrant flexibility, it is important that the rear detachment make
every attempt to arrange a joint inspection of modules/sleeping rooms/spaces with each
returning Soldier within a reasonable amount of time after the Soldiers have settled into
their modules/sleeping rooms/spaces, generally within 5-10 days after arrival.

« Units have the flexibility to allow unaccompanied personnel with dependents, personnel
above the grade of sergeant (E-5) when in the U.S. or staff sergeant (E-6) when Outside
the U.S., to temporarily reside in the barracks upon redeployment to allow the Soldier
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time to coordinate with the Housing Services Office (HSO) to locate permanent housing.
Minimum space assignment standards do not apply for these temporary situations.

3.7.3. Modules/Sleeping Rooms/Spaces Inspections for Mass Assignments and Terminations.
The unit should conduct joint inspections with the Soldiers at their modules/sleeping rooms/spaces.
Due to the large volume of inspections at the time of deployment or redeployment preparations,
most of the ‘legwork’ should be done upfront in regards to inspections.

When units deploy, emphasis should be placed on inspecting vacant rooms on a re-occurring bases.
Rear detachment personnel should identify the need for furnishings replacement, DMO repairs,
entomology services and mold prevention or remediation.

3.7.4. eMH Simplifies Mass Assignments and Terminations.

Using the eMH system will make mass assignments and terminations much simpler.  With the
proper document preparation, much of the information can be entered into the system before
the actual assignment/termination takes place so only minor changes will be needed at the
actual time of assignment or termination.

3.8. Assignment to Soldier Recovery (SR) UH.

The Army is committed to providing modules/sleeping rooms/spaces for the SR population
commensurate with their service and the duration of their recovery. In addition to AR 420-1,
Army Facilities Management, AR 40-58, Army Recovery Care Program, provides guidance
regarding UH assignment and termination, facility maintenance standards,
responsibility for corrective actions, reporting responsibilities, inspection standards,
and inventory utilization of lodging facilities for Soldiers in SR UH.

The regulations are applicable to SR Commanders to ensure Government-owned and leased
lodging facilities housing SR Soldiers are adequately assigned, safe, clean, and well maintained in
order to provide a QOL that facilitates recovery and rehabilitation. Because of the fluid nature of
the SR population, their needs, dependency status at their duty location, and possibility for Non-
Medical Attendant (NMA) requirements, the SR Chain of Command requires flexibility in housing
unaccompanied Soldiers assigned to the SRU. All Soldiers assigned/attached may reside in SR
UH, regardless of marital status or grade. At locations where the Garrison Housing Office
maintains responsibility for SR assignments and termination, the SR is to be proactive and work in
partnership with the housing office to identify appropriate room assignments for SR Soldiers and
authorized caregivers. Information on Soldiers assigned/attached and NMA who are authorized to
reside in SR UH must be entered in the eMH database.

The SR Commander will ensure Soldiers assigned/attached residing in SR UH and other
government-owned or leased lodging facilities are in accordance with (IAW) the
Headquarters Department of the Army (HQDA) Executive (EXORD) 068-18, Army
Barracks Management Program and subsequent Fragmentary Orders (FRAGORDS).
The Army will provide UH specifically designed or adapted for the SR. The SR UH is
considered permanent party barracks and will meet the DoD housing inspection standards. The
facility condition will be the best available at the installation.
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3.8.1. Cleaning & Common Area Maintenance in SR UH.

Soldier Recovery Commanders shall coordinate with the Garrison Housing Office or Garrison DPW
if custodial cleaning and care in the common areas of the UH and all ancillary structures, such
as common area latrines, dayrooms, Soldier community buildings, hallways, stairwells, laundry
rooms, and balconies are required. United States Army Medical Command (MEDCOM) is
responsible for reimbursement to the garrison if such services are required.

When the SR Commander validates, in writing, that module/sleeping rooms/spaces cleaning will
assist in the recuperation of a specific Soldier in Transition (ST), or that the ST is unable to
perform cleaning requirements, the garrison will provide for standard room cleaning of the
individual ST room. MEDCOM will be responsible for providing cleaning in the event an ST
requires a hospital grade/infectious level cleaning or when requirements exceed the cost for
standard room cleaning.

The SR barracks will be given the highest priority for M&R and the associated DMO will have
priority within each of the M&R Work Classification Categories, which are outlined later in this
handbook.

3.8.2. Converting and Diverting SR UH Spaces.

Underutilized SR modules/sleeping rooms/spaces that are considered adequate UH for permanent
party personnel may be assigned to other personnel eligible for UH when not required by the SRU.
The need for and utilization of these facilities must be coordinated with MEDCOM, SRU
leadership, DPW, and the Garrison Housing Office. The DCS, G-9, has delegated the approval
authority to divert or convert category code 72112 to 72111 to HQ Installation Management
Command (IMCOM). Other requests for conversion or diversion of SR facilities must be
coordinated with MEDCOM at installations with an inactivated SR, prior to submission for
approval. Garrisons will process requests for conversion or diversion of all SR facilities.
Diversion of an SR UH is limited to permanent party barracks, facility category code 72111. No
other category code is authorized to convert or divert without written justification and approval.
Non-ST Soldiers living in SR facilities will be notified, in writing, that they may be required to
relocate on short notice to accommodate a ST in the event a housing requirement exists and there
are no alternative modules/sleeping rooms/spaces available that would meet the needs of the ST.

Units must employ strong risk mitigation measures when non-ST Soldiers are unavoidably
assigned to SR barracks “Addressing” command and control of ST Soldiers is paramount in
maintaining the safety of the ST population. Non-ST Soldiers consuming alcohol in designated
SR UH alcohol free zones pose a threat to ST Soldiers, their wellbeing and recovery.
Recommend commanders utilize discretion in granting alcohol privileges to non-ST Soldiers in
SR barracks.

3.8.3. Service Animals in SR or Other UH Buildings.

A service dog is a dog individually trained to perform specific tasks for the benefit of an individual
with a disability (including a physical sensory, psychiatric, intellectual, or other mental disability).
Generally, Soldiers requiring a service dog are expected to require the dog for an extended period
of time, often for life. The Army will recognize only those service dogs obtained by eligible
Soldiers from a source accredited by an organization recognized by the Veterans Administration
according to Army Directive 2013-01 (Guidance on the Acquisition and Use of Service Dogs by
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Soldiers, dated 28 January 2013 and departed of Defense Instruction 1300.27 (Guidance on the Use
of Service Dogs by Service Members), dated January 7, 2016. Emotional support dogs and other
privately-owned animals not meeting the requirements for a service dog will be subject to
installation pet policies and rules.

Service dogs and Service-dogs-in-training may reside in the SR barracks with Soldiers assigned to
the SRU at the discretion of the Garrison commander on a case-by-case basis in order to facilitate
goal-oriented therapy for Soldiers anticipating discharge IAW AR 40-58, Warrior Care and
Transition Program, Chapter 6-6. Soldiers assigned to SRUs must have prior written approval
from their Interdisciplinary Team, SRU Commander, DPW, and the Housing Manager before
Service dogs or Service dogs-in training are allowed in SR facilities. Soldiers will be responsible
for any damages of facilities and UH furnishings caused by their Service dog. Refer to Chapter 8,
Property Loss and Damages, for more details. Service dogs and service-dogs-in training are not
permitted to reside in any other UH facilities.

4. Certificates of Non-Availability (CNAS).

4.1. When can a CNA be issued? (Determining Eligibility for CNAs).

There are two types of CNAs, Temporary and Permanent, that a Garrison Commander can
authorize for Soldiers who would normally be required to reside in the barracks. Garrison
Commanders are the approving authority for issuance and control of CNAs for BAH at the “without
dependent rate.” IAW AR 420-1, Garrison Commanders may further delegate to the Garrison
Housing Manager, with HQ IMCOM approval.

An approved CNA, issued by the Housing Manager, is required prior to authorization to start BAH
or OHA without dependent rate. Unit leaders cannot direct a Soldier to move off post with the
promise of obtaining a housing allowance. Soldiers shall contact the HSO to obtain assistance
in procuring housing before entering into a lease agreement.

4.1.1. What is a Temporary CNA?
A temporary CNA has a specified duration, not to exceed 365 days (a start and end date) and can be
issued when:

« Adequate housing is not available on post but is expected to be available at a later date

« Soldier is pregnant; Soldier must submit appropriate documents to Defense Finance
Accounting Service (DFAS) after birth of child to start BAH with dependent rate

« Soldier has a pre-existing lease for off-post housing and barracks space is available - the
Soldier is allowed to reside in their home until the lease expires

« Upon approval of an ETP, the Garrison Commander specifies that the CNA will be
temporary

Soldiers who receive a temporary CNA must report back to their unit 90 days prior to the
expiration date of the CNA to make arrangements for assignment to UH or submit for a new CNA.
The Garrison Housing Office will ensure that the housing allowance will stop upon the expiration
date of the CNA.
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Temporary CNAs issued due to lack of adequate space should not be renewed if the
installation’s permanent party UH utilization rate is below 95%. The Housing Office will monitor
all CNAs and coordinate with DFAS for cessation of housing allowances. The unit has the
inherent responsibility to monitor temporary CNAS and manage the Soldier’s move back into the
barracks.

4.1.2. What is a Permanent CNA?
A permanent CNA has a specified duration (a start and end date) issued in 365 days increment
during the Soldier’s tour of duty and can be issued when:

« Adequate housing is not available for the duration of the Soldier’s tour

« Upon approval of an ETP, the Garrison Commander specifies that the CNA will be
permanent

 Enlisted Soldiers assigned and serving as a Criminal Investigation Division Special
Agent or Military Police, may be housed in Senior Leader Quarters if the unit or housing
office is unable to separate by building, floor, or wing from other Soldiers

« The Soldier has purchased a home near the installation prior to notification of assignment
to that installation

Note: IAW AR 420-1, Garrison Housing Office will review all approved CNAs on a quarterly
basis and checked against permanent party UH availability to ensure that procedures for
controlling the issuance of CNAs are effective. For tracking purposes, select “temporary” from
the drop down menu in the UHM Module in eMH.

4.1.3. Well...What If...? (Exceptions and Special Cases).

Other circumstances may result when a Soldier requests an ETP for a CNA. The ETPs will be
handled on a case-by-case basis through the Garrison Housing Office. The requests should
include, at a minimum, a written request with the Soldiers brigade commander’s endorsement,
with supporting documents.

A Soldier at the pay grade of E-5 and below when in the U.S., or E-6 and below when Outside the
U.S., married to another Soldier stationed at a different location, and has no other dependents, will
be assigned to housing on the same basis as a single Soldier.

In the case when dual Service members residing together and are receiving BAH at the
without dependent rate and one of the Service members departs on a separate tour, the other
married Soldier will not be ordered to reside in UH.

4.2. Does the Occupancy Rate Affect CNAs? (CNAs and Barracks Utilization).

In order to substantiate any CNA requests for lack of adequate space, the permanent party
barracks utilization must be at least 95% installation-wide. At installations where it is less than
95%, all CNAs must be substantiated by the units in their periodic reports to the Garrison Housing
Office.
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4.3. How Do I Start a CNA? What is the Process?

The Soldier requesting a CNA should contact the Garrison Housing Office for the
installation’s form(s); other identified documents, and follow the installation’s established steps
for initiating a CNA.

The Garrison Housing Manager will review a request for an ETP CNA prior to submitting it to the
Garrison Commander for consideration. Requests will include the following documents:

« Soldier’s written request for a CNA with his or her commander’s endorsement, detailing
the reason for an ETP

« Endorsement through the chain of command up to the brigade commander, or the first
Colonel (O-6) in the Soldier’s chain of command

«  Garrison Housing Manager’s recommendation to the Garrison Commander for decision

If an ETP is approved, the Soldier must provide the approved CNA and completed DA Form
5960/signed (by the Garrison Commander) to the supporting finance office and a copy furnished
to the unit commander. If a CNA is not approved, a written response explaining the reasoning
will be issued to the Soldier and copy furnished to the unit commander. The flow chart below
illustrates the CNA process.

Certificate of Non-Availability " - - —

_ (CNA) Process 95% Installation-Wide Utilization Rate
Soldier Request CNA to CNA Request (Unit initiates on behalf of
Garrison Housing Office: the Soldier) to Garrison Housing Office:
1. Soldier drafts justification wisupport 1. Soldier drafts justification

documents . i i 2. Co CDR, BDE CDR™endorse
2. Co CDR, BDE CDR™endorse Garnson.Hot..lsmg Office Actions: 3. Submit to Housing Office
3. Submit to Housing Office 1. Housing issues CNA
2. Schedules Soldier for HS0 briefing
l 3. Soldier begins house-hunting l
4. Soldier finds rental home
Housing Office 5. Soldier terminates module/sleeping room/ Housing Office
reviews documents Garrison CDR space’ Garrison CDR verifies Barracks
and provides »  Approves |» 6. Soldiers provides Finance OfficelDFAS with: &  Approves ¢ Yes '« yilization Rate
recommendations Request™ -Approved CNA Memorandum Request™ is 95% or above
to Garrison CDR - Module/Sleeping Room/Space Termination Installation-Wide
Orders
- Request to start/stop housing allowance
- Copy of rental lease
7. Soldiers moves into rental home No

l i

Garrison CDR L Housing Office identifies
Disapproves Soldier » Action is adequate ayallable

Request Completed module/sleeping room/

space on the installation

* Date barracks are terminated, as indicated on eMH modules/sleeping rooms/spaces Termination
Letter, which is the earliest date the housing allowance at the without dependent rate will begin
unless documentation justifies an earlier start date.

** Qr first Colonel (O-6) in Soldier’s chain of command if brigade is not co-located.

*** Garrison Commander has authority to approve or may delegate this authority to the Garrison
Housing Manager
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5. Key Management and Control.

In this section the term “key” includes metal and electronic card keys (e.g. magnetic stripe, Radio
Frequency ldentification (RFID), smart card DoD CAC, etc.) and key card encoder equipment.
Key management describes the process of issuing keys and managing where and to whom those
keys are issued. Key control describes the material control of the physical keys. While these are
two different functions, they are not mutually exclusive. It is the responsibility of the unit to
effectively manage the keys since the one who manages the keys manages the barracks spaces. A
sample duty appointment memo can be found in Appendix D.

5.1. Who Tracks the Keys? (Key Management and Issuing).

Key management is the issuing and record keeping of keys given to the Soldier. Typically done
when assigned to modules/sleeping rooms/spaces, this is a permanently-issued key and will
only be re-issued/replaced in the event the Soldier loses the key. Key management will also
apply to all keys and key card encoding equipment permanently issued to a brigade headquarters for
their barracks to provide the brigade leadership with 24/7 access to their Soldiers. The unit
exercises key management and will implement the following rules:

« Master keys will be strictly controlled at the command level

« Implement procedures with emergency services personnel for emergency ingress

« Appoint primary and alternate key custodians on written orders

« Conduct inventory of keys semi-annually and investigate loss or stolen keys IAW AR
735-5

« Establish key control management processes to address lockouts, and lost keys for
both, during and after duty hour operations

5.2. Who Controls the Keys? (Key Control).

Army Regulation 190-13, The Army Physical Security Program, governs key control. A
fundamental principle of key control is leadership. Keys must be secured and accounted for at all
times. A Soldier exercises key control over his or her assigned modules/sleeping rooms/spaces.
A designated brigade representative exercises key control over the barracks keys permanently
issued to the brigade. Unit leaders and individual Soldiers exercise key control over keys issued
on a temporary basis.

When a Soldier loses a key due to negligence or willful misconduct, the Soldier is responsible for
the cost of replacing the lost key, replacing a locking device, or replacing the door.
Replacement costs include both the cost of the parts and the cost of the labor to install (Reference
AR 735-5, Property Accountability Policies “Government quarters and furnishings”).

Garrison staff, unit leaders, garrison provost marshal, and the fire chief need to coordinate
in developing local policy for securing master keys and identifying individuals authorized to sign
for or possess keys and master keys. This will give the command access to maintain security and
control. The unit leaders and garrison staff must be meticulous in managing and enforcing this
process. A sample of a manually completed key control form is at Appendix D.
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5.3. What if a Soldier Gets Locked Out?

Units are responsible for lockouts and temporary issuance of keys. When a Soldier loses control of
his or her module/sleeping room/space key, it is the unit’s responsibility to provide the Soldier with
access to the Soldier’s module/sleeping room/space by issuing a temporary key to the Soldier or by
requiring the Staff Duty NCO to provide access to the module/sleeping room/space. When loss of
keys due to negligence or willful misconduct results in a requirement to repair or replace a lockset
or door, the responsible individual(s) or using unit must reimburse DPW for the repair or
replacement cost. Soldiers are not permitted to alter existing locks or install any additional locks.

6. UH Building Maintenance.

6.1. Inan Ideal World... (Dedicated Maintenance Teams).

While it would be ideal to have maintenance teams dedicated solely to addressing the needs of
UH, such a decision is resource-driven. Some installations have DPW maintenance teams
dedicated to UH. Other installations have contracts for UH maintenance teams, while others
use conventional maintenance teams from the DPW shops that are not specifically dedicated
to UH. Success of “maintenance” is critical for ABMP and hinges on good partnerships
throughout the installation.

6.2. Grounds Maintenance when Less than 50 Feet from UH.

Units are responsible for the grounds maintenance within 50 feet of the UH building and additional
10 feet to meet hard pavement or gravel roadway of all ancillary structures, such as picnic areas,
outdoor grills, tables, benches, sidewalks, green space, and parking areas. Common tasks include:

«  Sweeping paved areas

« Caring for and maintenance of free standing lighting fixtures, signs and bulletin boards
(excluding street lights)

« Mowing and trimming green space

« Removing snow and ice from sidewalks, entry steps, stoops, and driveways

« General grounds and landscaping maintenance to ensure water flows away from the
building foundation

«  Conducting routine entomological and pest preventive maintenance (as appropriate for
exterior of footprint)

« Picking up trash and litter, and emptying building trash containers (excludes dumpsters)

« Report external structural damages to DPW (i.e., messing stair or balcony hand rails,
damaged bicycles racks, severely cracked sidewalks, etc.)

« Report disabled or abandoned privately owned vehicles in unit foot print as described by
local policies

6.3. Common Area Maintenance and Custodial Cleaning/Care in UH.
Units are responsible for the custodial cleaning and care in the common areas of the UH and
all ancillary structures, such as common area latrines, dayrooms, Soldier Community buildings,
hallways, stairwells, laundry rooms, and balconies. Common tasks include:

«  Conducting routine entomological and pest preventive maintenance (as appropriate for
interior common areas)
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« Picking up trash and litter, and emptying building trash containers/receptacles (excludes
dumpsters), and sorting recyclables (if applicable)

« Ensuring lights and electronics are turned off when areas are unoccupied

« Following energy conservation measures identified in the BEM Program

« Inspecting vacant rooms, ensure exhaust fans are operational to combat mold and mildew,
and report possible water leaks in common areas

6.4. Providing Access When a Soldier Is Not in Their Module/Sleeping Room/Space (Escorts).
The triggers for requiring an escort for DPW maintenance staff to access a Soldier’s
module/sleeping room/space to execute a DMO will be established at the garrison level. Units
will be responsible for providing an escort or arranging for the Soldier to be available when
maintenance is scheduled.

6.5. Small Housework Tasks? (Self-Help Issue Points (SHIPS)).

Each garrison may establish a self-help program requiring residents to perform certain basic self-
help tasks and provide the opportunity for units to perform limited improvements in the barracks
buildings and grounds. The basic self-help program, which is consistent with the prudent
landlord concept, optimizes the use of scarce resources and gives users a sense of ownership.

6.5.1. Who Supplies and Funds SHIPs?
The DPW is responsible for the garrison’s self-help improvement program and, based on
available resources, determines whether to staff and supply a self-help operation.

6.5.2. Using SHIP for General Maintenance.

Soldiers and units should use the SHIP for minor repairs such as changing light bulbs, spot
painting, minor mold remediation, and fixing hinges. Units should coordinate with the DPW to
determine what support is available at SHIP and look for opportunities to maintain and improve
facilities using the expertise of the DPW.

6.6. What is Between Occupancy Maintenance (BOM)?
Periodically, modules/sleeping rooms/spaces need to remain vacant to allow completion of
maintenance. This BOM may include multiple minor repairs requiring a few days to major
repairs requiring vacancy for an extended period of time.

Units may want to consider developing a “down-time” estimate for each type of repair based
on conditions using the “Green — Amber — Red” color codes discussed earlier in this handbook.
This can help the units and DPW understand the scope of maintenance problems and assist
in planning necessary maintenance.

The down-time estimate should be coordinated with DPW, who is responsible for planning,
scheduling, executing, and overseeing maintenance in the barracks.
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The sample table below describes the meaning of each color and should help set expectations for
all stakeholders regarding BOM. Units should contact the Garrison DPW Maintenance Division to
get assistance in using this or a similar table to define the color-rating system employed at the

installation.
(Amber)
Condition Good Fair Poor
Assignable? Yes Yes No
# of Days Offline Upto5 Upto 10 Upto 15

Both the unit and DPW maintenance team can benefit from the “Green — Amber — Red” system
since it:

. Assists DPW in quickly understanding the magnitude of work required

o Assists DPW in determining the amount of time required for a specific room

. Acts as an effective UH management tool that will aid in maintaining the UH in good
condition

. Assists the UR in projecting when modules/sleeping rooms/spaces will be ready for
assignment

While this may initially appear to be a major task for every move-out inspection, the unit will
become increasingly familiar with the standards and will develop a working relationship with
the garrison staff experts and proponents. The status of a unit should be updated in eMH as work
progresses. For instance, when modules/sleeping rooms/spaces are offline for more than ten (10)
business days, the status of the modules/sleeping rooms/spaces should be “unavailable” (or
another comparable term as identified in eMH). A sample BOM inspection form, to be manually
completed, is in Appendix D.

