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1. To ensure the beet possible living sonditions for residents of the
hachelor enlisted quarbers (BEQs) aboard the Combat Center, a partnership
ghall ke established between Lhe residents of the barracks, their unit
leadership, and the installation staff. ‘“This BEQ Instruction Manual
supplements refevence (a) and establishes standard operating procedures and
instructions for the uvkilizakion, maintenance, and management of the BEQs
aboard the Marine Alir Ground Task Force Training Command, Marine Corps Alrx
Ground Combat Center, Tweptynine Palmg, California.

2. Per reference {(a), the Agsistant (hief of Staff G-4 is regponsible for
enguring that the Commanding Geueral's policy, procedures, and guidelines for
management of the Cowmbat Center’'s BEQ: are net.

3. The refersnces and enciosure provide instructions for maintaining maximum
utilization of BEQ space and ensuring BEQs are properly waintained, ensuring
that tihe highest cquality of life is provided to the Marines and Sailors
residing in the BEQs zboard the Combab Center. Aall civilians and active-duty
and reserve Armed Forces personnel managing or residing in the BEQs aboard
the Combat Centeyr shall become familiar with and abide by the instructioms
contained in the references and enclosure (1),

4. This BEQ Instruction dManual will be reviewed annually te ensure
compliance with higher level directives.
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BEQ INSTR MANUAL

Chavter 1

CONCEPT OF OPERATIONS

1. Puxposge. This Bacheior Enlisted Quarter (BEQ) Instruction Manual is an
amplification of references (b} and {c) and provides additicnal instruction
for the management, utilization, and operation of permanent party bachelor
housing {BH)/BEQs shoard the Marine Air Ground Task Force Training Command
(MAGTETC), Marine Corps Alr Ground Combat Center (MCAGCC). The terms BEQ and
BH are used interchangeably throughout this instruction manuval.

2. Organization. BH program management aboard the Combat Center will be
centralized to the maximum =xtent possible, with the Installation Commander
responsible for the overall oversight cof the program and the Directcr, G-4
Bachelor Billeting Division {(EBD), as the housing professional assigned to
manage all facilities in which permanent party personnel are housed. Unit
Commanders and assigned BREQ Managers als¢o have responsibility in the
successful wtilization of assigned spaces and will work closely with the
Director, RBBD and Barracks Cocrdinators {BCs) to ensure compliance with the
policies contained herein and in the references and to ensure good order and
discipline is maintained in the 3BEQs &t all times.

3. Responsibilities. All personnel responsible for the management,
utilization, and operation of BH facilities sbcard the Combat Center are
rezpensible for what is outlined in the references in addition to the items
listed bhalow:

a. Unit Commanasrs

(1) Appoint, in writing Lo the B3D, an officer or staff non-
commissioned officer (SNCO} as the unit’s Billeting Cfficer responsible for
managing all asaigned billeting spaces for personnel assigned to the unit in
the pay grades -2 and below.

{2) Ensure unit procedures are established so key members of the
chain of command and assigned duty personnel visit BEQs during non-working
hours, weekends, and holidays,

(3) Develop and implement a sustained, continuous inspection program
that inwvolves lzadership at all levels, and formulate and direct BEQ
ingpection policies.

(4) Assign an officer or SNCO a5 the Responsible Officer (RO) for all
garrison property.

{5) Ensure all grounds maintenanrce located in and around their
assigned areas i3 completed,

{§) Fnsure eronsior control work is completed in their assigned areas.
For example, cleaning of trash and "blow sand" from the drainage ditches,
replacement of aroded soll henesath walks and buildings, and maintenance or
weeding of the lzndscaping wock around the buildings.

(7} Ensure edherence to the policies contained In this instruction
menual regarcing vandalicr witnin BaQs and assigned areas and develop
policies within their units to eliminate malicicus damage and to hold
perpetrators responsible for their actions.

1-1 Enclosure (1}




REQ INSTR MANDAL

. Billeting Officers

(1) Responsible for working closely with their assigned BC in
maintaining maximum utilization of BEQ spaces assigned and ensuring BEQs are
properly maintained to provide the highest quality of life (QOL) possible for
residenta.