6.7. Minor Maintenance and Repair (Demand Maintenance Orders (DMOs)).

The DPW is responsible for providing M&R to UH. Units are responsible for submitting,
tracking, and following-up on maintenance work as well as providing escorts for DPW
maintenance personnel when conducting maintenance in the barracks. A DMO consists of
minor maintenance repairs that would normally be accomplished by a single shop in DPW.
The DPW will coordinate with units to establish processes and procedures for addressing
maintenance requirements. The DPW is responsible for actually performing maintenance. The
flow chart on the following page identifies the process used for DMO:
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Unit initiates e e Unit post (minimum): Demand Maintenance
Demand - assigns the Ueman initiators name, initiators Order/Service Order is
. aintenance Order/Service
Maintenance —> | Orderapriority (1,2,0r3 |—— phone number, work order |, | created and forward to
Order/Service and awork order number number, date, and priority the appropriate
Order (1, 2, or 3) given by DPW maintenance shop
Maintenance Shop Demand Maintenance DPW close out
coordinates with unit for Order/Service Order Unit Facility Manager Demand
an appointment with the - completed; customer update Unit Maintenance Maintenance/
Unit Facility Manager feedback solicited Log Service Order

6.7.1. How Do | Start a DMO?

The DPW will work with units in establishing procedures for submitting DMQOs by residents
and/or units. Demand Maintenance Orders are ranked by priority: emergency, urgent, and
routine.

Priority 1 (Emergency) — Consists of work required to correct a condition that, if not addressed
quickly, may be detrimental to the mission; cause a reduction in operational effectiveness; becomes a
hazard to human life, safety or health; will cause significant damage to a facility or
infrastructure; will compromise security or safety; or negatively affect the mission or productivity
for an entire operation. It includes, but is not limited to, the failure of a utility, fire protection
system, security alarm system; a stopped-up sewer, and fire hazards. Complete in one day.

Priority 2 (Urgent) — This category includes work required to correct a condition which could
become an emergency, seriously affect morale, or has command emphasis. It includes, but is not
limited to, situations that, if left uncorrected will: measurably reduce productivity; cause
discomfort or inconvenience to the customer; waste resources; create the need for additional minor
repairs; or may escalate to emergency status. Complete in 7 days.

Priority 3 (Routine) — Consists of maintenance issues that are a lower priority and will be
performed after higher priority service orders are completed. If left uncorrected, the service
order may cause measurable discomfort or inconvenience to the customer; waste resources, or
create the need for additional minor repairs. Complete in 30 days.

6.7.2. How do | Know the Status of a DMO? (Tracking DMO).

The unit should review maintenance records and conduct frequent spot checks to ensure the DPW
is tracking the DMO and the unit is aware of the most current status. Units should continue to
update the status of DMQOs in eMH.
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6.8. More Major Work (Work Orders (WOs)).
The DPW will initiate WOs for extensive or complex maintenance or construction projects.
The flow chart below depicts a sample WO process, as the specifics may vary by installation.

Unit
initiates
Work Order

—>

DPW Work Order Reception
validates project

DA Form 4283 (Facility
Engineering Work Request)
IAW DA PAM 420-6 is
generated and assigned a
control number

-

DPW conducts a site visit
for preliminary scope of
work; develop an cost
estimate to the customer

DPW confirms Work Order

DPW assigns Project

complies with: Project is proposed at Assigned a priority on Manager to oversees the

environment, force | Yes | the Real Property —> DPW 1-N List for — development, execution,
protection, and Army/ Planning Board (RPPB)* funding and warranty of the
installation policy requested work
¢ s
No

Re-scope project to align
complies with: environment,
force protection, and Army/

installation policy

DPW close out

Work Order

*IAW AR 210-20 (Real Property Master Planning for Army Installations), Chapter 4, Real
Property Planning Board (RPPB) will meet at least semi-annually

6.8.1. How do I Start a WO?

After an initial review by the DPW Service Order Reception Clerk, the requests are converted to
a WO (via a submitted DA Form 4283) and processed through DPW for validation, which may
include a site visit to develop a preliminary scope and cost estimate. The DPW will ensure the
proposed work is in compliance with environmental, force protection, and other regulations.
Once cleared, the WO is assigned to a Project Manager (PM) with the appropriate skills and
responsibility to oversee project development and execution.

6.8.2. What Happens When a WO is Complete?
Upon satisfactory work completion the DPW PM is responsible for project warranty oversight and
closeout by completing and updating the applicable systems and records, as appropriate for the
type of work, customer, and method of execution.

7. Furnishings Management.

The term “furnishings” refers to government provided furnishings in the common areas of UH
and individual module/sleeping room/space to include: linens; electronics; appliances such as
washers, dryers, and refrigerators; and other housing furniture not attached to the building.
UH furnishings are typically should not remove from individual module/sleeping room/spaces
unless it is turned in as excess or unserviceable.
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7.1. Why One Should Care About Furnishings (Importance of Quality Furnishings).
Soldiers deserve quality furnishings and the level of satisfaction with living in the barracks
parallels the quality and condition of the furnishings.

The Soldier, DPW, and the Garrison Housing Office all play vital roles in planning, providing, and
maintaining quality furnishings in the barracks. Furnishings will be procured with Operations and
Maintenance, Army (OMA) base operations funds and issued per allowances prescribed in
Common Table of Allowances (CTA) 50-909 and CTA 50-970.

7.2. What’s Furnishings Management? (UH Furnishings Management Functions).
The Garrison Housing Furnishings Management Office (FMO) has responsibility for UH
furnishings programming and management, which includes:

« Developing furnishings life-cycle replacement plans

«  Warehousing operations

« Controlling inventory (hand receipts)

« Acquiring, disposing, transporting, setting up of initial issue and replacement of large
inventory exchange

« Providing one-for-one direct exchanges

Units have responsibility for UH furnishings management, which includes:

« Managing initial and annual inventory and hand receipt updates (Company Commander)
« Issuing and managing sub-hand receipts to UH occupants

« Maintaining recurring furnishings inventory and condition reports

« Managing common area furnishings

« Identifying and managing replacement furnishings requirements

« Initiating/informing the FMO of lost or damaged furnishings

« Charging responsible parties for lost or damaged furnishings

Except in the case of “Whole Barracks Replacement,” units are responsible for contacting the FMO
to arrange for replacement and movement of furnishings.

All UH furnishings will be individually bar-coded (serialized) via eMH, which will provide the
Army the information and control functions needed for accountability. It will also provide the
details necessary to project, justify and program for additional replacement and future furnishings
requirements, cross-level inventories and collect for missing or damaged items. The Garrison
Housing Office will develop procedures for processing the bar-coding of furnishings as a
special printer and barcode scanner are required. Examples on labeling UH Furnishings is located
in Appendix D.

7.3. Documenting Furnishings (Hand Receipts, Issuing, & Turn-In).

The Company Commander or a designated unit representative is the primary hand receipt
holder for all furnishings in his or her assigned barracks, including individual rooms and common
areas. Brigade Commanders will direct each Company Commander or the designated unit
representative to sign and maintain their UH furnishings hand receipts with the Garrison FMO.
Brigade and battalion S-4s will notify the housing managers/FMO NLT ten (10) working days
prior to any company level change of command or assumption of command; ensure facilities and
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UH furnishings hand receipts are current. Commanders will ensure Soldiers are held accountable
for the furnishings in their modules/sleeping rooms/spaces through the issuance of individual sub
hand receipts generated in eMH. Company Commanders will conduct 100% inventory of all
furnishings upon assuming command from the outgoing commander.

The Garrison FMO will maintain and manage hand receipt files, ensuring appropriate
adjustments are made in eMH as furnishings are turned-in, issued, and changes acknowledged
by signed change documents from the hand receipt holder and FMO representative. Units are
responsible to maintain hand receipts on file.

7.4. What if my Furniture needs to be repaired or replaced? (Replacement Requests).

Units will establish standard operating procedures for Soldiers to request repair or replacement
furnishings.  Units will coordinate replacement of furnishings requirements with the FMO.
Units are responsible for transporting furnishings between the UH and the warehouse. Each
garrison will determine if units are required to transport washers/dryers. The FMO is responsible
for determining whether damaged furnishings and equipment are the result of fair wear and tear.
Procedures for replacement furnishings are outlined in paragraph 8-1.

8. Property Loss and Damages.

8.1. There’s Damage to the Facility or Furnishings — How and Where do | Start?

Under 10 USC 2775, as implemented in AR 735-5, a Soldier is liable to the U.S. for damage to
any assigned housing and related equipment or furnishings, if the damage is determined to be caused
by the Soldier’s abuse or negligence. In this handbook the term “assigned housing” means UH.
Units must objectively assess the condition of both the UH facility and furnishings prior to
clearing a Soldier from modules/sleeping rooms/spaces, and coordinate with the Housing
Furnishings Management Officer/DPW in assessing charges for damages and loss
considered non-fair wear and tear (NFWT). Units are responsible for “relief of responsibility”
documents (DD Form 362 (Statement of Charges/Cash Collection VVouchers), or DD Form 200
(Financial Liability Investigation for Property Loss (FLIPL)), which are initiated for
modules/sleeping rooms/spaces or, common areas of UH furnishings, when the damage is
considered NFWT. If DPW, Garrison Housing Office, or FMO determines damages or losses
are NFWT, the Soldier responsible may agree to pay for damages and a DD Form 362 is
initiated. If the Soldier disagrees with the NFWT determination, the Garrison Housing Office/FMO
will coordinate with unit commanders to request initiation of DD Form 200 and the DD Form 200
must be processed through the chain of command of the individual who is signed for the
module/sleeping room/space at the time of the incident IAW AR 735-5. Units will report damaged
or destruction to UH facilities to the Garrison DPW and/or damaged, loss, or destruction of UH
furnishings to the Garrison Housing Office/FMO at the time of discovery. The Garrison DPW Real
Property Office will process damage requests for the barracks facility; the FMO will process damage
requests for furnishings. Units are responsible for initiating relief of responsibility documents. If
not provided to the FMO for document number assignment to begin processing, the hand receipt
holder account will be “frozen” from further transactions until documentation is received. The
unit’s higher chain of command will be notified of noncompliance and inactive status of the hand
receipt account.
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Army Regulation 735-5, details the procedures for accounting for lost, damaged, or destroyed
U.S. Army property and DA Pamphlet 735-5 includes samples and step-by-step instructions
for completing DD Form 362 or DD Form 200. These publications are available online at:
http://www.apd.army.mil/AdminPubs/BrowseRegulations.asp.

If the Soldier admits liability for damaged, loss or destruction of UH buildings/UH furnishings and
the amount of the loss is less than one month’s base pay, the DPW Real Property Office or the
Garrison Housing Office/FMO will issue a DD Form 362 to the Soldier. The Soldier will process
the DD Form 362 with the DMPO for payment. Payment will be made in cash, money order,
check, or deducted from the Soldiers pay, in one lump sum (cash collection) or in installments
(statement of charges). A DD Form 200 can also be initiated when requested by the Soldier.
The completed DD Form 362, or DD Form 200, will be taken to the FMO where it will be
assigned a document number from the UH document register prior to the Soldier processing
payment at the DMPO.

Included in this handbook are two samples of Liability Statements that military units can modify
for their own use. Prior to incorporating this document into the units packet of information, the
form should be reviewed by the installation’s legal office. The sample liability statements may be
found in Appendix D.

8.2. How Does the Collections Process Work?

The FMO will maintain the stamped copy of the DD Form 362 and final copy of the DD Form 200,
with supporting documents. The Soldier or unit will provide a stamped copy of the DD Form 362 to
the finance office, confirming payment is being processed for the damages/loss. Units should not
allow Soldiers to clear their modules/sleeping rooms/spaces prior to confirming payment for
damages or loss. The FMO will then make the proper adjustments to the hand receipt accountable
record for lost furnishings, accept the damaged furnishings into the warehouse, process a turn-in, and
issue a replacement for the damaged or lost furnishings.

If a Soldier is separating from the Army and time does not permit the processing of a DD Form
362 or DD Form 200, the unit, with Soldier concurrence, can complete a DD Form 139, Pay
Adjustment Authorization. The Soldier must sign the document and provide the unit a photo
copy prior to clearing from modules/sleeping rooms/spaces. The unit will be responsible for
ensuring the signed DD Form 139 is received by the finance office, and a copy is provided to
either the FMO for furnishings or the DPW Real Property Office. The use of a DD Form 139, in
lieu of DD Form 362, or DD Form 200, is not authorized as the day-to-day collection for lost or
damaged furnishings.

IAW AR 735-5, the DD Form 200 is processed through the chain of command for the individual
responsible for the property at the time of the incident. When formalized support agreements
require processing through other than the above, follow the requirements in the support agreement.
When real property is damaged or destroyed, an information copy of the DD Form 200 will be
provided to the DPW at the conclusion of the initiation period.

37


http://www.apd.army.mil/AdminPubs/BrowseRegulations.asp
http://www.apd.army.mil/AdminPubs/BrowseRegulations.asp

The following chart identifies the steps needed to process charges for damages and losses to
modules/sleeping rooms/spaces and/or furnishings:

Processing Charges for Damages

and Losses to Module/Sleeping
Room/Space and/or Furnishings

Unit Representative identifies soldier has
damaged module/sleeping roomispace or
furnishings

*Determines if Non Fair Wear and Tear

Garrison FMO Actions:

1. FMO assigns a document number

2. Soldier signs the DD Form 362, identifies method of payment
(cash, money order, check, deducted from pay either ina
lump sum or prorated)

3. Unit Representative retains a copy of the DD Form 362

U[‘" Representative C?ntacls 4. Soldier takes original DD Form 362 to the local finance office
Housing FMO for cost estimate and .| 5. The local finance office processes the DD Form 362 and
submits DD Form 362 - provides a signed copy to the Soldier noting action is
(Statement of ChargesiCash complete
collection Vouchers) 6. Soldier provides a signed copy of the DD Form 362 to the

Garrison FMO
7. The Garrison FMO closes the action

Unit Representative
clears the Soldier of
this action
(eMH if applicable)

Unit Representative
coordinates with the Garrison
Housing Office to replace
damage or loss furnishings

* |f a Soldier believes damage is Fair Wear and Tear (FWT), they can request a FLIPL (in lieu of
processing charges).

9. Other Inspections.

Since military units have on-site expertise of building conditions, they should be the first to
notice any irregularity and report it to the DPW; but there are many other inspections that
take place beyond the assignment and termination inspections of modules/sleeping rooms/spaces
(i.e., routine maintenance inspections, BOM, health and safety inspections). These inspections and
the reports they generate, provide the best opportunity for situational awareness of the condition
of barracks. All stakeholders have a role in data submission, data that is submitted, what is
reported, the format of the report, and what is done with the information that is reported. These
inspections and documents can help formulate the pieces of the Annual Work Plan (AWP) and
Long-Range Work Plan that pertain to UH and can also assist in the development of any major
M&R projects.

9.1. Preventative Maintenance Building Inspections.

Preventative Maintenance building inspections are some of the most important types of
inspections as they provide DPW an opportunity to quickly address minor maintenance issues
before they become major issues. These inspections, identify what steps and precautions should
be taken in order to prevent deterioration of a UH building. Units are responsible for
coordinating these bi-annual Preventative Maintenance inspections with DPW.
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9.2. Health and Welfare Inspections.

Commanders may authorize inspections of barracks to ensure the safety of the facility and the
welfare of the Soldiers living in them. In planning a health and welfare inspection, commanders
may verbally authorized the inspections, preferable written memorandum, that identifies when the
inspection is scheduled, purpose for conducting the inspection, criteria used for selecting
individuals whose rooms will be inspected, scope of inspection, and procedures to be followed,;
each Soldier must be subject to the same level of inspection.

9.3. Installation Status Report (ISR) Inspections.

The ISR has three components of review/evaluation: Services (ISR-S), Infrastructure (ISR-I),
and Mission Capacity (ISR-MC). Only two components pertain to UH; ISR-S, which focuses on
the services provided regarding specific functions (such as housing), and ISR-I, which is essentially
an inspection of the various facility types in the Army. Some garrisons may ask units to submit
the ISR data as the units have the most understanding of the condition of their UH buildings.

9.4. Energy Audits & Conservation

The purpose of the Energy Audit Program is to identify energy conservation measures which,
when implemented, will reduce energy consumption while not affecting occupant’s QOL.
Current regulations require Army facilities to undergo an energy audit once every four years.
Building Managers will be notified of any upcoming audit.

Heating: During the heating season, temperatures in occupied facilities will be maintained in the
range of 72 degrees Fahrenheit plus or minus 2 degrees Fahrenheit during working hours and
heating setback temperatures during extended unoccupied times shall be set not lower than 55
degrees Fahrenheit plus or minus 5 degrees Fahrenheit to prevent the pipes from freezing during
winter months.

Cooling: Wherever mechanical cooling is authorized, cooling season temperatures for occupied
working and living spaces shall be maintained in the range of 74 degrees Fahrenheit plus or minus
2 degrees Fahrenheit.

The operation of portable heating and cooling devices is prohibited where the intent is to
circumvent the heating and cooling standards outlined above.

Portable gas or liquid fuel space heaters are prohibited, unless approved on a case-by-case basis by
the GC, and with the advice of the installation fire chief and safety officials, in order to mitigate
risk or to provide temporary emergency heating.

Extension cords should only be used when necessary and only on a temporary basis. Never use a
coiled or looped “daisy chained” extension cord. Outlet extensions should be frequently dusted to
prevent fires during connection or disconnections.

Refrain from installing or using any equipment that will overload any structural gas, water,

heating, electrical, sewage, drainage, or air conditioning systems of the modules/sleeping
rooms/spaces.
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The GC will establish policies for the installation and use of resident-owned equipment,
appliances, and built-in improvements, which are compatible with applicable Army and IMCOM
policies IAW AR 420-1, Chapter 3-54(qg).

9.5. Fire Prevention & Protection.
Fire protection is one of the most essential operating services due to the destructive potential of fire
to both life and property.

Open flames are prohibited in UH facilities, including lit decorative candles, oil warmers, lamps,
and incense. Birthday cake candles are allowed on birthday cakes, but only if the lighter or match
used to light candles is properly extinguished.

9.5.1. Cooking in UH Buildings.

Cooking, of any type in IMT UH buildings (i.e., Basic Combat Training, One Unit Station
Training, and Advanced Individual Training) is prohibited. At the commander’s discretion, cadre
rooms at such UH buildings may choose to have one Underwriter’s Laboratory (UL) approved,
small microwave oven (1000 watts or less), and one refrigerator for use. Use of these microwave
ovens is restricted to foods intended for cooking in microwave appliances (i.e., soups, frozen
meals, microwavable food, popcorn, etc.)

Light duty cooking is permitted in permanent party UH buildings meeting the 1+1 enhanced or
equivalent design (two individual bedrooms with shared kitchenette and shared bathroom) and
those kitchens located in common areas, which may have a built-in microwave and cooktops with
vent hoods. “Light duty cooking” is defined as boiling water, pan-frying, and use of enclosed,
small indoor appliances with a closable lid (i.e., electric grills such as George Foreman Grills).
These cooking areas are not designed for open grilling or deep-frying.

At the GC’s discretion, Soldiers assigned to permanent party UH may have one each UL approved
(or appropriate host nation electrical safety certification), small microwave oven (1250 watts or
less), coffee pot, toaster and a refrigerator for use in their room. Use of these microwave ovens is
restricted to foods intended for cooking in microwave appliances (i.e., soups, frozen meals,
microwavable food, popcorn, etc.).

Portable microwave ovens located in any UH or cadre rooms meeting the minimum standards must
be positioned a minimum of 36 inches horizontally from smoke detectors and or sprinkler heads,
and must be plugged directly into a wall receptacle. Use of extension cords, multi-plug adaptors
and power strips used to provide power to microwave ovens are strictly prohibited due to the fire
hazard they create. Unattended cooking, regardless of the location, is prohibited.

Electric deep fryers, indoor or outdoor grills or broilers, including hibachis, turkey fryers, charcoal
or wood fueled barbeques/grills, and similar type cooking appliances, will only be used outside of
Army facilities, may not be located under a UH building overhang or balcony, and must be a
minimum of two (2) feet from the side of the facility. Deep fryers and other devices requiring
grease or oil must be on a flat, stable surface and will not be used under balconies, overhangs or
within any enclosure.
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9.5.2. Smoke Detectors & Fire Extinguishers.

Malicious actions or horseplay with fire alarms, smoke detectors, or fire extinguishers are subject
to punishment under the Uniform Code of Military Justice (UCMJ) as adverse administrative
action.

Residents are not authorized to disconnect or disable the modules/sleeping rooms/spaces smoke
detectors. Residents should be familiar with exit routes in their building in case of fire or any type
of emergency situation. Tampering with, disabling, or damaging fire detection, smoke detection,
or fire suppression systems, or components thereof, is a threat to life, health, and safety.

All fire extinguishers will be UL listed or Factory Mutual approved. The facilities engineer or user
will furnish the initial purchase and installation of fire extinguishers in newly constructed facilities
and their replacement in existing facilities, per National Fire Protection Association (NFPA) 101,
Life Safety Code. The fire department will inspect and determine the type, size, and location of
extinguishers per NFPA 10, Portable Fire Extinguishers.

Fire extinguishers will be maintained in all UH buildings and properly inspected by the responsible
unit, DPW, and fire inspectors. Fire exits and doors will remain clear at all times. General
housekeeping reduces the risks of fire and provides safe exit of UH buildings in cases of
emergency.

Building Managers or appointee (in writing) will serve as the Evacuations Coordinator. This
individual will be trained by the Fire & Emergency Service and will execute fire prevention
measures in the assigned UH:

« Ensure fire exit doors remain clear and panic bars are operational
« Provide written reports to the fire chief

. Post fire emergency and evacuation plans

« Brief residences on fire safety

10. Alcohol & Tobacco Use in UH Buildings.

10.1. Is Alcohol Allowed in UH Buildings?

The Senior Commander, IAW AR 215-1, Chapter 10-1, and 600-85, Chapter 3-2, retains authority
for setting rules for alcohol consumption and storage in Permanent Party, IMT, Post-IMT, and
Collective Training Barracks.

Alcoholic beverages may not be consumed in Basic Combat Training and Advance Individual
Training Barracks IAW AR 215-1, Chapter 10-2.

10.2. What is the Policy for Tobacco use in UH Buildings?

Tobacco products refer to any product made or derived from tobacco that is intended for human
consumption, including cigarettes, cigars, cigarillos, smokeless tobacco and/or electronic
cigarettes, and inhaled tobacco.

Per AR 600-63, Army Health Promotion, smoking is not permitted in UH modules/sleeping
rooms/spaces that share a common heating, ventilating, and air conditioning system unless air
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quality survey can establish that the indoor air quality protects nonsmokers from environmental
tobacco smoke. The American Society of Heating, Refrigeration, and Air Conditioning Engineers
have established that 20 cubic feet per minute per person of outside fresh air is required. The
carbon dioxide level should not exceed 1000 parts per million.

When individual living quarters are not required or are not available and two or more individuals
are assigned to one room, smoking preferences will be a determining factor during the assignment
of rooms. The SC will provide affirmative procedures to reassign nonsmokers to living space that
is not occupied by a smoker.

Smoking is not permitted in common spaces of multiple housing areas such as Family housing
apartments, permanent party UH, Army lodging, and other Army-operated hotels and recreational
lodging. Common space is defined as any space within a building that is common to occupants
and visitors. These areas include, but are not limited to, corridors, laundry rooms, lounges,
stairways, elevators, lobbies, storage areas, and latrines.

If possible, units should designate outdoor smoking areas at least 50 feet from common points of
entry/exit and will not be located in areas that are commonly used by nonsmokers. Ensure
cigarette butts are disposed in an authorized fire resistant containers or stripped and placed in trash
receptacles (except dumpsters).

IAW Training and Doctrine Command (TRADOC) Regulation 350-6, Enlisted Initial Entry
Training Policies and Administration, trainees in the first three phases of Initial Entry Training
(IET), Basic Combat Training (BCT) and One Station Unit Training (OSUT), are prohibited from
using any tobacco products. All cadre and phase IV and V Trainees/Soldiers (including MOS-T
Soldiers) are also prohibited from using tobacco products in areas where IET Trainees/Soldiers are
likely to observe use (for example, in the brigade, battalion, company, or any training area).

11. Privately Owned Weapons and Ammunition in UH Buildings.

The SC has clear authority and responsibility to regulate privately owned weapons on Army
installations IAW AR 190-11, Physical Security of Arms, Ammunition, and Explosives. Firearms
brought onto post or purchased on post will be registered in the Army Law Enforcement Reporting
System (ALERTS) IAW AR 190-45, or locally produced form if ALERTS is not available within
24 hours (for on post storage or other authorized use purposes). All personnel residing on an
installation will register their firearms.

The SC will establish procedures and publicize punitive policies that regulate privately owned
weapons, explosives, and ammunition on the installation. Such as policies and procedures for:

. Registration of firearms belonging to personnel living on the installation and registration
of firearms by personnel who bring a firearm onto the installation for the purpose of
engaging in authorized activities such as hunting, dog training activities, or marksmanship
events

. ldentification of prohibited weapons such as crossbows, nun-chucks, swords, and throwing
stars
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« The requirement for all Soldiers and Family members to comply with federal, state, and
local laws and regulations on ownership, possession, registration, off-post transport, and
use of firearms

« Ensure firearms and ammunition belonging to Soldiers living in UH are secured in the
installation armory or unit arms room in approved locked containers separate from military
arms, ammunition, and explosives (AA&E)

Unit commanders will enforce SC policies and procedures that regulate privately owned weapons,
explosives, and ammunition on the installation to include:

« Ensure Soldiers residing on the installation register their privately owned firearms and
ammunition

. Verify proof of legal ownership of firearms and that the individual is not prohibited from
owning a firearm

« Account for and inventory privately owned firearms and ammunition secured in unit arms
rooms, based upon availability of space and safety considerations

« Ensure that inspections are conducted per AR 190-13 and AR 190-11 to ensure proper
storage and control

« Post applicable local regulations and state and local law information on ownership,
registration, and possession of weapons and ammunition on unit bulletin boards

Soldiers must submit a written request to the unit commander to register privately owned firearms.
Upon approval, Soldiers must:

. Comply with federal, state, and local laws and regulations on ownership, possession,
registration, off-post transport, and use

. Store both firearms and ammunition in the unit arms room or other locations authorized by
the SC

« Follow local security and safety regulations

« Withdraw privately owned firearms and ammunition from the unit arms room only upon
approval of the unit commander or authorized representative

At no time will privately owned weapons will be stored or maintenance performed in common
areas or in Soldiers modules/sleeping rooms/spaces in the barracks.

12. Initial Military Training (IMT) and Post-IMT UH.

12.1. What is “IMT and Post-IMT UH”?

IMT UH are facilities used to house trainees attending Basic Combat Training (BCT), Advanced
Individual Training (AIT), One Station Unit Training (OSUT), and any other form of proficiency
training accomplished prior to commencing movement to the Service member’s first permanent
duty assignment.

Soldiers attending Advanced Skills Training (AST) are housed in Post-IMT UH. These facilities
are used to house personnel attending schools of instruction such as the NCO Academies,
Advanced Officer’s Courses, Airborne School, Air Assault Course, the Defense Language Institute,
Drill Sergeant School, Recruiter School, and Military Occupation Specialties (MOS) reclassification
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and selected functional training (Additional Skill Identifier (ASI)/Special Qualification Identifier
(SQ).

12.2. Who Does What in IMT and Post-IMT UH? (Roles and Responsibilities).

The U.S. Army Training and Doctrine Command (TRADOC) and Army Institutional Schools will
execute the day-to-day operations of IMT and Post-IMT UH in an effective and efficient manner
within a unit’s footprint. The procedures outlined in this handbook should be followed as closely as
possible, as ABMP is a partnership between the garrison and military units.

Customer users of the facilities will be held liable for damages to assigned buildings, damage to
or loss of any equipment or furnishings assigned to or provided if the damage or loss was caused
by the negligence or willful misconduct of the customer user. The customer user may also be
held liable for damage caused by guests, invited or uninvited. Security and building
superintendence is of the utmost importance at all times.

13. Collective Training (CT) UH.

13.1. What is “CT UH”?

Collective Training UH is defined as the facilities used to house personnel conducting
collective (unit) training at a location other than their assigned home station, such as Reserve
Component Soldiers conducting annual training or mobilization and Active Component Soldiers
training away from home station.  Some installations have Operational Readiness Training
Complexes (ORTCs) that serve this purpose. Additionally, it can be used for UH to support
expeditionary and rotational forces.

13.2. Who Does What in CT UH? (Roles and Responsibilities).

The DPTMS, or garrison agency designated by the GC or military units designated by the
SC with temporary or permanent ownership of non-permanent party barracks, is responsible
for the day-to-day operations of CT UH. The procedures outlined in this handbook, including
utilization of eMH, shall be used where applicable.

Customer users of the facilities will be held liable for damages to assigned buildings, damage to
or loss of any equipment or furnishings or provided if the damage or loss was caused by the
negligence or willful misconduct of the customer user. The customer user may also be held liable
for damage caused by guests, invited or uninvited. Security and building superintendence is of the
utmost importance at all times.

If modules/sleeping rooms/spaces or buildings are assigned in an unsatisfactory condition, the
customer user will immediately report the inadequacy of the conditions to DPTMS, designated
garrison agency or military unit. ~ The signer is, upon acceptance by signature, liable and
responsible for returning the module/sleeping room/space or building in an acceptable
condition regardless of the condition upon receipt.

13.3. United States Army Reserve (USAR) and Army National Guard (ARNG) Sites.

The USAR and ARNG should follow procedures outlined in this handbook as much as possible.
The USAR and ARNG are responsible for overseeing the day-to-day management of their UH
(and associated buildings) and shall use this handbook where applicable.

44



14. Senior Leader Modules/Sleeping Rooms/Spaces

The Garrison Housing Office manages the day-to-day operations for permanent party Senior
NCO UH and Unaccompanied Officers Quarters IAW AR 420-1.

15. Army Barracks Management Program (ABMP) Reporting.

In order for the Army to program for future MILCON barracks projects, maintain serviceable
barracks furnishings, and identify excess barracks facilities, unit leaders must accurately track
barracks utilization, manage issuance of CNAs, and account for barracks furnishings.

15.1. ABMP Certification Reports.

There are two types of certification reports required for submission to the Office of Deputy Chief
of Staff (DCS), G-9, (DAIN-ISH): Initial Operating Capability (IOC) and Full Operating
Capability (FOC). The installation IOC and FOC reports can be downloaded from the following
locations:

1.) HQ IMCOM website at https://home.army.mil/imcom/index.php/about/organization/g4-
facilities-and-logisitics. Select “Army Barracks Management Program” located under G4 Pages.
2.) The eMH website at https://www.emh.housing.navy.mil. Select “Policy and Guidance” module
on the home page. Documents are located under the InfoCenter tab.

3.) Manual forms are located in Appendix D. Installations, camps, posts, or stations must achieve
I0C within six (6) months of when eMH is deployed to the location. 10C consist of the following:

Designate brigade/battalion footprint

Identify building management procedures

Establish eMH training program

Establish eMH accounts

Ensure barracks furnishings hand receipts are bar-coded
Barracks furnishings inventory established

Establish key control program

Establish physical security plan

Installations, camps, posts, or stations must achieve FOC within one year when eMH is deployed
to the location. FOC consist of the following:

Enforce building management procedures

Schedule and conduct routine room inspections

Perform key control duties IAW AR 190-11

Sign physical security plan

Bar-code and label barracks furnishings

Sign barracks furnishings hand receipt(s)

Conduct eMH training

Schedule, conduct, and participate in quarterly stakeholder meetings

*Refer to the FRAGO 1 to HQDA EXORD 068-18, ABMP for required submission dates for IOC
and FOC Reports.
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The Garrison Housing Office will consolidate the installation I0C and FOC reports and forward to
their respective Land Holding Command or IMCOM Directorates the status of compliance in
implementing and executing ABMP. Installations, who have not reached FOC IAW Annex E in
the ABMP EXORD, will continue to submit reports every 30 days, until FOC has been achieved
installation-wide.

Brigade or brigade equivalent commanders with administrative authority will be responsible for
oversight and submission of I0C and FOC reports for units geographically separated from their
parent brigade.

15.2. ABMP Quarterly Reports.
The recurring reports from the UHM in eMH will be reviewed/validated quarterly by the Garrison
and SC that include the following:

e Barracks Quarterly Report (BQR)

e Accountability of UH Furnishings

e Issuance of CNAs

Military units’ designated directorate will reconcile, validate, and provide their permanent barracks
BQR data (computed on an “as configured” basis) through the InfoCenter (Reports Module) in
eMH to their brigade level or equivalent chain of command. Brigade or brigade equivalent
commanders with administrative authority will be responsible for oversight and submission of
quarterly reports for units geographically separated from their parent brigade.

Below is a step-by-step process for units to review and validate the BQR:
Log into the eMH Portal:

1. Home Page
2. Click — Info Center

am

About eMH Property Management Reports & Assessments
enterprise Military Housing is the « Environmental Health & Safety (EHS) Module « Enterprise Dphhoard
application for Air Force, Army, Coast + Family Housing Module (FHM) « InfoCenter w
Guard, Marine Corps and Navy Housing + General & Flag Officer Module (GFOM)

programs. + Inventory & Utilization (1&U) Module

» Inventory Change Request (ICR) Module
» Leasing Module
+ Unaccompanied Housing Module (UHM)

Training & Guidance

+ Housing Contacts
+ Policy & Guidance
« Support & Training Tools

+ PIV Requirement Notice
« &MH Tip 1 - eMH Bookmark

« eMH Tip 2 - Certificate Issues
« eMH Tip 3 - Internet Caching

« eMH Support Office Hours
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3. Search Criteria Location “Fort Anywhere”

4. Housing Type “Unaccompanied” or Report Name “Barracks Quarterly Report”

5. Functional Area “Inventory or Keywords(s) “Barracks”
6. Click “Run”

[LTE1e2 1 Ad Hoc Reports |

Search Al Reports | My Reo

i Collgse Search Criteria

Select report parameters and click Search fo namow fsf of reports

Location YUMAPROVING GROUND

Report Name  Search by Repert Name 7] Weywordls) Search e Kepwords) | ©
Housing Type |Unaccompanied v/ Time Period | Cunent v
Functional Area |Inventory | Show My Favorites Onty [
Search  Clear
Report Name Description Time Pericd Functional Area Housing Type My Favorites Run Report
Report displays Buikdng data Category Code, a5 well a5 =l
8 Bamacks Quarterly Report - As Conigured (Cunent Use) U:?mn:yﬂa:ﬂ iwm&wﬁ % Current Imvestory Unaccompanied Ren € CLICK

L O T PR P P E PP | PP P b inaialos,

7. Select “From and To Date”
8. Click “Run” Report

= ol SearchCrtera

Sedect raport parameders and cick Search fo namow kst of repords

Location YUMA PROVING GROUND
Report Name  Seaich by Report Name 7} Keyword(s) Searc

Housing Type |Unaccempanied v| Time Period |Cument v/
Functional Area |Inventory v/ Show My Favorites Only [

Search  Clear

Report Name Destription Time Period Functional Area

B Baads Qv Repo-As onbpued Oumen ) e onrs Bk 4 grupedty Cargory (R X

B AddBedsbyAcinType e ks Tl e s ot “L Fv DATE RANGE

[

Regot Selys ol o oo asd B Tpes by, St ToDeter 0630028

T Bedroom and Bath Types by Bedrooms and Beds e Intabatoo level. Unaccomganied
Run Repert
Bedrooms by Bullding Repoet displays totals of Rooms by Buiding t the In: fenlory Unaccompanied
R totals of Blocked Beds by Acfon T Cal f ¢
8 Blocked Beds by Acton Type mmf::ﬁ Instaain evel b ype by Caegory Corent Inventory Unaocompanied
5| Buldng Infoemation Report Repont displays Bulding information for FC| Rafing and RSS Scores Corment Inventory Unaccomganied

My Favarites Run Report

Bl F Bl B F
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The BQR tracks the following enlisted Category Codes in eMH for E-6 & below OCONUS and E-
5 & below CONUS: Category Codes 72111 (Permanent Party UH Junior Enlisted & Junior NCO)
and Category Code 72112 (Soldier Recovery (SR) UH)).

2,
igy_ Fort Anywhere Repat Do July 30, 2020
%’n‘ mi FaDde April, 2020 .

- ToDue Juas 30, 2020
Grouped by: Category Code

AeotDat Dy 30, 2020 128 am

------- et GonBachilar Ubilizetin  Combised  Cambined Mot

Oecupint - Becwpind Sccapiad Dayr  Urifinstion

[ - uicimue - Base * Bare om :
Tarad eir
i 3 Y & o . o b e .
s o = 12: nm ' o e e o
2 o E m - wan 9 i s 0
it o s Ll st . 0 b e .
s o Y " wan ' 0 e e 0
2 b “ “ “ - u 3304 T % e en
T " S5m0 " nma wx an nar
e

e A - " - o ™ e e = neer
e " w - B u 15 s * s 110
T2 T m m 2an " w s Tz m ez man
agart T s »” mo om ow W mam ez m s o

From Dot aad To Dot is Comalating

e v umLz 2 -

& WET WMLz 2 -
cone meT umiz e + 68 3

Note: DCS G-9 will submit description name for Category Code 72112 from WTU to SR IAW
AR 40-58, on the next annual Real Property update issued by the Office of the Secretary of
Defense, (projected release date is April 2021).
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Below is a sample rollup report at the HQ DA level for UH Furnishings Items — Percent Labeled

diH

Report:

As of Date: 30 June 2020

Army Unaccompanied Housing Furnishings

Items Percent Labeled (HQDA Level)
ABMP Quarterly Report

Report Date: 31 July 2020

Installation Total Furnishings | Furnishings % of Furnishings
Furnishings Labeled Not Labeled Labeled
ID - Europe 39,284 39,232 52 99.8%
USAG Anywhere 37,192 37,192 0 100.0%
USAG Best Site 2,092 2,040 52 97.5%
ID - Pacific 9,903 9,873 30 99.6%
Camp Army 9,160 9,130 30 99.6%
Fort Bear 743 743 0 100.0%
ID - Readiness 284,719 263,317 21,402 92.4%
Fort East 119,765 98,363 21,402 82.1%
Fort South 164,954 164,954 0 100.0%
ID - Sustainment 10,540 10,434 96 98.9%
Fort Nearby 10,002 9,942 60 99.4%
Fort West 538 492 36 91.4%
ID -Training 22,672 21,550 1,122 95.0%
Fort Barracks 438 435 3 99.3%
Fort West 22,234 21,115 1,119 94.9%
HQ Furnishing Total 367,118 344,406 22,702 93.8%
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Below are the steps the garrison housing office may use to review and validate the quarterly CNA
Reports IAW AR 420-1:

Log into the eMH Portal:

1. Home Page
2. Click — Unaccompanied Housing Module (UHM)

em‘frgrl‘se
Military
Housing

enterprise Military Housing is the » Environmental Health & Safety (EHS) Module = Enterprise Dashboard
application for Air Force, Army, Coast + Family Housing Module (FHM) « InfoCenter

Guard, Marine Corps and Navy Housing = General & Flag Officer Module (GFOM)

programs. « Inventory & Utilization (I&U) Module

+ Inventory Change Request (ICR) Module
» Leasing Module

Unaccompanied Housing Module (UHM)

= Housing Contacts
« Policy & Guidance
= Support & Training Tools

= PIV Requirement Notice

« eMH Tip 1 - eMH Bookmark
= eMH Tip 2 - Certificate Issues
= eMH Tip 3 - Internet Caching
« eMH Support Office Hours

3. Location Section “Fort Anywhere” and hit “Continue”

todule (UHM)
Your location is currently set to :
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4. Click “Menu” for Reports and Forms or “UHM Home” and Click “Run Reports”

e” Home | Unaccompanied Housing Module (UHM) UHM Home
= Close=
Person Property Scheduler
Person > | Search for a Person ] l Search Property Records ] [ Search Scheduled Events.
| Search Person Lists J
Property >
Scheduler >
Furnishings >
Furnishings. Service Reception
SeWiCe > l Search for Fumnishings ] [ Search Service Tasks ] [ Search for a Person Waiting ]
[ Search for a Person Visiting ‘
Reception >
l Search Reception History ‘
Reports and Forms Run Reports

Search Forms & Letters

Reports and Forms

Search Saved Forms & [ R I
Letters l Search Forms & Leters |

[ Search Saved Forms & Letters ]
Dashboard

l Dashboard ]

5. Functional Area “CNA/TLA” or what are you looking for? “Certificate”
6. Click the Check Mark to run report “CNA History Report” for a by name list or
“Certificate of Non-Availability (CNA) Supplemental Report” numbers only

Reports and Forms : Run Reports

Functional Area What are you looking for?
CNA/TLA b CNA . Favorites Only
LAUNCH AD HOC ‘ CLEAR FILTERS ‘
- Functional Area Title Description Favorite

Reports displays Control Number, Issue Date and Status, Service Member
CNATLA CNA History Report (SVM) Name, SVM Branch, Rank, Paygrade, CNA Option and Reason, Effective
From and To Dates and Voided Reason for historical CNA's

Select Check Mark(s)

r\
/ to run report(s)

Report displays the Off Post with BAH Beginning and Ending Bal . New
CNA's added this date period, Closed out CNA's added this date period and
CNA types by Paygrade groupings of E1-4, E5, E6-9, OFF (Officer) and CIV
(Civilians).