{2) Enforce the policies and regulations established by this
instruction mannal.

{3) Appoint, in writing te the DBD, BEQ Manager(s) who shall work
closely with BCs on the assignment of BEQ spaces te unit personnei and day-
to-day operations of BED facilities. BEQ Managers must be non-commissioned
officers assigned to that unit. Additicnally, the assignment will be for not
less than 12 months and will be their primsry dety, vice a ccllateral duty.
The BBRD shall be notified, a2t a3 minimom, within one week of any new
appointuments to the position.

(4) Appoint the BEQ Manager to manage the unit’s self-help program.
Training is recquired by the Public Works Division (PWD) to ensure the USMCmax
system and service requeslt process are understood by unit personnel.

(5) Work closely with thelr assigned 3C and advise them of any
pending influx of more than ten (L0) personnel or other personnel movement,
as well as ensvre that rooms are utilized to billet only beona fide permanent
party personnel.

{6) Ensure that o)1) 3BEQ Managers attend scheduled BEQ Manager
Training snd BEQ Advisory Board Meetings to discuss QOL issues and ensure
consistent utilization of systems and enforcement of all policies and
procedures governing the barracks.

{7) Basure all 3kQ residents follow proper check-in/out procedures.

() Review and follow Appandix A for additional command duly
reguirements necessacy Lo easere the highest QOL possible for BEQ residents.

{9) Yupervise the upkeep of the Enterprise Military Housing (eMi)

c. Bachelor Enlisted (uarter Managers

{1) Work closely with the BC to ensure the upkeep of the eMH module
with current/accurate resident information at all times.

(2) Ensure the unit conducts monthly service request validations with
PWD,

(%) Smeure securiby and control of BEQ facilities.

{4) Ensure common areas are properly maintained.

(o . closely witn 8CUs to ersurs prompt submittal of all BEQ
gervice requests,

(6) ABssiszt BEQ residents with the propsr check-in/out procedures.
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d. Director, Bachelor Billeting Division

(1) Oversee the management, inspection, and utilization of the BEQs.

{(2) Provide civilian BCs, to the maximum extent possible, to be
responsible for assisting in the direct onsite management and administration
of each BEQ and shall assign each BC a sector of BEQs toc be his or her area
of responsibility.

{3) Monitor all unassigned BEQ spaces.

{4) Work closely with BCs and Unit Commanders to ensure BEQOs are
maintained at the highest Q0L for tenanis.

e. Barracks Coordinators

(1) Assist the Directcor, BBD in mainteining statistical and
historicail information rolating to the utillization and maintenance of the
BEQs=.

(2) Assist in the overall management, inspection, and administration
of the BEQs to ensure maximam wtilization of BEQ spaces and the highest QOL
is provided to BEQ residents.

{3) Pericdically review eMH data for accuracy.

{4} Coordinate with wnit representatives (Billeting Officer or BEQ
Manager) to ensure prompt submittal of service order requests intc USMCmax as
needed.

(5) Maintain active USMCmax accounts and submit service reguests for
nen-emercency maintenance requirements.

4. Cceupancy

a. Mandatory Occupancy. All single, permanent party personnel, E3 and
below, are directsd to reaside ‘n adeguate government BEQs unless authorized
by the Installation Commander to resids off-base.

b. Military Necessity, Uanit Commanders may designate personnel who are
reguired to live in BH for reasons of military necessity. Military necessity
is defined as “the billeting of a military member in a government owned or
controlled facility for nission accomplishment, contingency operations,
training, or maintenance oFf a disciplined force.”

(1} The designation of wilitary necessity must he done in writing,
and forwarded Lo the BBED.

(2) Militaxy necesslcy may not bs used te circumvent the rules
regarding geographical bachalors (GB) or to reduce housing or per-diem
allowances.