Centificate of Non-
CNA/TLA Availability (CNA)
Supplemental Report
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7. Run Report — CNA History Report Date Range from Date and to Date by using Fiscal Year
Quarter Dates (example 3™ Quarter 1 April 2020 — 30 June 2020)
8. Click “Run” to run CNA report

Run Report - Certificate of Non-Availability (CNA) Supplemental Report

From Date™ To Date™

Apr-01-2020 X E I Jun-30-2020

Certificate of Non-Availability Types depicits the number of CNA’s issued during the quarters:

Certificate of Non-Availability (CNA) Supplemental Report
From Date: April 01. 2020
To Date: June 30, 2020 Report Date: July 30, 2020
I El-a ES E6-9 OFF civ
Off-Post w/BAH Beginning Balance from DRS Report
Off-Post w/BAH Ending Balance from Previeus
Quarter
New CNA's added this date pariod o o
Closed out CNA's added this date period sz 20
CNA Types:
>95% UTILIZATION 14 s o o o
GCDR ETP-TEMPORARY o o
LEASE z 3 o ° o
MP/CID/CT SM © °
FOR OFFICIAL USE GNLY: This report cantain Infarmation that is grivacy and business sensitive. Amy misuse o unsuthorized disciosurs of Brivacy and business sansitihvs information may resit in <l and/or criminal
penaitics in accordance with 18 United States Code (U-5.C.3 1030, Section 5532a of ttle 5 (U.5.C.3; o amended Frivacy At of 1974; Dol S400.11-R. To avold compromise, destroy this report sfer use.
Page 1 of 1
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The Garrison Housing Office will consolidate the following quarterly reports: BQR, as configured
(Current Use) by Category Code, CNAs Supplemental Report, and Furnishings Items — Percent
Labeled Report.

The recurring reports will be pulled quarterly from the Unaccompanied Housing Modules (UHM)
in eMH for the Garrison and Senior Commander validation. Installation Land Holding Commands
will consolidate and verify the BQRs NLT 90 days after the end of each quarter IAW FRAGO 1 to
HQDA EXORD 068-18, Army Barracks Management Program, dated 11 July 2019.

16. SUMMARY.

The most important keys to success of the ABMP are communication and collaboration between
the Military units and the garrison. This manual has been prepared to assist garrison and unit
personnel in the delivery of the ABMP. Lessons learned on these UH management
procedures will be incorporated into the handbook, which will be updated as needed with the
goal of focusing on the needs of the Army and its Soldiers today and in the future.
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Appendix A - Acronyms

ABMP Army Barracks Management Program

ACS Army Community Service

AIT Advanced Individual Training

AR Army Regulation

ARNG Army National Guard

AST Advanced Skills Training

AWP Annual Work Plan

BAH Basic Allowance for Housing

BCT Basic Combat Training

BEM Building Energy Monitor

BOM Between Occupancy Maintenance

BOSS Better Opportunities for Single Soldiers

BQR Barracks Quarterly Report

CAC Common Access Card

CID Criminal Investigation Unit

CNA(s) Certificate(s) of Non-Availability

CTA Common Table of Allowances

DEERS Defense Enrollment Eligibility Reporting System
DFAS Defense Finance Accounting Service

DMO(s) Demand Maintenance Order(s)

DMPO Defense Military Pay Office

DoD ID Department of Defense Identification (Number)
DPTMS Directorate of Plans, Training, Mobilization and Security
DPW Directorate of Public Works

eMH enterprise Military Housing

ETP(s) Exception(s) To Policy

FLIPL Financial Liability Investigation of Property Loss
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FMR

Financial Management Regulation

FMO Furnishing Management Office

FRG Family Readiness Group

FWT Fair Wear and Tear

HQ IMCOM Headquarters, Installation Management Command
HQ USACE Headquarters, United States Army Corps of Engineers
HQDA Headquarters, Department of the Army

HSO Housing Services Office

IET Initial Entry Training

IMCOM Installation Management Command

ISR Installation Status Report

ISR-I Installation Status Report - Infrastructure
ISR-MC Installation Status Report — Mission Capacity
ISR-S Installation Status Report - Services

K&E Key and Essential

LES Leave and Earnings Statement

M&R Maintenance & Repair

MEDCOM Medical Command

MILCON Military Construction

MOS Military Occupational Specialty

MWR Morale, Welfare, and Recreation

NCO(s) Noncommissioned Officer(s)

NFWT Non-Fair Wear and Tear

NMA Non-Medical Attendant

OHA Overseas Housing Allowance

OMA Operations and Maintenance, Army

ORTC Operational Readiness Training Complex
OSuUT One Station Unit Training

PII Personally Identifiable Information
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PM Project Manager

POC Point of Contact

QOL Quality of Life

RCI Residential Communities Initiative
RPPB Real Property Planning Board

SAG Sub Activity Group

SHIP(s) Self-Help Issue Point(s)

SLQ Senior Leader Quarters

SME(s) Subject Matter Expert(s)

SRM Sustainment, Restoration and Modernization
SRU Soldier Recovery Unit

TLA Temporary Lodging Allowance

TLE Temporary Lodging Expense
TRADOC Training and Doctrine Command
UCFR Unit Commander's Finance Report

UH Unaccompanied Housing

uoQ Unaccompanied Officer Modules/sleeping rooms/spaces
UR Unit Representative

USACE United States Army Corps of Engineers
USAR United States Army Reserve

WO(s) Work Order(s)
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Appendix B - Definitions

BETTER OPPORTUNITIES FOR SINGLE SOLDIERS (BOSS) - The
Army’s BOSS program is a Morale, Welfare, and Recreation (MWR) program
designed to be the collective voice for single Soldiers through the chain of
command. Through its three core components, QOL, recreation and leisure, and
community service, the program serves as a tool by which commanders can
gauge the morale of single Soldiers, increase Soldier retention, and sustain
combat readiness.

BETWEEN OCCUPANCY MAINTENANCE (BOM) - Includes multiple
minor repairs that require a few days to major repairs requiring the
modules/sleeping rooms/spaces to remain vacant for an extended period of time.
This work is accomplished during the time that the modules/sleeping
rooms/spaces are not occupied — after termination of the latest resident and before
the assignment of a new resident.

BRIGADE FOOTPRINT - Grouping of UH buildings that are primarily
occupied by Soldiers from a brigade-sized unit and for which the unit delivers
property management support to residents. May include smaller units without a
brigade assigned to their footprint.

BUILDING ENERGY MONITOR (BEM) PROGRAM - The assignment and
training of Building Energy Monitor is required by Army Regulation 420-1
(Chapter 22-12 (a) (2)). The intent of the program is train monitors to identify
energy conservation measures (ECMs) for their assigned building(s). The BEM
will be trained by the DPW’s Energy Manager (or assigned designee).

CERTIFICATE OF NON-AVAILABILITY (CNA) - An authorization to begin
payment of appropriate housing allowances to a Soldier not required to live in
UH.

DEFENSE ENROLLMENT ELIGIBILITY REPORTING SYSTEM
(DEERS) — a computerized database of military sponsors, families, and others
worldwide who are entitled under the law to TRICARE benefits. Active-duty and
retired Service members are automatically registered in DEERS.

DEMAND MAINTENANCE ORDER (DMO) - Minor maintenance repairs,
accomplished by a single shop and that does not cost the garrison more than
$2,000 in labor and material (cost depends on installation policy).

DEPENDENT RESTRICTED TOUR - A duty assignment, location, or station
that does not allow dependents (Family) to accompany the Soldier.

DEPARTMENT OF DEFENSE IDENTIFICATION NUMBER - Formerly
referred to as the Electronic Data Interchange Personal Identifier (EDIPI), is a

59



unique 10 - digit number that is associated with personnel and their Common
Access Card (CAC). The DoD ID is assigned to each person registered in the
Defense Enrollment and Eligibility Reporting System (DEERS).

FACILITY MANAGEMENT - Services focusing primarily on the maintenance
of the facility, which include preventive maintenance building inspections,
preparing annual and long-range work plans, master planning, and grounds
maintenance.

FAIR WEAR AND TEAR - Loss or impairment of appearance, effectiveness,
worth, or utility of an item that has occurred solely because of normal and
customary use of the item for its intended purpose.

FULL OPERATING CAPABILITY - The full attainment of the capability to
employ effectively a weapon, item of equipment, or system of approved specific
characteristics, which is manned and operated by a trained, equipped, and
supported military unit or force.

FURNISHINGS - Includes Government-owned furnishings, appliances, and
linens located in barracks common areas and Soldier’s modules/sleeping
rooms/spaces.

FURNISHINGS MANAGEMENT - The garrison’s operations, programming,
planning, movement and servicing of furnishings, appliances and linens in
support of Family housing, private rental housing, and UH.

GARRISON HOUSING OFFICE - A division within the DPW responsible for
providing housing services and operations, including the Housing Services Office
(HSO) Family Housing, Unaccompanied Housing, and Residential Communities
Initiative (RCI)

GENDER MARKER - The Military Departments and Services recognize a
Service member’s gender by the member’s gender marker in the Defense
Enrollment Eligibility Reporting System (DEERS). As to facilities subject to
regulation by the military, the Service member will use those berthing, latrine, and
shower facilities associated with the member’s gender marker in DEERS.

HOUSING ALLOWANCE - Includes both the Basic Allowance for Housing
(BAH) and Overseas Housing Allowance (OHA). The BAH is a U.S.-based
allowance prescribed by geographic duty location, pay grade, and dependency
status. It provides uniformed Service members equitable housing compensation
based on housing costs in local civilian housing markets within the U.S. when
Government modules/sleeping rooms/spaces are not provided. A uniformed
Service member stationed Outside the U.S. (including US territories and
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possessions) who is not furnished Government-owned or -leased housing, is
eligible for OHA.

HOUSING PROGRAM MANAGEMENT - Services that support and facilitate
operation, management and maintenance of housing facilities, to include
providing housing policy expertise; CNA processing; teaching, coaching, and
mentoring mission units and garrison staff on housing procedures and policies;
leading routine partnering sessions with garrison and unit leadership;
requirements planning for UH buildings; and health and welfare inspections.

INITIAL OPERATING CAPABILITY - The first attainment of the capability
to employ effectively a weapon, item of equipment, or system of approved
specific characteristics that is manned or operated by an adequately trained,
equipped, and supported military unit or force.

INTERDISCIPLINARY TEAM - The following SRU personnel: Triad of
Care (SRU medical provider, Nurse Case Manager, Squad Leader, or Platoon
Sergeant), Licensed Clinical Social Worker, Occupational Therapist/Certified
Occupational Therapist Assistant, Physical Therapist/Physical Therapist
Assistant, Chaplain, Recovery Care Coordinator, Transition Coordinator and/or
others as needed to support the needs of the ST Service member.

KEY AND ESSENTIAL PERSONNEL - Military and civilian personnel whose
duties require their immediate availability on Army garrisons because of military
necessity and/or operational requirements, as determined by the Garrison
Commander in coordination with the Senior Commander.

LOCK OUT (ROOM) - UH resident requiring access to exterior or interior
entrance to module/sleeping room/space due to key misplacement, damaged key,
door or key malfunction, automatic door closure, or compromised keys during
duty or non-duty hours.

PHYSICAL SECURITY PLAN - A comprehensive written plan that describes
the critical components of a command, unit, or installation physical security
program to protect personnel, activities, and critical resources from loss, damage,
or destruction be espionage, sabotage, terrorism, criminal, and other threats. The
physical security plan should identify key responsibilities, the critical activities
and resources being protected as well as integrate all physical security measures,
forces, devices, and equipment into an effective and holistic security system. The
plan should include physical security threat, criticality, and vulnerability
assessments, as well as risk management decisions that are updated regularly.
The command or director should approve the plan and recertify it, at least
annually but optimally more often.
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PROPERTY MANAGEMENT - Services focusing on the daily accountability
for upkeep of UH building and UH furnishings reporting using the eMH data
management application to include room assignment and termination as well as
space and key management.

REAL PROPERTY PLANNING BOARD - A board consisting of members of
the command, operational, engineering, planning, and tenant interests of the
installation or community that advises the Senior Commander regarding planning
decisions.

SOLDIER RECOVERY UNIT - Provides critical support to Soldiers who have,
or are anticipated to receive, a profile of more than six months duration, with duty
limitations that preclude the Soldier from training or contributing to unit mission
accomplishment; or the complexity of the Soldier’s condition requires either
clinical case management or the Soldier’s psychological condition is evaluated by
a qualified licensed medical or behavioral health (BH) provider as posing a
substantial danger to self or others if Soldier remains in the parent unit.

SUSTAINMENT, RESTORATION, AND MODERNIZATION (SRM) -
Sustainment, Restoration and Modernization (SRM) are budgetary terms used to
describe work performed on real property. Sustainment may contain M&R.
Restoration may contain repair or construction.  Modernization is mostly
construction however, it can contain repair if replacing components that normally
last more than 50 years.

UNACCOMPANIED HOUSING (UH) - Housing provided to single or
unaccompanied personnel.

WORK ORDER - Typically used for M&R and construction requirements that
exceed $2,000 in labor and material costs. The Military unit must fill out a form
and submit to the DPW for planned SRM projects or customer requests for
expensive or complex maintenance or construction.
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Army Regulation (AR) 40-58 (Army Recovery Care Program), 12 May 2020.
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Fund Instrumentalities), 24 September 2010.

AR 420-1 (Army Facilities Management), 12 February 2008. Rapid Action Revision,
24 August 2012.

AR 600-63 (Army Health Promotion), 14 April 2015.

AR 600-85 (The Army Substance Abuse Program), 23 July 2020.

AR 735-5 (Property Accountability Policies), 9 November 2016.

Training and Doctrine Command Regulation 350-6 (Enlisted Initial Entry Training
Policies and Administration), 9 August 2019.

Department of Defense (DoD) Financial Management Regulation, (FMR), Chapter 26,
December 20109.

.DoD Instruction 1300.28 (In-Service Transition for Transgender Service Members), 30
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DoD Manual 4165-63.M, DoD Housing Management, 28 October 2010.

Unified Facilities Criteria (UFC) 3-701-01 DOD Facilities Pricing Guide, 23 May
2018, Change 7, 24 September 2020.

Memorandum, Secretary of the Army, subject: Army Directive 2016-30 (Army Policy
on Military Service of Transgender Soldiers), 1 July 2016.

Headquarters Department of the Army (HQDA) Executive Order (EXORD) 068-18
Army Barracks Management Program (ABMP), 17 January 2018.

HQDA EXORD 068-18 Fragmentary Order 1 (FRAGO 1) ABMP, 11 July 2019.

s. HQDA EXORD 068-18 (FRAGO 2) ABMP, 29 December 2020.
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Appendix D - Sample Forms

Document Sample Name Page
Duty Appointment Memorandum (Sample) 67
Key Control Register and Inventory Example 68
Application for Assignment to Housing (DD Form 1746) 71
Application for Barracks Form (Sample) 73
Assignment to Module/Sleeping Room/Space Letter (Sample A) 74
Assignment to Module/Sleeping Room/Space Letter (Sample B) 75
Check-in & Hand Receipt Form (Sample) 76
ABMP New Soldier Brief (Sample) 78
Unaccompanied Housing Resident Occupancy Agreement 79
Cleaning Standards Handout 82
Liability Statement (Sample A) 87
Liability for Damages (Sample B) 88
Module/Sleeping Room/Space Condition Rating Guidelines 89
(Sample)

Module/Sleeping Room/Space Inspection Checklist (Sample) 91
Termination of Module/Sleeping Room/Space Form Checklist

(Sample A) 92
Termination Module/Sleeping Room/Space Form Checklist 94
(Sample B)

Termir.lation Module/Sleeping Room/Space Termination Form 96
Checklist (Sample C)

Demand Maintenance/Service Order Card (Sample) 97
Checkout Form (Sample) 98
Termination Letter (Sample) 99
Between Occupancy Maintenance Inspection Form 100
ABMP Initial and Full Operating Capability Matrix 101
ABMP Initial Operating Capability Reports 102
ABMP Full Operating Capability Reports 106
Bar-Code Labeling UH Furnishings (Suggested Best Practices) 110
Request enterprise Military Housing (eMH) Account 118
enterprise Military Housing (eMH) Access Roles 123
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Duty Appointment Memorandum (Sample)

IMSE-STW-PWH DATE

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Duty Appointment

1. Effective DATE, Full Name is assigned the following duty:
KEY CONTROL CUSTODIAN
2. Effective Date, Full Name, is assigned the following duty:
ALTERNATE KEY CONTROL CUSTODIAN
3. Authority: AR 190-51
4. Purpose: To carry out duties as outlined in the above reference
5. Period: Until officially relieved or released from appointment or assignment

6. Special Instructions: N/A

7. Point of Contact for this memorandum is the undersigned

Signature Block
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Key Control Register and Inventory Example
(DA Form 5513 page 1 of 3)

KEY CONTROL REGISTER AND INVENTORY
For use of this form see AR 180-11; the proponent agency is PMG.

UMITIACTIVITY PERIOD COVERED

Bravo Company, 15t Battalion, Fort Anywhers FROM:1 Jan 17 To: 31 Dec 2017

KEY CONTROL NUMBER(S)
[Insert serial number or other identifying number from the key)

1. A135021 27. 53. 70.
2 A135922 s 54. B0.
3. Al35023 29. 55. B1.
s A135024 30 56. 82
5. A135025 a1 s7. 83
B. 32 s8. B4
7. a3 0. 85.
S a4 80. ) 56
5. 5 B1. BT
10. 36 2% B8,

1. 37. a9

2 23 %0,
ol
13, 20. h,_ 85. a1

14. 40. ( 66. 22
15. 41 7. 03
18. 42 BB. 24
17. 43 6. 95
18 s 70. 28
10 45 7i. o7
20. 48 72 24
21. 47 73. o,
27, 4. T4 100.
23, 4. 75. 101.
24, 50. 7. 102.
25. 51. 77. 103.
26. 52. 78. 104.
DA FORM 5513, JAN 2016 FREVIOUS EDITION IS OESOLETE Page 1 of 3

APDILC vl Oz
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Key Control Register and Inventory Example

(DA Form 5513 page 2 of 3)

KEY ISSUE AND TURN IN
{Continued)

KEY SSUED ISSUED BY SSUED TO TURMED IN RECENED BY
MUMEBER | (DateTime) (Printed Name'Signature) (Printed Name/Signature) (DateTime) {Printed Mame/Signature)
J. Doe B. Smith J. Doe
Eey 3 3 Jan 1771330 2 Mar 17
J.Doe C. Major J. Doe
Eey 5 12 Tan 17/1020 5 Apr 17
o _ _ J. Doe D. Jones _ J. Doe
Eey 10 16 Feb 17 & Fn 1
DA FORM 5513, JAN 2016 PREVIOUS EDITION 5 OBS0OLETE Page 2of 3
AFDILC v1.02
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Key Control Register and Inventory Example

(DA Form 5513 page 3 of 3)

INVENTORIES (JOINT/SEMIANNUAL)

DATE PRINTED NAME/SIGNATURE DATE PRINTED MAME/SIGNATURE
3Tan 17 | e 3lanl? 153G smik
22T 1T 5 poe 2 17 156 smith

DA FORM 5513, JAN 2016

PREVIOUS ENTION 5 OBSOLETE
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Application for Assignment to Housing
(DD Form 1746 Page 1 of 2)

MARRIED
11. | REQUEST HOUSING FOR o ane

APPLICATION FOR ASSIGNMENT TO HOUSING 1. TYPE SERVICE DESIRED (X orw or bt
[Bufors complating form, resd Frivecy Act Staterant and frstrctions an rececse) [ rewrmamy mouzine | 2 [s. wousing serearal
SECTION | - APPLICANT INFORMATION
2. NAME OF SPONSOR (leas, Fiaz Midle bnivall 3. PAY GRADE 4. S5H 5. DOD COMPONENT
BIRD BLUET. E-7 000-00-0000 ABRMY
6 ADDRESS eer Crv. Seres Tin Codel 7. TELEPHONE NUMBER B STATUS OF APPLICANT (X anel
123 CHERRY LAMNE a.  HOME (4rma Code) k. DUTY (DM H | a sauTasY MEMESS =, CIVILLAM
LOST CITY, ZA 12345 (0007 000-0000 b. MILITARY SPOUSE 4. FOREIGHN MATIONAL]
9. MARITAL STATUS 10. 1 AM SEPARATED FROM MY DEPENDENTS

X onel

o WOLUNTARILY |I:. HWOLUNTARILY

SECTION Il - MILUTARY CAREER INFORMATION /Chans akic ro frem 15]

SECTION Il - DEFENDENT DATA

X |. SELF OWLY | |h. SELF AND DEFENDENTS 14. DATES (Snrac in YYMMDD seder] MILITARY AFFLCANT| MILITARY SPOUZE
17 ST ALL ATIDRMORCAMTATIOMNM TRAKMSFEFRREFT FROKA a. EFFECTIVE AAMNE/RATE DATE 191 ]_u]_
b. ACTIVE DUTY SERVICE COMPUTATION 091101
_FORT SAME = TIMIE AEMAINING ON ACTIVE DUTY 36 Mos.
13, INSTALLATION/ORGAMIZATION TRANSFERRED TO d. EFFECTIVE CHANGE IN DUTY STATION 200310
». REPOAT DATE 200401
FORT ANYWEHERE f. ESTIMATED FAMILY ARRIVAL DATE | 200401

15. DEPENDENTS RESIDING WITH ME (¥ more scece iz nesded, continue on olaiz pager.]

- . . k. DATE OF BIRTH e - - =. REMARKED (Fiandicas, beaft croblem, sxpected additions to
a. MAME [Laxt, Fias, Midele initial] - = SEX 4. RELATIOMSHIF Smrady, wicd
BIRD.JAY S. B80610 F SPOUSE NONE
SECTION IV - HOUSING DATA
16. COMMUNITY HOUSING DESIRED (¥ a2 accbcatial
a. PURCHASE HOUZE d. RENT HOUZE @- RENT MOEILE HOME SPACE i- ROOAM AND BOARD
&. PURCHASE CONDOMBMIUR x w. AENT APARTMENT h. SHARE k. SUBLET
=. PURCHASE MOEILE HOME §. RENT MOEILE HOME RENT ROOM I. TRANSIENT
17. AMENITIES DESIRED (X a3 ancizable. Wiite number iz & and e 18. DATE HOUSING NEEDED 13. PRICE RANGE
pey— 2 prp— ¥ ALY [ Cammunine Howzingl
. = . NO. 5
7 -
X & UNFURMIEEHED f. PETE [Afcwed _{]0415 $130D $16{]D
M |- AR CONDTIGHING o OTHER (Sl 20. LOCATION PREFERENCE (Communiy Howaing!
1 1o BEoROOME PRINCE COMMUNITY
- FHERER

ii EI-’:I.I ATLRE OF ADDLICAMT 23. DATE SUBMITTED
g [ ]
SECTION V - DISPOSITION [To s compiered by tra Howzing Office |
24, MIUTARY HOUSING
= TVED b AFFLICATION EFFECTT = o0 TORR 173 ProwIDeD I AU SVEAILEEITTY Beres

(¥ RO indicated o OO Form I747)

APFLICANT FLACED ON WAITING LZT §. EFFECTIWVE PLACEMENT FriuDo)

g~ EEDRDOME REQUMRED DATE UIT ASSIGNED (¥ RD0Y

SECTION VI - HOUSING REFERRAL CERTIFICATE

On thiz date | have received a listing of the housing restrictions approved
by the Inctallation Commander, and | will not recide in any property on the
rectricted lict.

| have been briefed on {1] the cervicez provided by the

In addition, if any facility refuzes to rent or sell to me or | have
reaczon to believe | am being diccriminated againct, | will promptly notify
the Houcing Office.

Housing Office, [2) the DoD pregram on equal opportunity for military
personnel in off-bace housing, and (3] nondiccrimination bazed on phycical

or mental handicapc.

26. DATE SIGMNED

GMATLIRE OF APPLICANT
%? TYVIADO)

DD Form 1746, SEP 93 Previous edit
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Application for Assignment to Housing
(DD Form 1746 Page 2 of 2)

APPLICATION FOR ASSIGNMENT TO HOUSING

PRIVACY ACT STATEMENT
AUTHORITY: SUSC 5011 & 5012
PRINCIPAL PURPOSE: To identify customer needs for assistance and housing requirements.
ROUTINE USE: MNone,
DISCLOSURE:

Voluntary; howewver, failure to provide the requested information will result in our inability to assist you.

GENERAL INSTRUCTIONS

This form provides the Howsing Office with information that will be used to provide you with military andfor commumity housing.  All items not listed are
self-explanatory. SECTION | (APPLICANT INFORMATION), SECTION Il (MILITARY CAREER INFORMATION), SECTION III (DEPENDENT DATA), AND

SECTION VI (HOUSING DATA) are to be completed by the applicant

Information on military spouses is now being requesied for Basic Allowance for

Quarters (BAQ) entifiement which must be included on your Military Pay Order that is forwarded to your respective financial center.

1. TYPE SERVICE DESIRED

Military Applicants: If cemporary community housing is
degired while awairing military housing, mark both boxes in
Item 1, and answer all questons.

Civilian Applicants: Mark the box "Housing Beferral”
services in Item 1b, and answer all questions.

SECTION I - APPLICANT INFORMATION
5. DOD COMPONENT

Army, Mavy, Air Force, etc.
6. ADDRESS

Enter complete current address (strees number and name.
apartment number. city, staie/country and the 9-dign ZIP code).

12. INSTALLATIONIORGANIZATION TRANSFERRED

FROM
Enter the name of the installation you transferred from.

13, INSTALLATION/ORGANIZATION TRANSFERRED TO
Enter the pame of the installation to which vou are applving
for housing. Include the name of the Organization/Department
vou will be assigned to.

SECTION Il - MILITARY CAREER INFORMATION

14. DATES (Military Applications/Military Spouse Only)

Enter dates in order of YYMMDD. (May 17, 1993, would
be enrered as 930517).

a. Enter the date your current rate/rank was effeceive.
b. Enter your active duty service computation dats.

c. Enter the tme {tn monshs) that vou have remaining on active
duty.

d. Enter the effecave daic you were dropped from
accountabilicy at your previous duty station and gained on the
rolls at your new duty stathon for record purposes. For overseas
aszsignment, enter your date of departure from CONUS.

e. Enter your official report date (from vour PCS orders).

f. Enter your cstimated arrival date.

SECTION Il - DEPEMDENT DATA
15. DEPENDENTS RESIDING WITH ME

a. through d. List requested da for all authorized dependents
whe will be residing with vou.

c. Provide the Housing Office with informaton regarding any
handicapped dependent or special family health problems that
might influence your preference for a parncular type of housing;
Le., single level vs. two story, ramps for wheelchairs, expecred
additions to family, etc.

SECTION IV - HOUSING DATA
16 - 21. Self-explanatory.
22. SIGNATURE
The applicant must sign tee DD Form 1746.
23. DATE SUBMITTED

Enter the date the application was submirted to the Housing
Office.

SECTION V - DISPOSITION (Te be completed by the
Howsing Office)

24, MILITARY HOUSING

a. Application Received. Enter the year, month, day and
tme the application was received in the Housing Office.

b. Application Effective. Enter the dare of change of dury
station (Lite f4d) or other date that will be the effective (comrel)

date.

c. DD Form 1747 Provided. Enter the date that the DD
Form 1747 was sent to the military applicani.

d. Housing Availability. Enter the item letter for the
applicable box(es) marked under [tem 4 of the DD Form 1747
returned to the applicant.

e. Applicant Placed on Waiting List. Enter the identification
of the assignment waiting lizt(s) to which the applicant is placed.

f. Effective Placement. The effecuve date and ume of the
applicant's placement on the listis).

g. Bedrooms Requirement. Enter the number of bedrooms
required, based on dependent data in Item 15.

h. Date Unit Assigned. Emnter the date the unit was assigned.

DD Form 1746, SEP 93
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Application For Barracks Form
(Sample)

Directorate of Public Works/UH Branch (Sample)
ARMY BARRACKS MANAGEMENT PROGRAM (ABMP)
FORT UNCLE SAM, USA
APPLICATION FOR BARRACKS

K ok sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk ok

DOB:

DoD ID:

NAME:

(LAST) (FIRST) (MI)

RANK: DATE OF RANK:

UNIT:

DUTY PHONE: HOME/CELL PHONE:

GENDER: M F SINGLE MARRIED

DATE OF ARRIVAL:

COMMANDER: PHONE:

1SG: PHONE:

PLT SGT: PHONE:

sk sk sk sk sk ok sk ok sk ok sk ok sk ok sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk ok sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk ke sk ke sk sk sk sk sk sk sk sk sk sk sk k

BLDG ASSIGNED: ROOM #

k ok 3k sk 3K ok ok sk ok sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk ok sk sk sk sk sk sk sk sk sk ok sk sk sk sk sk sk ok
SIGNATURE DATE

PRIVACY ACT STATEMENT: Authority E09379. DoD ID used for
identification only. Disclosure is voluntary.

*An appropriate / approved Privacy Act Statement should be used in
conjunction with this form
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Assignment to Module/Sleeping Room/Space Letter Sample A
This form is generated electronically with information entered into eMH

USAG TEST - Assignment Letter
Single Soldier Housing
Military Installation, USA

Control Number
Today’s Date:

MEMORANDUM FOR SEE DISTRIBUTION
SUBJECT: Assignment to UHM Housing

1. The following individual is assigned to UHM Housing:

DoD ID: Name:
Rank: Branch:
Pay Grade: UIC/Organization:

2. This individual is assigned to the following module/sleeping room/space:

Address:
Building:
Wing:
Floor:
Unit:
Room:
Bed:

3. The effective date of assighment is:
4. The module/sleeping room/space is adequate UHM Housing.
5. This move is for the convenience of the government.

6. To assist in the continued justification of housing requirements for Service
Members and their families, please notify the Housing Office of any residence
changes.

John Smith
USAG TEST

DISTRIBUTION:
Unit Commander (1)
Finance (1)
Transportation (1)
Individual (1)

Controlled Unclassified Information Only: This report contains information that a privacy and business

sensitive. Army misuse of unauthorized disclosure of privacy and business sensitive information may

result in civil and/or criminal penalties in accordance with 18 United States Code (U.S.C.) 1030; Section

552a of title 5 (U.S.C.); as amended Privacy Act of 1974; DoD 5400.11R. To avoid compromise, destroy
this report after use.
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Assignment to Modules/Sleeping Rooms/Spaces Letter
Sample B

SAMPLE

IMSE-STW-PWH Date

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Assignment to Unaccompanied Housing

1. The following individual is assigned to Unaccompanied Housing:

DoD ID: Name:
Rank: Branch:
Pay Grade: UIC/Name:

2. This individual is assigned to the following dwelling:

Building:
Unit:
Room:

3. The effective date of assignment is:
4. This dwelling is Unaccompanied Housing.
DISTRIBUTION:

Finance (1)
Transportation (1)
DPW (1)

Unit (1)

UH Manager (1)
Individual (1)
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Check-In & Hand Receipt Form
(Sample) Page 1 of 2

This form is generated electronically with information entered into eMH

MILITARY INSTALLATION — CHECK-IN

Main Street
CITY NAME, NY 10996
2223334444
e ———————————

NAME: ACLOUNT ARRIVAL DATE | DEPARTURE DATE SVM UIC
IDODID: GEMDER ROOM TYPE BUILDING FLOOR /| WING ROOM  BED
ID UTY STATION: CELL PHONE PAY GRADE PERSOM TYPE CLERK
|

DEPARTMENT:

Privacy Act Statement: This information is requested to provide lodging accommodations
and will become a permanent part of the Registration Log. The information may be used by

ADDRESS:

management and other officials in the performance of their duties and will be used to
maintain accountability for property issued to residents and guests. Providing this
information is voluntary; however, failure to provide required information, may result in loss

CITY, STATE ZIP:

of entittement to lodging. Authority to request this information is derived from 5 USC 552a
and Departmental Regulations.

JUIC PHONE#:

IHouse Rules: -Occupancy Use. The occupant shall use the premises solely as a
residence for themselves. Use of the premises for other purposes, including the shelter of

any additional persons, is prohibited.

|JPERSOMN E-MAIL:

-Condition of Property. Occupant has inspected the room, furnishings and agree the room
lis in habitable condition. Any discrepancies shall be submitted in writing to the UH Housing

JROOM PHONE®:

Office, Soldier Hall within 5 business days of occupancy.
-Pets. With the exception of approved WT companion dogs, no animals or pets are allowed
Jin any Unaccompanied Housing Facility.

ARMY
BARRACKS
MANAGEMENT
PROGRAM

AN

s"‘\\\
%
N
RRUY BARRACKS m\\\“"‘“t

-Smoking. All Department of Defense facilities will restrict tobacco use to specifically
designated outdoor areas, which must be at least 50 feet from building entrances and air
intake ducts.

-Facilities & Furnishings. The Unit Commander shall maintain the property in good
repair & habitable condition & shall be responsible for all repairs not due to the abuse or
negligence of the occupant. Broken or defective fumishings, equipment should be
reported immediatehy.

-Use of Facilities. The occupant shall use all fixtures, furnishings & appliances in or on
he premises in a reasonable manner.

-Occupant Conduct. Occupant or authonzed guests shall conduct themselves in a
manner that will not disturb other cccupants in the facility.

-Health & Safety. The occupant shall comply with all health & safety regulations imposed
by local command.

-Access to Property. The Company Commander, Barracks Management Staff or a
designated representative may enter the premises to: (a) inspect the property, (b) make
necassary repairs or improvements, & (c) supply necessary or agreed upon services. If the
occupant is away when the premises are to be entered, the above stated individuals will
leave a wntten notice stating the reason for entry.

| HAVE READ, UNDERSTAND & WILL ADHERE TO THESE CONDITIONS HERIN &

IN THE ARMY BARRACKS MANAGEMENT PROGRAM (ABMP) GUIDE.

i ial Liabili . Damage or Lost Property. If the occupant willfulty or
negligently abuses, damages, or removes any part of the premises (including fixtures,
urnishings & appliances) or willfully or negligently permits any person to do so, the occupant
shall be held monetarnly responsible for all damages.

SIGNATURE / DATE:

| Certify that | ____am ___am not receiving Basic Allowance for Housing (BAH).

Signature:
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Check-In & Hand Receipt Form (Sample)
Page 2 of 2
This form is generated electronically with information entered into eMH

Resident Name:

ITEMS CURRENTLY ISSUED TO

ltemi(s) Barcode Serial Number Condition Purchase Cost

Date:

Signature:

20f2

Controlled Unclassified Information: This report contains information that a privacy and
business sensitive. Army misuse of unauthorized disclosure of privacy and business
sensitive information may result in civil and/or criminal penalties in accordance with 13
United States Code (U.5.C.) 1030; Section 552a of title 5 (1.5.C.); as amended Privacy
Act of 1974; DoD 5400 11R. To avoid compromise, destroy this report after use.
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ABMP New Soldier Brief
(Sample)

(Sample)
Directorate of Public Works/Unaccompanied Housing Branch
ARMY BARRACKS MANAGEMENT PROGRAM (ABMP)
FORT UNCLE SAM, USA
New Soldier Brief

*hkkhkkkkhkhkkhkkhhkhkkhhkhhhkkhhkhkkhhkhhhkkhikhkkihkhhhkkhhkhkihkhhhkhhhkihkhhhkiihihhhhkiihkik
« Do not change rooms without approval from the ABMP Office.
* Do not abuse any of the furniture in your room or any room.
+ Do not remove any of the furniture from any of the rooms.
» If you need a Demand Maintenance Order/Work Order called in you may do so by calling
the # below, or contact the Unaccompanied Housing Office so the deficiency can be
repaired.
* Loss of key will result in a charge.
* Do not play with the smoke detectors (remove, turn-off, etc.).
+ Do not play with the fire extinguishers or use them as door blocks.
* Be very cautious when using irons, or anything that can start a fire.
* Pick up after yourself inside and outside of your assigned rooms.
* Do not drive your POV’s on the barracks sidewalks or grass.
« If you are in a module/sleeping room by yourself, always have the module/sleeping room
ready (furniture: beds, mattresses, wall lockers, etc.,) for a roommate.
* Call 777-4813 to schedule an appointment to clear your room.

Your room must be clean and free of ALL personal belongings in order to clear.

HOUSING/ABMP OFFICE # 777-6895
24 Hour On-call # 777-8099

Military Police # Fire Department #
911 OR 777-5156 911 OR 777-4131/9687
Soldier Signature
Print Name
BLDG # ROOM#
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Unaccompanied Housing
Resident Occupancy Agreement

(Rank/Name) , (DoD ID) is assigned to,
Bldg # , Room # , Fort XXXX, to be
occupied as military Unaccompanied Housing.

1. Occupant Use. The occupant shall use the premises solely as a residence for themselves.
Use of the unit for any other purpose, including the shelter of any additional number of
persons is prohibited without prior written consent of the Unit Commander.

2. Good Repair. The commander shall maintain the property in good repair and habitable
condition and shall be responsible for all repairs not due to the abuse or negligence of the
occupant or their guests during occupancy. The occupant is responsible for identifying any
required repairs or replacement of equipment and reporting to their Unaccompanied Housing
Manager for resolution.

3. No Animals. Animals are not allowed in Unaccompanied Housing to include any
aquarium or caged animals. Damage caused by noncompliance will be the responsibility of
the tenant.

4. Condition of Property. The occupant and First Line Supervisor will jointly inspect the
module/sleeping room/space and both parties will agree that the property is in a fit and
habitable condition. Any discrepancy items noted by the occupant shall be submitted in
writing and received by the Supply Sergeant office within 72 hours (3 working days). If
discrepancies are not received by the Supply Sergeant or Unit representative within the 72
hour period, the module/sleeping room/space and contents will be considered to be in
acceptable condition and suitable for occupancy. Exceptions to the 72 hour limit due to valid
and verifiable causes will be determined on a case-by-case basis.

5. Plumbing and Appliances. The occupant shall keep the premises, including all plumbing,
lighting, and electrical fixtures, facilities, and appliances clean and safe. At the termination of
occupancy, all appliances and equipment shall be in good working order and the premises shall
be in clean condition, normal wear and tear expected.

6. Use and Repair of Facilities. The occupant shall use all fixtures, facilities, and appliances in
or on the premises as they were originally intended/designed. Any damage (abuse/
negligence) caused by either tenant or guest(s), beyond normal wear and tear, shall be repaired
at the tenant’s expanse.

7. Automotive Repair. Maintenance of automobile(s) at/in Unaccompanied Housing is
strictly prohibited. Storage of automobile parts in/around the Unaccompanied Housing
facility is also prohibited.
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8. Occupant Conduct. Occupants shall conduct themselves in a manner that is considerate
to and will not disturb their neighbors.

9. Health and Safety. The occupant shall comply with all health, safety, and fire regulations
imposed by the Senior and Garrison Commander.

10. Smoke Detectors/Fire and Suppression Equipment. The occupant is responsible for
reporting any malfunction or visible defect of smoke detectors/sprinkler in their assigned
space to the First Line Supervisor. Removing, destroying, or tampering with a smoke
detector, fire extinguisher, or any part of the fire suppression system in the building is a
federal offense.

11. Smoking. Smoking, electronic cigarettes, and all other smoke and vapor emitting devices
are prohibited in all government facilities, outside areas commonly used by non-smokers, and
the immediate vicinity of supply air intakes or building entries or exits. Designated smoking
areas must be at least 50 feet from the building.

12. Open Flame. Open flame containers to include; but not limited to, equipment powered by
internal combustion engines, hazardous material, candles, and lighters, are strictly prohibited
in Unaccompanied Housing and will not be stored within the confines of an Unaccompanied
Housing facility.

13. Periods of Absence. Occupants shall notify their Fist Line Supervisor whenever extended
absence (in excess of ten days or more) from their module/sleeping room/space is anticipated.

14. Access to Modules/Sleeping Rooms/Spaces. When possible, reasonable notice will be
given to occupants, and at reasonable times, when the unit leaders will enter the premises to
inspect the property; make necessary alterations, improvements or repairs; and supply
necessary or agreed upon services.

15. Neglect and Costs. If at any time during the period of occupancy, repairs, or replacement
is required for damaged or missing Unaccompanied Housing property or equipment caused
by the abuse or negligence of the occupant or occupant’s guest, the occupant understands that
the repair or placement shall be made at the occupant’s expense.

16. Check-out Inspection. It is the responsibility of the occupant to set up a pre-inspection with
their Unaccompanied Housing manager 5-10 working days prior to check-out. A final
inspection will be conducted the day of or day prior to departure if departure falls on the
weekend. The occupant is responsible for the cleanliness of the room.

You can requested PCS cleaning services by making individual arrangements with cleaning
companies provided on the Cleaning Standard Sheet. The Unaccompanied Housing Office is in no
way endorsing these services, but providing additional options for your check-out. Please see
your Unaccompanied Housing manager for information on the paid cleaning process.
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17. Receipt of Rules, Regulations, Responsibilities of Occupancy. The occupant acknowledges
receipt of the statement of occupant’s responsibilities, liabilities, and the definitive set of house
rules concerning occupant conduct and assignment procedures. It is the responsibility of the
occupant to familiarize himself/herself with orders and policies associated with UH to conduct
his/her actions accordingly. A claim of ignorance of rules and regulations contained therein will
not relieve the occupant of responsibility for compliance therewith.

| HEREBY CERTIFY THAT | HAVE READ, UNDERSTAND AND WILL COMPLY
TO THE ACKNOWLEDGED REQUIREMENTS

Name (print) Date

Signature

First Line Supervisor

Date

This signed page will be maintained in your Resident Check-In Packet in your Supply files.
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CLEANING STANDARDS HANDOUT

Your room and the common areas you share with a roommate will be clean and suitable for
occupancy by the next occupant. To successfully pass your inspection you will need the
cooperation of your roommate since all areas that you share will also be inspected. All
personal items, to include furniture, clothing, and trash will be removed and properly disposed
of. Drawers in government owned furniture and closets will be closed. Furniture will be
slightly pulled away from the walls so that baseboards, walls, and floors may be inspected.

These standards are written as guidelines for all barracks in our inventory. You may not have
a kitchen, but components of the kitchen, such as the refrigerator and microwave are still your
responsibility. If you have questions or concerns, bring them to the attention of the facility
manager as soon as possible.

For the purpose of these cleaning standards, the term “clean” is defined as: Free of dirt,
dust, lint, stains, streaks, film, grease, mildew, food, finger prints, cleaning material,
mineral deposits, and all foreign matter. Charges will be assessed for any damages caused
by the cleaning process. All items of equipment, appliances, furniture, and building materials
will be cleaned as follows:

1. WALLS, CEILINGS, DOORS, DOORLOCKS, AND BASE BOARDS must be cleaned
with care to ensure surface is clean without damaging paint or finish. Clean painted surfaces
with a damp sponge and a mild cleanser. Heating/cooling vents will be clean. Plastic
baseboards, switch plate covers and outlet covers will be clean with all paint spots removed.
Switch plate covers and outlet covers will be removed from the wall for cleaning and
reinstalled.

2. FEURNITURE. Wooden furniture will be cleaned and a light coat of wood polish applied.
Upholstered furniture will be cleaned as follows: mattress, box spring, sofa, and chair will
be brushed and vacuumed. Stains will be removed as necessary.