(3) Perzcnnel who are receiving Basic Allowance for Housing (BAH)
“without dependernts” and ara dirvected to reside ahoard the Combalt Center for
reascns of military necessity shall have those allowances terminated upon
occoupancy of Eil If a wilitary member is directed to reside aboard the
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Combat Center and resides in transient guarters, that individual shall
continue to receive BAH; however, they shall pay the existing service charge
for htransient billeting.

c. Occupancy Eligibility. Authorized occupants of permanent personnel

d. Male/Femala Occupancy. BEQs will be jointly occupied by male and

female personnel with the following stipulations:

(1) Personnel shall only share & rcom or bath and toilet with members
of the same sex.

(#) Due to existence of central bhath, soguad bays shall only be
assigned to perscrnnel of the same sex.

e. Family Member Occupancy. Yermanent party BH is intended for
billeting of active duty military members only. The Tnstazllation Commander
may waive this policy and allow family members to occupy BH, if space is
available, for up to 30 <days, whan reguested via the military member's chain
of command and the Director, BBD.

£, Assigoment. Only asuthorized personnel ranked E-5 and below will be
assigned to permanent party BH abcard the Combat Center. Permanent party BH
is not available for persounel ranked EG and above. The following items

apply to the azsignment of authorized persornel within the BEQs:

{1} Assignment Standard. Personnel shall be billeted in accordance
with the minincuma adequate assignment standard illustrated in reference (¢)
unless otherwise waived by the aopropriate authority. The minimum adeguate
assignment standards de not apply to GBs.

(2) Under no circumstances will personnel ranked E4-EL share a room
with personnel ranked E3 or below.

(3) Cificer/Staff Non-Commissioned Officer Quarters. The Combat
Center dees not have desigrated guarters for permanent party SNCO and Officer
personnel. Bone fide personnel in psy grades E-6 and above will receive BAH
“without dependents” to reside in the civilian community. Regquests to
receive DBAH “own right” must be made in acgordance with reference (d). If
Unit Comnanders & SHCO/Officer teo reside in government quarters due
to reasons such asz disciplinary action, a2 veguest outlining the circumstance
must be subuitted in writing o the Director, BBED.

thair full termm: however, if the service nmember requests, she will be granted
permission to side off base after their 20th week of pregnancy in
accotrdance with rai a o {a) .

feran:

(8) Geographical Bachelor Perscmnnel. 1Ia accordance with the
references, thore is ne mandats to house €Bs within the BEQs; however, GBs
may be hilleted in B8Q spases after satisfying all other reguirements for
billeting permanent party personnel ranked E5 and below. If space permits,
GBs who zre aszigned goversment guarters must have their status recorded
accurately in cMH.
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{#) A sevvice member is considered a GB if they meet ail the
criteria spacified in reference (c).

(b) B member reporting con permanent change of station or duty
under instruction orders who is reguired to pay dependent support, receiving
BAH “differential” and has no othar dependents is considered a bena fide
bachelor and is eligible for assignment to BH as a permanent party member.

(¢} If space is available, GBs may be assigned a room in the
BEQs; however, the room assigned must bz at a standard that is below the
minimum adequate assignment standard outlined in reference {(c}. If a GB
accepts a room assionment that exceeds minimum standards, the gservice member
may be reauivasd wo Lorfelt thalr BAH. In such cases, the member will be
required to sign 2 form/letter acknowledging that they have been informed of
the policies and understand the implication of acceptance of government
housing.

(d} If a GB is assigned government guarters and space is needed
for permanent party personnel E3 and below, the GB will given 2% least 72
hours notice to vacate guarters.

5. Utilization. Per reference (¢}, the target for BEQ cccupancy aboard the
Compat Center is 95 perceni. Spaces within BEQs will be assigned to tenant
commands 1n o menner thas iz wosk conducive to achieving this target
utilizaticn vate, while stilil maintaining unit integrity.

a., Tenant commende will be assigred BEQs, or portions of BEQs, that are
of the proper size and locatlon needed to support that command’s requirement
for housing permatent personnel within Lheir upit.

L. Rescurces/spaces within BEQs will bhe re-allocated when troop
strengths change. Uaits who anticipate an increase in permanent personnel
and the need for additicnal hilleting spaces, adeguate or inadequate, should
contact thair assigned B, Additional billeting or an alternate means for
accammodating the incraase wiil De provided when available.