3. ELOORS. Floor cleaning includes sweeping, vacuuming, and mopping. Types of floors
include vinyl tile and ceramic tile. Only vinyl tile will be waxed, buffed, and stripped. Only
hot water and a clean mop should be used for cleaning ceramic tile. All movable equipment,
appliances, and furniture will be moved to clean floors underneath.  All items moved during
floor cleaning operations will be returned to original positions. Floor cleaning also includes
cleaning door tracks and thresholds.

a. Stripping. Only bedroom floors will be stripped of old wax and cleaned. Read the label on
commercial stripping solutions to ensure that they will not damage the type of floor being
stripped. Floors may be stripped with a buffer, if a buffer is utilized to strip the floor, corners
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and areas inaccessible by the buffer will be stripped by hand. The stripping operation will be
considered satisfactory when all traces of stripping solution and old wax have been removed
and the floors are clean.

b.Waxing. Only water emulsion liquid wax will be used on vinyl tile floors. Wax will not
be applied to ceramic tile. Acrylic wax is prohibited for use on any type floor. Wax will be
applied up to, but not touching, the baseboards. After the wax has been applied, the reflection
will be uniform with no streaks, swirl marks, or residue. Take care when moving furniture
not to mar the wax.

4. BLINDS (if equipped), WINDOWS, SCREENS, DRAPES

a.Mini-Blinds (if equipped), will be cleaned. Care will be taken to prevent staining of
cords during the cleaning process. Slats will be cleaned using a neutral soap solution and
rinsed.

b.Windows. Prior to window cleaning, remove screens (GROUND FLOOR ONLY) and
blinds. Blinds and screens (GROUND FLOOR ONLY) will be replaced and readjusted, and
windows secured before leaving the room. All window surfaces, inside and outside (GROUND
FLOOR ONLY), and windowsills will be clean. Any paint drops or smears, however large or
small, will be removed from inside and outside (GROUND FLOOR ONLY) of the window
glass. Do not use steel wool on glass surfaces. Accessible glass, frames, casings, seals, ledges,
and adjacent wall surfaces will be clean and dry.

5. CLOSETS. Closets, including floors, walls, hanger rods, shelves, built in drawers, and
doors, will be cleaned. All personal locks must be removed.

6. LIGHT FIXTURES. Light fixtures will be cleaned and dried. Remove, clean, and replace
light globes, reflectors, and similar items. All light fixtures will have functioning
bulbs/florescent tubes. Notify the facility manager if your florescent tubes or unusual size
light bulbs are burnt out. Occupants must purchase compact florescent bulbs (40 watt
recommended); incandescent bulbs are NOT allowed on installations. If you are not sure
how to remove the light cover, request instruction from the facility manager.

7. BATHROOM.

a. Bathtub, shower walls, sinks. Bathtubs, shower walls, and sinks will be cleaned. Ensure
aerators are intact and installed. Fiberglass tubs, shower stalls, and sinks will not be cleaned
with an abrasive cleaner. All decals and plastic adhesive-backed items will be removed.
Strong abrasives will not be used to clean chromium-plated hardware. These fittings will be
washed, allowed to dry, and polished using a clean, dry, soft cloth or paper towel. Caulk will
be cleaned of all mildew using a bleach-water solution.
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b. Toilet and water closet. Water closets, toilet bowls, and toilet seats will be cleaned.
Contact kill time for disinfectant detergent is 30 seconds to one minute. Cleansers containing
strong abrasives, acids, or alkali solutions will not be used. A scale remover will be used only
when necessary. All toilet seats will be washed on both sides and under the fastener caps. If
toilet seat is broken or peeling, notify the facility manager.

c. Tile. All tile and grout will be cleaned. A scale remover will be used only when
necessary. Tile surface will be smooth to the touch with no cleanser residue.

d. Mirrors, Medicine Cabinets, and Vanities. Mirrors, medicine cabinets and
vanities, to include interior and exterior surfaces, shelves, and tracks, will be cleaned.
Mirrors will be cleaned with glass cleaner and polished with a soft cloth or paper towel.

8. KITCHEN EQUIPMENT

a. Refrigerator and Freezer. Proper cleaning of this appliance will require some
cooperation if you have aroommate. The refrigerator will have to be unplugged to clean
exterior surfaces including the coils on the back. All items must be removed during the
interior cleaning process. Inner and outer surfaces of refrigerator and freezer will be cleaned.
Gasket around refrigerator and freezer doors will be cleaned and dried. Freezer will be
defrosted, ice trays emptied, cleaned, and dried. Cover at base of refrigerator will be removed,
drip pan removed and cleaned, base and cover cleaned, and cover reinstalled. Steel wool may
not be used to clean any interior or exterior surface. Food and drink may be returned to the
refrigerator if it belongs to your roommate. If you have no roommate, all food will be
discarded, the refrigerator will remain plugged in, turned to its lowest setting, and doors closed.

b. Sink. Sink and plumbing fixtures will be cleaned. Ensure aerators are intact and
installed. Scale remover will be used only when necessary. Drains will be unplugged, and
accessible inner and outer surfaces clean. Strong abrasives will not be used to clean
chromium-plated hardware. These fittings will be washed with a mild cleanser, allowed to
dry, and polished with a soft cloth or paper towel.

c. Microwave. Interior and exterior surfaces of microwave will be cleaned. Do not use
abrasives or harsh chemicals. A mild soap and water solution is best. Putting a cup of water
in the microwave on high for about one minute will help loosen dried food particles.

9. HALLWAYS, BALCONIES, EXTERIOR COMMON AREAS. Each occupant is
responsible for cleaning the common hall or section of balcony that extends halfway to the room
on either side and all the way across. Floor will be swept, mopped, and waxed if applicable. It
will be considered satisfactory if it is free of dirt and removable stains.
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BEDROOMS: *Refer to Cleaning Standards for definition of clean

e Return furniture to original location if moved.

e Clean all surfaces of furniture including inside/under furniture drawers.

e Polish wood furniture and closet drawers.

e Remove excess furniture and items not on the hand receipt from the room and barracks.

e Remove excess coaxial cables.

e Swept, mop, buff or vacuum all floors - move furniture to clean under and all corners
of the room to include closet.

e Clean all walls, shelves, counters and baseboards, to include closet, of dirt, debris; and
grime.

e Remove all hanging hooks, Stick-Ups, adhesive, etc. from walls and ceilings with care, to

prevent removal of paint or wall.

Remove light covers, clean and wipe light fixtures and replace cover.

Remove, clean, and replace exhaust vent covers or diffusers.

Disinfect and clean outlets/switch plate covers, cable jack covers, and thermostat.

Wipe and clean all other mounted hardware and accessories.

Wipe and clean (interior) window sills, frames, and glass.

Report window screen if damaged or missing.

Wipe closet and bedroom doors inside and out to include door jambs.

Disinfect and clean closet door knob.

Disinfect and clean interior/exterior bedroom door locks.

Remove all padlocks.

Turn all lights off, set thermostat at lowest setting, unplug lamps with cord wrapped

around base, lock windows, open drapes halfway, closed and secured all doors.

e Dispose of all trash, hangers, cleaning utensils, excess supplies, etc. ROOM MUST BE
BARE.

COMMON AREAS: *Refer to the Cleaning Standards for definition of clean.

e (IFYOUHAVE A CURRENT ROOM MATE) Notify roommate of scheduled
inspection. Coordinating with your roommate is important to ensure common
area is inspection ready.

e Remove ALL personal items from common areas unless roommate VERBALLY
agrees to take ownership of property.

e Placing personal items in common areas is not authorized.

NO ROOMMATE:

e Appliances emptied. Appliances thoroughly cleaned in, out, and under. Pull out
refrigerator to clean behind. Return refrigerator and set temperature to lowest
setting/door closed.
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e Empty cabinets and drawers and wipe inside and out. Polish drawer and cabinet facings.

e Clean counters clean and remove marks as needed.

Clean walls of grime, cooking oil, etc.

Remove light covers, clean and wipe light fixtures and replace covers.

Clean tub, tub walls, and fixture surfaces of buildup, hard water, etc.

Flush showers/tubs clean of debris.

Remove shower curtain if in unsatisfactory condition.

Remove toilet seat by way of screw and caps. Disinfect and clean thoroughly.

Replace seat and caps.

e Disinfect and clean toilet piping, interior/exterior of bowls, seat, and base.

e Clean and flush toilets as many times needed to clear waste.

e Clean all walls, accessories and hardware, and light switch and other covers in toilet and
tub area.

e Discard empty toilet tissue rolls and refill with new toilet tissue roll.

e Remove light covers, clean and wipe light fixtures, and replace covers.

e Remove, clean, and replace exhaust vents.

e Empty medicine cabinets, cabinets, and drawers and wipe inside and out. Clean
drawers and cabinet facings.

e Clean counters and remove marks as needed.

e Clean walls and mirrors in sink area of toothpaste, water spots, etc.

e Clean all mounted hardware, accessories, outlets, light switches, and other covers in sink
area.

e Remove light covers, clean and wipe light fixtures and replace covers.

e Ensure bathroom is completely cleared of trash, shampoos, soap, etc.

e Thoroughly mop and sweep common area floors to include all corners and grout.
Scrubbing may be required to removed marks and dirt.

e Dispose of all trash, hangers, cleaning utensils, excess supplies, etc. ROOM MUST BE

EMPTY.

Set thermostat (if applicable) to garrison policy setting according to time of year.

Turn off all lights.

Close all doors and secure barracks bedrooms and main door.

ROOM KEY WILL BE RETURNED TO UNACCOMPANIED HOUSING

MANAGER AT THE TIME YOU PASS THE INSPECTION, YOU WILL BE

REQUIRED TO VACATE THE ROOM.

REMOVAL OF TRASH, PERSONAL FURNITURE, AND EFFECTS SHOULD NOT
BE INCLUDED IN THE ESTIMATE. YOU ARE RESPONSIBLE FOR DISPOSING
ALL THESE ITEMS.

Any resident who fails to conduct a check-out inspection and/or turn in their key to their
Unaccompanied Housing Manager, will be charged the cost to clean their room and/or
lost key.

SM Signature Date UH Manager Signature Date
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Liability Statement
(Sample A)

LIABILITY STATEMENT FOR DAMAGE TO ASSIGNED HOUSING

Under Public Law 10 USC 2775, as implemented in AR 735-5, a Soldier is liable to the United States for
damage to any assigned housing (barracks room) and related equipment or furnishings, if the damage is caused
by the Soldier’s abuse or negligence. Damages include lack of cleaning or failure to clean when resident
clears/moves out of assigned room. This notice explains the rules, which apply to unaccompanied personnel
housing. Please read carefully and keep a copy for your records. You could be held pecuniary liable for your
Government housing, appliances, or furnishings that are lost, damaged, or destroyed as a result of your
negligence or abuse. You are negligent if you act carelessly, or your guest acts carelessly and you do not take
proper steps to prevent or minimize such conduct. Abuse means either willful misconduct or the deliberate
unauthorized use of housing that is, conducting unauthorized business in the housing unit.

1. A Soldier’s liability IAW AR 735-5 for damage to assigned housing and related equipment and furnishings is
limited to one month’s base pay unless the damage or loss was the result of the Soldier’s gross negligence or
willful misconduct. You are grossly negligent if you act in a reckless or willful manner, or if you are aware that
your guests are likely to act recklessly and you do not take proper steps to prevent or minimize such conduct. In
other words, if you know that damage is likely to result from the willful misconduct or reckless behavior of
guests and despite such knowledge, you fail to exercise available opportunities to prevent or limit the damage
you are grossly negligent and will be charged for the full amount of the loss. You are not liable for damage due
to fair wear and tear, or caused by an act of God or by the acts of persons other than your guests.

2. During multiple occupancy of a room, the senior ranking Soldier will sign for the appliances and
government-owned furniture located in the common areas. The senior ranking Soldier is liable for any damages
or destruction within the common area and is held financially responsible for the repairs and/or the replacement
of signed property. During single occupancy of a room, the occupant is responsible for complete room
inventory.

3. The parties assigned to each living area are BOTH responsible for damages or destruction to the appliances
and government-owned furniture located in the common areas. Both individuals will take a 50/50 monetary
responsibility to replace or repair the property. During single occupancy in 2+1 configures rooms, occupants
will be responsible for complete room inventory.

I have read and understand the policy herein.

Service member Name

Service member Signature

Room# Date:
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Liability for Damage to Assigned Module/Sleeping Room/Space
(Sample B)

Directorate of Public Works / Single Soldier Housing Branch
Army Barracks Management Program (ABMP)
Application for Barracks

Liability for Damage to Assigned Housing

1. Public law makes military residents of Government housing units legally responsible for damage to the units,
or for damage of logs of Government-izsued appliances and firniture. Damages inclode lack of clearing or
failure to clean when resident clears'moves out of assigned room. This notice explaine the mles, which apply to
Permanent Party Unaccompanied Housing. You should read it carefully.

a. First, vou can be held pecuniary lizble when your Government housing, appliances, or fumishings are lost,
damaged, or destroyed as a result of your negligence or abuze. You are negligent if vou act carelessly, or if you
are aware that your Family Memberz, or thoge vou allew on the premises, are likely to act careleszly and do not
take proper steps to prevent or minimize such conduct. Abuse means erther willful mizconduct or the deliberate
unanthorized use of housmg that 15, conducting an unauthorized business in the housmg unit.

b. Second, the Army has limited your lizbility to an amount equal to one month’s basic pay, unless the
damage or logs iz caused by your gross neglect or willful mizconduct, in such 2 case, you are liable for the full
amount of the damage or logs, which could amount to thousands of dollars. You are grossly negligent if vou act
mn a reckless or wanton manner, or if you are aware that yvour Family Members or persons you allow on the
premises are likely to act recklessly and you do not take proper steps to prevent or minimize such conduct. In
other words, if you kmow that damage 1 likely to result from the willful misconduct or reckless behavior of
Family Memberz or guests, and despite such knowledge, you fail to exercize available opportunities to prevent
or limit the damage; you ae grossly neglizgent and will be charged for the full amount of the loss.

c. Third, you are not liable for damage consisting only of fair wear and tear, or caused by an act of God or by
the acts of persons other than Family Members or guests. You are, however, responsible for damage caused by
pets belonging to you or your guests.

d. Fourth, special rules for housing-related reports of survey permit commanders to watve claims damage or
loss when such iz found to be in the best interests of the United States. This waiver authority is similar to
forgiveness of the debt. If you request 2 waiver and fail to get it, vou can zppeal the matter through report of
survey channels. If unsuccessful, vou can seek redress through the Army Board for Comrection of Military
Records.

2. The purpose of the housing lisbility law is to let us set limits for your liability and to waive claims in
appropriate circumstances. The potentially grezt liability ereated by the law makes the question of insurance
very important. However, cnly you can decide whether your potential risks warrant the purchase of insurance.
The Army does not require 1f, but you may want msurance for your own protection and peace of mind.

3. The Soldiers assigned to each living area are responsible for damages or destruction to the appliances and
furniture located in the shared common arez. These appliances include but are not limited to convectional
microwaves, refrigerators, washer, dryers, oven ranges, and kitchen table. In the event damages to appliances
occur, all Soldiers will share the cost in repair or replacement of the property. If a Soldier 15 the sole occupant
of a living space, that Soldier assumes sole responsibality for loss and damages.

I have read and understand the policy contained herein.

Name:

Signature: Date:

Privacy Act Statement: This information is requested to provide barracks accommodations. Providing this
information is voluntary; however, failure to provide required information, may result in an incomplete
application. DeD ID iz used for identification purposes only. Authority 5 USC 352a
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Module/Sleeping Room/Space Condition Rating Guidelines (Sample)

ARMY BARRACKS
MANAGEMENT
PROGRAM

S00TVTUOMW@W~ZMIOHA—X

AREA

CEILING

WALLS

FLOOR

LIGHT HXTURE

SWITCHES/ OUTLETS

CABINETS

SINK (Inc. Fixtures)

COUNTERTOP

VENTALTION/
EXHAUST FANS

APPLIANCES

DOORS/ WINDOWS

DEPARTMENT OF THE ARMY
(Installation Name) Street Address
City/State

Not gouged, stained, or broken;
No missing pieces.

Satisfactory (Amber)

Need minor repairs, Some gouged,

stained, broken, missing pieces; Not

more than 25% area.

A
b

'\
gy uu\*w“

Needs major repairs; More than
25% of ceiling is damaged.

Walls are in good condition; Not
gouged or stained; Conduits are
concealed or covered.

Minor gouges, small nail holes,
minor chips or stains requiring
minor patches; Only spot/touch-up
painting; Conduits exposed.

Needs major repairs; Large hole
need patching/repairs; Walls
need painting.

Floors are in good conditions; No
stains, missing or
cracked/chipped tiles.

Floors have minor gouges, chips,
cracks or stains; No tiles
missing/needing replacements.

Floors need major repairs; Tiles
missing, loose, curling/cupping,
have major cracks, orimpose a
tripping hazard.

90% of overhead and task lighting
works.

75%-95% of the overhead and task
lighting works.

Less than 75% of the overhead
and task lighting is working.

All outlets grounded/GFl-rated
where water may be present; All
outlets work safely.

All outlets grounded/GFI-rated where
water ma be present, butsome
outlets are loose or provide erratic
power.

Ungrounded outlets or outlets not
FI-grounded where water may be
present; Some outlets do not
work/shock user.

Cabinets are in good conditions
and do not need repair; Ample
space provided.

Cabinets are in fair condition; May
need minor repairs such as burn
marks/minor chips less than 1/2",
Limited space.

Cabinets need major repair or
replacement; Large chips, burn
marks, worn-off finish; Inadequate
space.

Dependable & adequate water
pressure and hot water; No faucet
or drain pipe leaks; Water is
clean.

Water pressure is low and "hot"
water is lukewarm; 10%-25% of
faucet leaks; Water is clear.

Very low water pressure and/or no
hot water; More than 25% of
faucets leak; Water is not
clear/clear.

Countertops are in good
conditions and do not need
repair; Ample space provided.

Countertops are in fair condition; May

need minor repairs such as burn
marks/minor chips less than 1/2"
Limited space.

Countertops need major repair or
replacement; Large chips, burn
marks; worn-off finish; Inadequate
space.

Ventilation integrated into forced
air system; No signs of rust
evident on ventilation grills.

Fans provided and working but not
integrated into forced air system;
Small amount of rust apparent on
grills.

Fans provided but not working;
Poor/no ventilation; Rust evident
on ventilation grill; Mildew or mold
evident.

All appliances are operating
properly and in good condition;
No repairs needed.

Appliances are used and some wear

is evident, but they function properly.

One or more appliances do not
function properly, need frequent
repair, or missing.

Fully functional w/level handles
and push/kick plates; Less than
10% damage w/dents, gouges or
stains; Hardware operates
smoothly w/o difficult; Glass,
weather stripping & vapor seal
between panes are intactand in
good shape.

Level handles and kick/push plates
show wear, gouges, and/or chips;
More than 10% but less than 25% of
door/window shows dents, gouges
or stains 10%-25% of hardware
does not operate smoothly or is
damaged; Glass intact but weather
stripping or vapor seal.

Levered handles or push/kick
plates need repair; More than
25% of the door shows dents
gouges or stains; More than 25%
of hardware is difficult to operate
or fails to latch properly; Window
panes are cracked; Weather
stripping or vapor seals need
replace.
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Module/Sleeping Room/Space Condition Rating Guidelines (Sample) Continued

SAMPLE MODULE/SLEEPING ROOM/SPACE CONDITION RATING GUIDELINES (Continues )

R

= T

Shower/tub surround has
missing, cracked on shower
tiles; Drain does not close or
stay open; Water pressure is
very low and there is no hot
Water.

Mirror has crackin piece
gther than corner and/or
large area of distortion; Not
adequately secure to the
wall.

Maore than 25% of bathroom
accessories for soap, toilet
paper and towels are
mizzing, broken, or loose,
and need major repairs.

Sanitary waste systems
zhows evidence of seepage
or backup; Commaode has
major cracks/stains and
continues to run for more
than 30 seconds after
flushing.

smevssscs e
MAMAGEMENT PROGRAM .
City/5tate
Shower/tub tile or surround is |Minor souges, cracks or
in good condition; No gouges, |stainedtiles in shower/tub
cracks, stains, or surrcund; Drain works
loose/missing/brokentiles; |adeguately; Faucets do not
SHOWER/TUB [Inc. . . .
. Drainworks properly and is leak; Water pressure of low
Fixtures ) zecured in place; Faucets and "hot" water is lukewarm.
operate properly with good
water pressure & adequate
hot water.
Mirrars are in good condition |Minor mirror distorted or
with no cracks. Stains, or =mall crackin corner;
MIRRORS distorted area; Mirrors are Adequately secured to the
secured to the wall. wall.
B Bathroom accessories for Bathroom accessories for
A soap, toilet paper and towels |soap, toilet paper and towels
T LAV CABINETS are present, in good are available but difficult to
H condition, and accessible; access and/or 10%-25% need
R Lessthan 110% need repair. |repair.
o Sanitary waste system iz in Sanitary waste system iz in
o good condition; Commode adequate condition;
M operates well, free of Commode operates
COMMODE cracks/stains; Does not run adequately and does not run
excessively long after for more than 30 sec. after
flushing. flush; Only has minar stains or
cracks.
Faucets operate properly and |Faucets operate without
donot leak; Adequate water |[excessive leaks; Low water
pressure and ample hot pressure; "Hot"wateris
water; Drainage system does |lukewarm; Sink stopper allows
. not leak and = ink stopper zome water todrain; Drainage
SINK {Inc. Fixtures ) works; Sink is not cracked, system has minor dripping;
chipped or stained; Water is  |Minor cracks/stains.
clear.

INSPECTION'S SIGNATURE

More than 25% of faucets
leak at the handles or under
the sink; Water pressure is
very low and there is no hot
water; Sink stopper does not
hold water; Drainage system
leaks underthe sink; Cracks
and/or stains present;
Water in discolored/non-
potable.

DATE OF INSFECTION
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Module/Sleeping Room/Space Inspection Checklist (Sample)

SAMPLE Room Inspection

MANAGEMENT PROGRAM

ARNTY BARRACKS

DEPARTMENT OF THE ARNTY
IMSTALLATION MANAGEMENT COM MAMND
DMRECT ORATE OF PUBLIC WORKS
(Installation Name] Street Address

City/State

>N

&
o
s WS

Soldier's Hame & Grade:

= m I & A - =

AREA

CEILIMG

Inspected By:

Bldg/Room #:

Satisfactory
[amber)

cCondition Code

Meeds Repai
|5e& Mote) pair

Description of
Maintenance Required

WALLS

FLOOR

LEKGHT FIXTURE

SWITCHES/ QUTLETS

CABIMETS

SIMNK [Inc. Fixtures )

COUNTERTOP

VEMTALTION/ EXHALUST FANS

APPLIANCES

Z OO0 =3 IARm

CEILIMG

WALLS

FLOOR

DOOR

TRIM

EXHALUST FAN

HaRrDWARE(Towel bar, soap)

SHOWER/TUB [Ind, Fixttu res)

MIRRORS

LawfCABINETS

COMMODE

LIGHT FIXTURE

SINK [Inc. Fixtu res)

SWITCHES/OUTLETS

CEILIMG

Z 00 =0 mm

WALLS

FLOOR

DOOR [Ind. locks)

TRIM

WIND oW

SCREENS

LKGHT FIXTURE

SWITCHES/OUTLETS

CURTAINSS BLINDS

BASEBOARD S WOOD WORK

CLOSET SHELWING

COMMUMCATION OUTLETS

SMIOKE DETECTOR

CEILIMG FANS

THE ABOVE AREAS/ITEMS WERE INSPECTED JOIMTLY WITH O

IN OTE: BR = Broken; BU = Burned; CH = Chipped; CR = Cracked; D = Dirty; DA = Damage; PWT = Fair Wear & Tear; M| = Missing; MO = Mold; MH = Nai
Hole; NP = Meeds Paint; O = Other; 5= Soiled; 5C = Scratch; SP =Spot; 5T = Stained ; TO = Tom ; WA = Warped
CCUPANT AND BUILDING MAMNAG ER

QCCUPANT'S SIGNATURE

DATE OF INSPECTION

FACILITY MANAGER'S SIGMNATURE

Suggestion: include columns for both the Service member and Inspector to reconcile any differences

on condition codes
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Termination of Module/Sleeping Room/Space Checkilist,
Sample A, Page 1

Fort Uncle Sam ABMP Office
Module/Sleeping Room/Space Clearing Standards and Checklist (Sample)

Building: Room:

Appointment Date: Time:
The following areas will be inspected for out-processing the barracks.

Failure to meet any of the requirements listed below may require a re-inspection and
will delay your clearing process.

The term clean(ed) means: free from dirt, stain, or impurities; unsoiled; free from
foreign matter. Ensure you have cleaning supplies available for touch-ups as needed.

Living Area

O Ensure all personal items are removed from room prior to the final clearing inspection.

O Have room keys ready to turnover to inspector.

Q Ensure furniture and/or equipment assigned to you on Hand Receipt is inventoried and accounted
for.

O Beds cannot be in a bunk bed configuration. They MUST be separated.

O Ensure furniture is completely emptied; drawers/shelves are wiped clean inside and out. This
includes beds with storage compartment underneath mattress. Any wax, glue, stickers or other
residue must be removed.

Remove all debris and dirt under the mattress and spring. (Applicable beds only)

Ensure TV set is wiped cleaned and dust free. Ensure remote control is present. (Applicable to WT
Barracks only)

Remove hangers from closets. Wipe clean all lockers.

Clean light fixtures™.

Clean windows, blinds, and windowsills*.

Clean doors, trims, baseboards, walls and mirrors*. Remove all marks, tape, grease and fingerprints
etc.

Ensure air condition vents and filter are dusted, cleaned* and turned off.

Ensure floor rug, if applicable, are vacuumed and spot free.

Ensure your side of the room is swept properly, to include in closets, under and behind furniture
etc...

Remove all trash from your room. Trash cans must be clean* inside and out.

Ensure your side of the room is mopped properly, to include in closets, under and behind furniture
etc.

Coordinate with cable, internet and phone providers to turn off service. Excessively long cable
lines need to be removed.

0 0O0 000 Ooo0o0 0o

Continued on next page.
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Termination of Module/Sleeping Room/Space Checklist,
Sample A, Page 2

Fort Uncle Sam ABMP Office
Module/Sleeping Room/Space Clearing Standards and Checklist (Sample)

Common Areas

Note: Personnel without a roommate are solely responsible for cleaning the common areas. If you
have a roommate, you are still responsible for doing your part to clean the common areas. If
possible, have your roommate assist you with cleaning.

O Refrigerator must be emptied, cleaned™ inside and out (with no spilled food; etc.) and defrosted
(leave plugged in). Clean rubber door seals. If you have a roommate, ensure your items are
removed. Keep disturbance of your roommate’s food items to a minimum. Do not defrost
refrigerator if your roommate has food items present.

O Kitchen cabinets, to include doors and shelves, must be wiped clean inside and out. Ensure cabinets
are empty. If you have a roommate, clean as above and place your roommate’s items back neatly in
place.

O Microwave Oven, to include oven racks, plate, rotator ring and exhaust vent will be clean* (inside
and out) with no grease or food splatters. Ensure microwave oven is clean underneath. Clean metal
filters underneath microwave oven (applicable models).

O Cook tops must be cleaned* using a ceramic cleaner (no black burn marks visible). No grease
between the counter top and burner. Range hood and filter, if applicable, will be clean* (inside and
out) with no grease or food splatters.

O Ensure kitchen counter top and kitchen sink area are properly cleaned* and disinfected. If you have
a roommate clean as above and place your roommate’s items back neatly in place.

O Washer and Dryer (WT UH) in applicable suites must be properly cleaned*, free from soap scum
and lint.

O Sofas and Coffee tables (WT UH) in applicable suites must be properly cleaned* and stain free.

O Bathroom area to include toilet, showers, tile walls and tub will be properly cleaned* and
disinfected.

O Ensure that your personal items are removed. If you have a roommate clean as above and place
your roommate’s personal items back neatly in place.

O Ensure mirror, medicine cabinet, sink and vanity are cleaned* and spot free. Remove your personal
items. If you have a roommate and share the same medicine cabinet, clean as above and place back
your roommate’s personal items back neatly in place.

O Doors, trims, baseboards, walls and mirrors will be cleaned*. Remove all marks, tape, grease and
fingerprints etc.

O  Sweep all common areas, to include under and behind refrigerator, toilet, etc.

O Remove all trash from common areas. Trash cans must be clean* inside and out.

O Ensure common areas are mopped properly, to include under and behind refrigerator, toilet, etc.
Note: Soldiers not leaving Fort Uncle Sam the day they clear and need a place to stay should contact their Command
Team for a Transient room.

Print Name:

If you have any questions, contact the ABMP Office at: (123) 777-6668
Hours: Monday — Friday, 0730 -1600 Location: George Hall - 2nd Floor - Room: A1-23
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Termination of Module/Sleeping Room/Space Checklist,(Sample B Page 1 of 2)

Minimum Cleaning Standard for Barracks Room Per AR 420-1

ITEMS

Resident

Pass / Fail

Hoor, Rugs, and Installed Carpets

Sweep or Vacuum

Remove stains, waxand dirt sediments

Damp mop floors

Clean area rugs and installed carpeting to remove dirt and spots

Walls and Ceilings

Remove all dirt, cobwebs, pencil marks, food, and so forth from walls

Remove all nails and hooks

Remove all dirt, smudges, and other spots

Windows

Clean inside and outside surfaces, all windows, and window frames so that they are free of spots
streaks or film

Clean window sills, curtain rods, blinds

Remove screens, brush and wash to remove lint and dust, reinstall

Doors

Remove all paper, tape, nails, gum, pencil marks, ink marks, dirt, and heavy stains on both sides

Clean interior and exterior doors and fames so that they are free of dust and stains on both sides

Lighting Fixtures

Ensure all fixtures have operating light bulbs

Clean all components, including incandescent bulbs, to ensure that they are no insects, dirt, lint, film,
and streaks

Remove, clean, and replace globes, and lamp shades

Cabinets, Closets, Drawers, and Shades

Remove all shelf paper, tape, staples, and tacks

Remove all food particles, trash, and personal items

Clear and wash all surfaces so thatthey are free of dirt and stains

Mirrors

Clean to shine with no streaks

Radiators, Pipes, and Heating Vents

Wash radiators, pipes, and ventregisters

Remove dirt, sediments, and stains

Refrigerators and Freezers

Defrost and wipe doors

Remove all food particles, trash, and personal items

Unplug and leave door open

Clean thoroughly on the inside and outside to include doors, door gaskets, sides, top, and area
around coils

Clean and replace drain pan

Clean surface beneath, above, and behind appliance

Move appliance away from wall for cleaning and move back after cleaning
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Termination of Module/Sleeping Room/Space Checkilist,

(Sample B Page 2 of 2)

Minimum Cleaning Standard for Barracks Room Per AR 420-1 (Cont.)

ITEMS Resident | Pass / Fall
Range
Remove all burned/crusted-on-food from accessible surfaces
Wipe down range
Clean all areas inside and outside to remove grease, dust, rust, food, tarnish,
and cleaning streaks
Move Range for cleaning areas under, above, behind, and on either side
Ventilation, Air Vents, and Range Hoods
Wipe down range hood
Wipe down air vent grills, and replace filters as necessary
Remove completely grease, stains, and dirt sediments inside and outside
Clean or replace permanent filters
Common Area, Bathroom, and Toilets
Remove stains, lime, and mineral deposits, and excessive soap residue from all
equipment
Clean all equipment to include bathtubs, washbasins, toilet bowls, showers,
mirrors and mirror shelves, towel rails, medicine cabinets, kitchen, sinks, and
related hardware
Clean wall and floor tile
Polish all equipment, fixtures, and wall tiles to a streak-free shine
Trash Cans
Empty and remove any crusted on garbage
Empty and clean
Upholstered Furniture
Wipe down and remove stains
Clean to remove lint, dust, and dirt
Remove spots and stains to the maximum extent possible
Wooden Furniture
Wipe down and remove stains
Clean to remove dust, dirt, food particles, and streaks
Lightly wax outside surfaces and polish to a shine
Clean doors and drawers to be free of dust, dirt, or other foreign matter
Remove drawers completely so that frames and rollers can be cleaned of dust
and other particles
Bedsprings, Box Springs, and Mattress
Wipe down and remove stains
Clean to remove dirt, dust, and other loose matter
Occupant Signature:
Inspector Signature: Date:
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Termination Module/Sleeping Room/Space Form & Checklist
(Sample C)

Module/Sleeping Room/Space Termination Form (Sample)

NAME: BLDG: WING/RM:
INSPECTION DATE: TIME: TEAM PHONE:

Blinds/Draperies in place, clean, free of dirt and dust

Cabinets/Drawers clean, free of dirt and dust, empty of all contents, cabinet doors wiped down

Closet empty all contents, shelve and racks wiped down

Cook top/Vent clean, free of dirt and grease (including knobs and ventilation filter)

Floors stain free, swept and mopped, including under and behind all furniture and appliances and in the
closet

Furniture clean, free of dirt and dust, empty of all contents, items not original to room removed

Light Fixtures/Fan free of dirt and dust (including covers), bulbs working

Microwave clean inside, outside and underneath, left plugged in

Mirrors clean, streak free

Refrigerator clean inside, outside and underneath, clean drain pan, trays, door bars and seals, empty of all
contents, left plugged in

Shower/Tub clean, wiped down, free of dirt, soap scum and mildew (including soap holders)
Sink/Countertop clean, free of dirt, dust and stains, rinse out sink

Toilet clean inside and outside (including lid, seat, hinges and base), free of waste and stains
Wall/Door Vents clean, free of dirt and dust

Walls/Ceilings clean, free of dirt, dust and stains, trim, outlet covers and light switches wiped down
Washer/Dryer clean, empty, wiped down outside, clean lint trap, left plugged in

Windows clean, streak free, windowsills wiped down (DO NOT CLIMB OUT THE WINDOW TO CLEAN THE
OUTSIDE)

* If you occupy a room by yourself, you are required to clean the entire room.

« If you have a roommate, his/her articles are permitted to remain in the cabinets, drawers and refrigerator. It
is your responsibility, however, to ensure that you and your roommate do a joint cleaning of the common
areas.

* Ensure that all trash and personal effects are removed from your side of the room prior to inspection.

* Ensure all cabinet doors and drawers are open and furniture and appliances are pulled 6 — 8 inches away
from the wall prior to inspection.

* Ensure all windows are locked and the thermostat is set to 72° prior to inspection.

» Damages reported on the initial inspection sheet will not be assessed to the occupant(s). All damages
incurred and not reported to the Barracks Management Office while residing in a room are the responsibility
of the occupant(s).

* Keys will be collected at the time of inspection. Any keys not returned will result in a relock and rekey
charge.

* Failure to meet the above requirements will result in re-inspection and/or assessed charges and slow down
your clearing process. In the event that you disagree with a failed inspection, the ABMP Leader, Inspector
and 1SG or BN CSM will re-inspect the room with you.

* Any charges assessed will require a DD FM 139 (Pay Adjustment Authorization) and a DD FM 1131 (Cash
Collection VVoucher) processed.

* No shows will be required to provide a memorandum from their 1SG prior to rescheduling an appointment.
A second no show will require a memorandum from the BN CSM prior to rescheduling.

* Although we will try our best to arrive at the scheduled time, there will be times when other Service
members come into our office and require immediate assistance. We ask that you allow us a 15-minute grace
period. We will call you at the number provided below if we anticipate being more than 15 minutes late.
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Demand Maintenance Order / Service Order Card

(Sample)
_\ s H Service Orclers
Demand Maintenance / Service Order Card Ak
...-!w,;\slx-w).“-"" g A
DO NOT USE
Description of problem:
Date reported (dd/mm/yyyy):
+ POC (Name): (Phone #):

* Work Order Number:

» Check One: Priority 1 (Emergency)D Priority 2 (Urgent)|:| Priority 3 (Routine)D

Follow-up date (if needed) (dd/mmiyyyy): / )

DPW / Contractor USE

Description of work done:

+ Work completed by: Close out date (dd/mm/yyyy):

Fort Anywhere — “We Take Pride in our Home”

97



Check Out Form (Sample)
This form is generated electronically with information entered into eMH

MILITARY INSTALLATION -- CHECK-OUT

Main Street
CITY NAME, NY 10996
222-333-4444
NAME: ACCOUNT ARRIVAL DATE | DEPARTURE DATE SVM UIC
DoD 1D: GENDER ROOMTYPE BUILDING FLOOR | WING ROOM / BED
DUTY STATION: CELL PHONE PAY GRADE PERSONTYPE CLERK
DEPARTMENT: NOTES:
ADDRESS:

CITY, STATE ZIP:

UIC PHONE#:

PERSON E-MAIL:

ROOM PHONE#:

ARMY
BARRACKS
MANAGEMENT
PROGRAM

D
"

¥
‘-"l'-.!u_:\_l:lsllk'“"rﬁi

CHECK-OUT NOTES:

SIGNATURE / DATE:

98




Termination Letter (Sample)
This form is generated electronically with information entered into eMH

USAG TEST — Termination Letter
Unaccompanied Housing
Military Installation, N/A
Control Mumber. UH
Today's Date:
MEMORANDUNM FOR SEE DISTRIBUTION

SUBJECT: Termination of Assignment to UHM Housing

1. The following individual is terminated from UHM dwelling:

Dl 1D Mame:
Rank: Branch:
Pay Grade: UC/Mame:

2. This individual was assigned to the following dwelling:

Address:
Building:
Wing:
Floor:
Linit:
Room:
Bed:

3. The effective date of termination is:

4. This move is for the convenience of the government.

SMITH, JOHN
USAG TEST
DISTRIBUTION:
Finance (1}
Individual (1)
Transportation (1)
Unit Commander (1)

Conirodied Unclassied Indonraton: This repe containg, nfomation that @ privacy and business sensifve. Ay misuse of unavihor zed dsoiosune of
privaecy and business sensibe informadon say resuli In il andor orl minal penafties. in accordance with 18 Undied Siaies Code (US.C.) 1030
Section 5520 of e 5 {U.5.C 1 as amended Frivacy Ao of 1574; DoD S400.11R. To avokd comznonsise, desiny tis repon ahier use
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Between Occupancy Maintenance (BOM) Inspection Form

Sample Between Occupancy Maintenance Inspection

DEPARTMENT OF THE ARMY
INSTALLATION MANAGEMENT COMMAMND / N
ARMY BARRACKS DIRECTORATE OF PUBLIC WORKS i
MAMNAGEMEMT PROGRAM ,
{Instaliation Name) Street Address A
City/Sstate gy
BuildingfRoom # ___ Inspected By:

Directions: Checkor circle the appropriate condition upon inspection.

_ Setistectony {Amber] _

PAINT Clean Partial Room Meeds Paint Entire Room Needs Paint
CLEANING Mo Cleaning Required Moderate Cleaning Reguired Complete Cleaning Required
FURMISHINGS: & of Pieces to Repair None Minimal = 105
FURMISHINGS: # of Pieces to Replace Mone Minimal = 105
APPLIAMCES Clean & Fully Operable Working = Cosmetic Damage Repair or Replace
SMOKE DETECTOR Fully Operable Repair or Replace NjA&
COMMODE Clean & Fully Operable Minor Repair Replace
TUB Clean & Fully Operable Minor Repair Replace
VANITY Clean & Fully Operable Minor Repair Replace
CAB INETS/COUNTERS Clean Minor Repair Replace
WINDOW TREAT MENTS Clean Minor Repair Replace
HVALC Fullty Cperable Minor Repair Replace
ELECTRICAL SWITCHES fOUTLETS Fully Cperable Minor Repair Replace
PLUMBING FIXTURES Fully Cperable Minor Repair Replace
FLOORING Clean Minor Repair M ajor Repair or Replacement
.|
# of Service Orders (Minor Repairs) 0-2 3-5 B+
# of Service Orders (Major Repairs) ] ] 1+

OVERALL ROOM RATING Satisfactory (Amber)

Room should be rated "Outstanding" if less than 3 service orders for minor repairs AND no service ord ers for major repairs.

Room should be rated "Satisfactory” if there are 3-5 service orders for minor repairs AND no service orders for major repairs.

Room should be rated "Unsatisfactory” if there are more than 5 service arders for minor repairs AND/OR 1+ service orders for major
repairs.

INSPECTOR'S SIGMATURE DATE OF INSPECT ION
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ABMP Initial and Full Operating Capability

Annex A (ABMP Defining Initial and Full Operating Capability) to
FRAGO 1 HQDA EXORD 068-18: Army Barracks Management Program

Initial Operating Capability

NLT 31 July 2018
Task _ Opemfinglevl
Garrison ~ Bde/Bn  Co/Dir
Designate Bde / Bn foofprnt L X X
Identfy facilty management procedures X L X
Establish eMH fraining program L X
Establish eMH accounts X X L
Ensure barracks fumishings on hand receipted are barcoded X X L
Bamacks Fumishings iventory established X X X
Establish key confrol program X X L
Establish physical secunty plan X L
Full Operating Capability
NLT 31 July 2019
Operating Level
fesk Gamson  Bde/Bn  Co/Dir
Enforce Facility Management Procedures S S L
Schedule and Conduct Routine Room Inspectons S S L
Periom Key Control Duies AW AR 190-11 S S L
SignPhysical Securty Plan S S L
Bar<ode and Label Barracks Furnishings L S S
SignBamacks Fumishings Hand Receipt(s) L S S
Conduct enterpnse Military Housing (eMH) Training L S S
Schedule, Conduct, and Participate in Quarterly Stakeholder Meefings L S S
L=Lead /S = Support
* See Annex D and E for reporting procedures 9 July 2019
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ABMP Company or Equalivent
Initial Operating Capability (10C)

Report

Army Barracks Management Program (ABMP)

Company / Battery / Detachment / Directorate Initial Operating Capability Certification Report

Annex D

Initial Operating Capability
Task (Company / Battery / Detachment / Directorate Level)

Company /
Directorate
Yes

Company /
Directorate
No

If No; Projected
Compliance Date

Company / Directorate:
uIC:

Designate Bde / Bn Footprint:

Rooms identified by building / floor / wing

Identify facility management procedures:

Inspect building condition for preventive maintenance

Establish access of Demand Maintenance Orders Website

Self-Help Program familiar with process (if established)

Grounds Maintenance Plan executed

Establish eMH Training Program:

Personnel scheduled for eMH training

Establish eMH Accounts: (Lead)

eMH request submitted (minimum two per organization)

eMH request vetted and tracked

Ensure eMH accounts remain active (must log in every 30 days)

Bar-Code Barracks Furnishings: (Lead)

All authorized rooms / common area Barracks Furnishings are labeled

All Barracks Furnishings are scanned into eMH

Barracks Furnishings Inventory Established: (Lead)

100% Barracks Furnishings Inventory conducted by Cdr / Representative

Barracks Furnishings hand receipt signed by Cdr / Representative

Establish Key Control Program: (Lead)

Keys inventoried and signed

Lockout procedures established

Key replacement procedures are established

Establish Physical Security Plan:

Physical Security Plan for each barracks signed

Physical Security Plan for each facility signed

*Place Y = Yes or N =No in the Appropriate Column. If No, Projected Compliance Date = YYYYMM
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ABMP Brigade/Battalion or Equalivent
Initial Operating Capability (10C)

Report

Army Barracks Management Program (ABMP)

Brigade/Battalion Initial Operating Capability Certification Report

Annex D

Initial Operating Capability
Task (Brigade / Battalion Level)

Brigade/
Battalion
Yes

Brigade/
Battalion
No

If No; Projected
Compliance Date

Brigade / Battalion
uIC:

Designate Bde / Bn Footprint:

Rooms identified by building / floor / wing

Identify facility management procedures: (Lead)

Inspect building condition for preventive maintenance

Establish access of Demand Maintenance Orders Website

Self-Help Program familiar with process (if established)

Grounds Maintenance Plan executed

Establish eMH Training Program:

Personnel scheduled for eMH training

Establish eMH Accounts:

eMH request submitted (minimum two per organization)

eMH request tracked

Ensure eMH accounts remain active (must log in every 30 days)

Bar-Code Barracks Furnishings:

All authorized rooms / common area Barracks Furnishings are labeled

All barracks furnishings are scanned into eMH

Barracks Furnishings Inventory Established:

100% Barracks furnishings Inventory conducted by Cdr / Representative

Barracks furnishings hand receipt signed by Cdr / Representative

Establish Key Control Program:

Keys inventoried and signed

Lockout procedures established

Key replacement procedures are established

Establish UH Physical Security Plan: (Lead)

Physical Security Plan for each barracks signed

*Place Y =Yes or N =No in the Appropriate Column. If No, Projected Compliance Date = YYYYMM
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Garrison
Initial Operating Capability (10C)
Report

Army Barracks Management Program (ABMP)
Garrison Initial Operating Capability Certification Report
Annex D

Initial Operating Capability Garrison Garrison
Task (Housing Office) Yes No

If No; Projected
Compliance Date

IMCOM DIRECTORATE:

INSTALLATION:

Designate Brigade / Battalion Footprint: (Lead)

Rooms identified by building / floor / wing

[dentify Facility Management Procedures:

Inspect building condition for preventive maintenance

Provide units access to Demand Maintenance Orders Website

Self-Help Program (if established)

Grounds Maintenance Plan executed

Establish eMH Training Program: (Lead)

Personnel scheduled for eMH training

Establish eMH Accounts:

eMH request submitted (minimum two per organization)

eMH request tracked

Ensure eMH accounts remain active (must log in every 30 days)

Bar-Code Barracks Furnishings:

All authorized rooms / common area barracks furnishings are labeled

All barracks furnishings are scanned into eMH

Barracks Furnishings Inventory Established:

100% Barracks furnishings inventory conducted by Cdr / Representative

Barracks furnishings hand receipt signed by Cdr / Representative

Establish Key Control Program:

Keys inventoried and signed

Lockout procedures established

Key replacement procedures are established

Establish Barracks Physical Security Plan:

Physical Security Plan for each barracks reviewed

*Place Y =Yes or N =No in the Appropriate Column. If No, Projected Compliance Date = YYYYMM
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Installation

Initial Operating Capability (10C)

Report

Army Barracks Management Program (ABMP)
IMCOM Directorate Initial Operating Capability Certification Report

Annex D

(List Installations Below)

Yes /No

If No; Projected
Compliance Date

*Place Y =Yes or N = No in the Appropriate Column. If No, Projected Compliance Date = YYYYMM
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ABMP Company or Equilvant
Full Operating Capability (FOC)
Report

Annex E (ABMP Full Qperating Capability) to
FRAGO 1 HQDA EXORD 068-18; Army Barracks Management Program

Company:
Unit Identification Code:

Inspect Barracks Common Areas and Report Damages

Conduct Barracks Inspections (Installation Status Report-Infrastructure Booklet 31)
Initiate and Track Demand Mantenance or Work Qrders

Perform Ground Maintenance (within 50 feet from building)

Schedule and Execute Move-In and Move-Out Room Inspections

Conduct Routine Barracks Inspections (minimum quarterly)

Appoint Key and Lock Control Custodian(s) in Writing
Inventory Key(s) (minimum semiannually)

Maintain and Review Key Control Reqgister

Sign and Post Physical Securiy Plan I

Inspect Barracks Furnishings

Scan and Bar-Code Barracks Furnishinis into eMH

Inventory Barracks Furnishings and Sign Hand Receipt(s)

Maintain Hand Reueiilisi at Housini Furnishinis Manaiemenl Office iFMOi

Maintain Active eMH Account(s)

Maintain Proficiency on Unaccompanied Housing Modules in eMH

Attend Quarterly Stakeholder Meetings

*Projected Date YYYYMM in Remarks 9 July 2019
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ABMP Brigade/Battalion or Equalivent
Full Operating Capability (FOC)
Report

Annex E (ABMP Full Operating Capability) to
FRAGO 1 HQDA EXORD 068-18: Army Barracks Management Program

Brigade / Battalion:
Unit Identification Code:

Barracks Common Areas Inspected and Report Damages
Barracks Inspections Conducted (Installation Status Report-Infrastructure Booklet 31)
Demand Maintenance Orders Initiated and Tracked

Ground Maintenance Performed Iwithin 50 feet from buildinii

Move-In and Move-Out Room Inspections Scheduled and Executed

Routine Barracks Insiectiuns Conducted iminimum iuarterlii

Key and Lock Contral Custodian(s) Appointed in Writing
Key(s) Inventoried (minimum semiannually)
Key Control Register Reviewed and Maintained

Physical Secunty Plan Signed and Posted --_

Barracks Furnishings Bar-Coded and Labeled

Barracks Furnishinis Bar-Coded in enteirise Militari Hnusini IEMH'

Barracks Furnishings Inventoried and Signed

Hand Receiitlsl Maintained at Huusini Furnishini Manﬁement DOffice IFMOI

eMH Account(s) Established
eMH Training Scheduled (minimum quarterl

Quartety Siskehoder lelings Scheduledand Conduced ||| |
Total Number of Units 0 0
* Number of Units Met FOC Yes or No; if No Projected Date YYYYMM 9 July 2019
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Garrison

Full Operating Capability (FOC)

Report

Annex E (ABMP Full Operating Capahility) to
FRAGO 1 HQDA EXORD 068-18: Army Barracks Management Program

Installation:
IMCOM Dirsctorate:

Barracks Common Areas Inspected and Report Damages

Barracks Inspections Conducted (Installation Status Report-Infrastructure Booklet 31)

Demand Maintenance Orders Initiated and Tracked

Mave-In and Mave-Out Room Inspections Scheduled and Executed

Ground Maintenance Performed iwithin a0 feet from buildinil

Key and Lock Control Custodian(s) Appeinted in Writing

Routine Barracks Insiections Conducted iminimum iuarterlii

Key(s) Inventoried (minimum semiannually)

Key Control Register Reviewed and Maintained

Physical Security Plan Signed and Posted --_

Barracks Furnishings Bar-Coded and Labeled

Barracks Furnishings Inventeried and Signed

Barracks Furnishinis Bar-Coded in enteirise Militari Housini ieMHi

eMH Account(s) Established

Hand Receiitis' Maintained at Housini Furnishini Manﬁement Office iFMO'

eMH Training Scheduled (minimum quarterl

Quarterly Stakeholder Meetings Scheduled and Conducted --_

Total Percentage of Units

* Percentage of Units Met FOC Yes or No; if No Projected Date YYYYMM
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Installation
Full Operating Capability (FOC)
Report

Annex E (ABMP Full Operating Capability) to
FRAGO 1 HQDA EXORD 068-18: Army Barracks Management Program

Installations

Percentage
of Units at
FOC

Percentage of
Units Not at
FOC

Comments for not Achieving FOC
(*include projected date)

Total Percentage

*If No, Projected Compliance Date = YYYYMM
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Bar-Code Labeling UH Furnishings
(Suggested Best Practices)

This document contains instructions for users to locate standard locations for labelina their Furnishinas.

Instructions
Locate the item you are planning to label in the table below. Quickly peel the label and place it on
the item as noted.

Item Placement Item Image Label Image

Opposite of

BED, headboard
DOUBLE end, facing

outward.

Opposite of =
BED, headboard e
SINGLE end, facing \ g

outward. o 7

Top right [ —
BED, corner of

STACKABLE | bed frame -

facing

upward
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Bar-Code Labeling UH Furnishings
(Suggested Best Practices) Continued

ltem | Placement Item Image Label Image

Back,
BOOKCASE | upper left
comner

Back,

TVSTAND | comer

CHAIR, Flat

DESK Surface
under seat
of chair
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Bar-Code Labeling UH Furnishings
(Suggested Best Practices) Continued

Item Image

Item Placement
Center of
CHAIR cross beam
undernesth
Back,
CHEST, 5 upper left
DRAWERS corner
Back,
CHEST, 6 upper left
DRAWERS corner
Back,
DESK upper left

corner
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Bar-Code Labeling UH Furnishings
(Suggested Best Practices) Continued

Item Placement Item Image Label Image

Back,
DRESSER upper left
corner

KITCHEN | Inside
upper left

CABINET | front inside
corner
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Bar-Code Labeling UH Furnishings
(Suggested Best Practices) Continued

Item Placement Item Image Label Image

LAMP Bottom

MIRROR Back, top
middle

Center of
SOFA cross beam
undernesth
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Bar-Code Labeling UH Furnishings
(Suggested Best Practices) Continued

Item Image

Item Placement
TABLE, :l';}m
COFFEE o

table
TABLE, Flat
DINING surface

under

table
TABLE, Flat surface
DINING under table
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Bar-Code Labeling UH Furnishings
(Suggested Best Practices) Continued

Item Placement Item Image Label Image

Back,
NIGHT corner

TABLE,
SQUARE

Back side, facing

TABLE, END B,
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Bar-Code Labeling UH Furnishings
(Suggested Best Practices) Continued

Item Placement Item Image Label Image

Upper left
WARDROBE | front inside
corner

ROOM TAG | Inside the
for UHM door frame
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Request enterprise Military Housing (eMH) Account

Step 1:

eMH Account Request

Welcome to eMH Account Eumt

You are now entering a secure DoD site
You are accessing a U.S. Government (USG) Information System (13) that is provided for USG authorized use only.
By using this IS (which includes any device attached 1o this I1S), you consent to the following conditions:

The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and
counterintelligence (Cl) investigations.

At any time, the USG may inspect and seize data stored on this IS. Communications using, or data stored on, this IS are

not private, are subject to routine monitoring, interception, and search, and may be disclosed or used for any USG-
authorized purpose.

This IS includes security measures (e.q., authentication and access controls) to protect USG interests--not for your
personal benefit or privacy.

Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring
of the content of privileged communications, or work product, related to personal representation or services by attorneys,
psychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential. See

User Agreement for details.
Step 1: CAC Reader

https://www.emh.housing.navy.mil
Select certificate and Click “Acce

Accept | Decline

Step 2:

eMH Account Request

s 13 b piase Comypiete M eldd Account Ry Praase note tat ek iy e st B oMyl Sorme ks, Sl #5 your name aod beanch of seeice ane su-popwbeed SOy
s e [Pkt HroeRsse within 24 Bsiness Ao e knger fior more 1wt A S AaLager £ desigmaten SRy
First Name * Sample
Middie Mame A
Lasl Name User
Ema Step 2: Fill out all fields marked with a red asterisk (*). First
Verity Fmal = Name, Last Name and Branch of Service will automatically
Commartial Work Phone * be populated with infoermation from your CAC.
Contractor ? |
Contractor Nama

Branch of Sedce | Army S
K e St [ Ao Bustan k salect your kvann
Locamon - Seect Lecaten

Pinaso assct ¢ ograe Hica Do 38 ¢ Bk I ycur pregraes afBcs 5 ot s e 15, saioct YN, e ype s
our progeam office it the proviced Seid
Frogsem Ofien - [Smr &

womer, sepeen |

O ATERS NUBS S SRRV, Y W

Dot Woubes)

e ot (P w10 I IO et WAL Mg

RGuEl BCCES 10 BNy

Euisinans Tt fs Aricra”

il ATIea, ACCESS 0 (ESe OGS reqiahes &

Additional Module{s)

Fmancn for Accass.
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Step 3:

Request enterprise Military Housing (eMH) Account
Continued

LastName = Ussr

Email* | 1451.0maii@mail.mil

Verify Email* | a5t amail@mail.mil

Commercial Work Phone Number= (5001234567

Step 3: To select your Location /
Installation, Click “Select Location.”

FIBS50 SOMOCT 3 PrOGY3M CITEE FOM IS BST DAIOW. JT YO DROGYam OICE 15 0O A e B5L. SE6eT Omerr 1)
Your program ofice in the provided Aefd.

Program Office * | Select

If Oinor, explain |

IT YOUT 30853 REGUEST IS APIYOVED, YOu Wil AUIDMACANY DE GIVEN JCCESS 10 e JOSOWING TEmult eAH moouies:

Delaull Modules)

Request access fa zddinonsl moouies oy
business 4

5. Access 1o ihese mooules requres &
et Fnhoey.

0 oW and SpECific pemiSsin f

Additional Madule(s)

Reason Tof ACCosS

Submit  Reset  Cancel

_ FOR OFFICIAL USE ONLY

‘Supporl Oice. 600-677-8503 (CONUS) | 7034362608 (OCONUS)

Step 4:

Wolcom 1o 6MH Account Roquest

eMH Account Request

obiain access to oMH, please
CAC. Raquasts are typlcaty proc

User Information

et the ol Account Reguest form below: F
o Wit 24 Dusingss hours. howewer, &

ease nots th

2k domgar for m

\pléx Sccess requests 10 b6 AAPF0ved by the SMH Systam Manager of designated authortly
First Name = Sample

Middle Name A
Last Nama * Usar

Email* |10t amaii@mail.mil
Verify Email* | 1951 omaiigamail mil

Commercial Work Phone Number + (3001234567

Location Selection

Location Selection

Please setect your Location by hoase the level of your location, then select youj from the

at Seks marked with @ red asiensk are mandatory and must be completsd. Some iolds, such 25 your name and branch of senwce are auto-populsied Fom your

cropdown and select Submit. Note: Mos! eMH users wil select ‘installation” as their L

Step 4: Select the Location Type (Installation).

Once selected, choose your specific location from the
drop down menu (based on the Branch of Service
associated with your CAC).

Headquarters
Location Type * Region

@ installaton
Installation | Select

Roset

REGUES! 3CCOSS {0 S0GIN3! OGS DY RigTgN g o 760 MOTUR N3G, A

DI TGGUGs 3
busmess “pead o Anow” and SPECc pemiEsicn rom the S System Manaper o g

o

Additional Modulo(s)

Reason for Access

w00% -
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Request enterprise Military Housing (eMH) Account
Continued

eMH Account Request

User Information

it 2 rod asterisk are mandate

5 Vour Rama a0 branch of arvice are Auts-popuiRted from your
ortly

First Name = Sample

Muddle Name A
Last Nama * User
Email* [iost emati@mattrt |
Verify Email* | tost. omail@mail.mil
Commercial Wark Phone Number+ | 5001234567
Contractor 7 [
Contractorn Nama:
Branch of Senace Ay
Gicicine Seioct Location’ buton i 010G your 08,

Location + |[Fort Drum Solact Locatior

51, setect Oinor, then type the name of

Step 5: In the Program Office drop down,
select “Unaccompanied Housing.”

i your access request is 3

|Real Estate

ISafaty

|Security
SN -~

Informaton Center
Folicy and Quidance

Step 6:

If your access request is approved, you will aufomatically be given access to the following default eMH
modules:

Enterprise Dashboard
Housing Contacts
Default Module(s) Information Center
Policy and Guidance
eMH Support and Training Tools

Default Modules

Request access to additional modules by highlighting one or more module names. Access o these
modules requires a business eed to know' and specific permission from the eMH System Manager or

designated authority.
GFOM
FHM A
Inventory Change Request (ICR) Module d d t I
iti e
Additional Module(s) T 11 Mo —  Additiona
V] Modules

Step 6: Once your account is active,
you will have access to the listed Default Reason for Access
Modules. If you require access to
additional modules (ex: FHM, UHM),
select them in the Additional Module(s)
section. To select multiple modules,
hold down the CTRL key and click each
module. If you make a mistake and an

Submit | Reset ~Cancel

incorrect module is selected, hold down
the CTRL key and click on the module to
unselect.
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Request enterprise Military Housing (eMH) Account
Continued

Step 7:

eMH Account Request

Welcome 1o eMH Account Request

Usor Information
To abisin access 1o i, plesse compiete the el Account Request form below: Fiease note that fiekis marked with 8 red asiensk are mandatoy and mus
CAC. RGGUASES 310 (PG [OCASSET W 24 BUSMGSS NGurs, NOWSHer, £ 231 1356 KAGRr 1oF (R COMPiaX JCCE5S FOgUESTS 10 D& ABPFOVER by T aMH

ompieted. Some Belds, SUch 25 Yourname and branch of SErvice are 2uto-populated from your
1 M3NZGEr Of HRSkINGT HIMOTY.

Firsi Name * Sampls
Muddle Name A
Lasi Mame * User

Email* |11 email@mai.mil

Verify Email* | o5t 0maii@mail.mil
Commercial Work Phone Number+ | 3001234567
Contractor? |-

Contractor Name
Branch of Service Ay

CHek ihe ‘Seiect Location” bution io sefct your iocation

Location = | Fort Dum Selsct Locatinn

Ploase select  program office from ihe kst Below. I your program ofice is nofin the s, selsct Cther”
e fype five marme of your propram office in the provided e

Pragram Office - Unaccompanied Housing =

 Other, expiain |

I your BCoess reqUBSt iS SPProVEd, Yo will BUIGMBNCEY B G BCCESS 10 e folkowing Sefautt SMH
mouies

Enterprize Dashboars
Housing Contacts
Detault Module{s) information Center

Policy and Guidance

M Support and Training Tools

Requost access o addiional modules by highlighting one or mans module names A
moAes requires @ business reed Ko know parmission from the e MM System Manager o
ardy.

Gesgnated autho o
GFOM
Additional Modute(s | | FH)

Reason for Access

Step 7: Once all fields are
completed. Click “Submit”

) [

* 100%

eMH Account Request

Thank You

il be notifed when a deferminafion has bean made abo

i s bee! 0er revien; ¥
3! emhsupponig@aemcorp. com.

s

I fequest. If you have questions about your req conizc the et Sup)

information you submite

Name:  Sample A User

Enait Test emai@mai.mi Step 8: You will be directed to this
CommercalWork Phone: 2001234557 page once the request has been
Branch of Service: Army Smeitted.

Location: Fort Drum

UHM, Support and Training Tools, Housing Contacts, Information Center, Enterprise Dashboard

Close
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Request enterprise Military Housing (eMH) Account
Continued

Step 9:

eMH Account Request

Welcome lo eMH Account Request

eMH Access Request in Review

Your acoess request fo ek s cuienty under review. Please confact ihe sk Support Office Office at 800-877-8505(CONUS)T05-435-2506{0CONUIS) or emed &t emhsuppori@aemenrp.com for an update on your raguest

Information pou Submittad:

Name;  Sample AUser

Emalt Testemai@mail mil Step 9: If you attempt to access eMH prior to
T — your account activation, you will be directed
Conmerel B0z the below page.

Branch of Service:  Army

Location:  Fort Drum

Moduies: UHM, Support and Training Tools, Housing Contacts, Information Center, Enterprise Dashboard

Chse

Note: You do not have access to eMH until you receive an e-mail from emhsupport@aemcorp.com stating you have received
eMH access. This is dependent on review by appropriate POCs.
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enterprise Military Housing (eMH) Access Roles

BBBSS Roles

The Emtoprise MilTary Housing (el information tochnalogy (IT) sysizm is an integrated joint-sendce (Navy, Army, LISMC, Air Forcs) enferpise system that
SUPPORE management of insalaton, reqgion, and headqURTES Waccampanied and family NOUSNG bUSINSES Drocesses thmughout the ward,

Family Housing Module (FHM)

ROLE DESCRIPTION
READ ONLY WView rights to non-Admin components
WAREHOUSE i nni o Person component and aplcatle eports
REFERRALS Full access to the Referrals component only
USER General access to all non-Admin components
MANAGER General access to all components, including Admin

Unaccompanied Housing Module (UHM)

ROLE DESCRIPTION
READ ONLY View access to non-Admin components
READ ONLY PERSON View access for the Person component
CONTRACTOR View and update Service Tasks; View access for Property

(Ammy use only)

and Fumishings components; View access to Service Log
Reports

View access to Person component and applicable reports;

WAREHOUSE Full access to Fumnishings and Service components;
Access to Fumishings Admin, except Add Warehouse
Basic access to Person and Occupancy components for

CHECK-IN Check In/Out functions
CLERK Basic access to all non-Admin components; Minor Repair

blocking ability only (in Property component)
General access to all non-Admin components; Blocking

FRONT DESK ability in Property component; Limited access to

Fumishings component

BUILDING MANAGER

General access to all non-Admin components; Access to
Fumishings Admin, except add Warehouse

MANAGER

General access to all components, including Admin

SITE POC
(Role for eMH Account Validators)

General access to all components, including Admin; View
access to Management Reports
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