.  The UDD and tenant comaands are prohibited from frequently moving BEQ
residents as a way of maximizing unit integrity. Moves to and from different
rooms and/or BEQs should bz limited whenevexr possible,

d., Assigning personnel at a stancdard less than the minimum adequate
assignment standards listed in reference (c) as a way of maximizing unit
integrity iz also prehibited.

6. Basic Rllowance for Fousing “Without Dependents”. Requests for
entitlement Lo BAL “without dependents” may only be approved if BH is not
available loccupancy of 5 percsnl or guoeater across the installation) or, if
available, the member gualifies as an allowable exception as listed in
Chapter .0, paragraph 74 of rafersnce {c). aquests for BAH “without
dependents” are o be sulmitted in accordaﬁce with reference {d).

7. Diversion/Conversion of Bachalor Quarters. Bachelor guarters shall not
be diveriod or used Ffor purpozes other Lhan billeting cf bena fide bachelors
without prior written approval Irom the Commanding General (CG) and/or the
Commandali of the Harins (orps (LEFP-3) .  Unit Commanders desiring to convert
billeting areas must submit written justification to the Director, BBD.
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Diversiona/conversions include, in part, changing of sleeping rooms, courtesy

roomsz, duty rooms, and recreation rocms for any purpose other than their
original intended use.
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Chapter 2

BACBELOR HOUSING MANAGEMENT

1. General. This chapter addresses the management and inspection of BH

facilities, to include the procedures taken prior to occupying and vacating
spaces within the BEQs/BH facilities.

2. Enterprise Military Housing, Unaccompanied Housing Module. In accordance
with reference {c), it is mandatory for all Marine Corps installations to
utilize eMH/Unaccompanied Housing Module {UBM} for the management of BH.
eME/UGHEM is the Combat Center’s sole means of recording occupant data,
providing asset management for items located within the BEQs, and providing
real-time data on the utilization of BEQs to Unit Commanders, the CG, and
Marine Corps Installation Comwand (MCLICOM). As such, each Unit Commander and
BEQ Manager is responsible for ensuring this module is uvsed during the check-
in and check-out process for assignment of residents to BEQ spaces/rocns.

3. Check~In/Out Procedures

a. All bona fide permanent perscrnel in pay grades E-5 and below will
check-in and check-out with their unit’s BEQ Manager. Unit BEQ Managers
shall assign personnel roows within their unit’s assigned BEQ/spaces in
accordance with this instruction manual and shall ensure BEQ resident
information ig inputted into the appropriate eMil computer system. Prior to
cocupancy, all personnel shall read and scknowledge the barracks regulations
as described in Chapter 4 of this instruction manual. Frospective BEQ
residents shall vead and sign the BEQ Check-In Sheet (Appendix B) and sign
for personal support eguipment (PSE) in theidr assigned rooms. Units shall
estaplish check-in/oul procadures and shall post these procedures for all
personnel to raad.

(1) In the case of arsas designated as common areas, personnel
designated as the RO for such areas shall be recquired tc sign for all
assigned guarters and garrison property. FPrior to this signature, a list of
all disarepancies, vo include buildings and furnishings, shall be annotated.

(2) In accordance with zaference (e}, Appendix B is the BEQ Check-In
Sheet and can be obtsined frow the Naval Forns Online web site at
https://navalforms dosumentservices.dlia.mil web/public/hotae . Use the forms tab to
access the search page, select tho keyword search bullet, and enter CC
11103713 in the ssaveh criteria field.

upon return ifrom deployuent. Lf is important the tenant commands and the BBD
maintain an open line of communication regarding all aspects affecting the
BEQs and regidents of thne BEQs, to lnciude upcoming unit deployments and/or
returns from deployment to ensure assigned spaces and areas are properly
inspected and/or arrangements for billeting spaces for incoming units are
made. The following procedures apply:

a. Unit Responzibilicies

{1} Notify the BBD 60 days prior to deployment departure date.
Departing units must provide a roster to the BBD of all Marines and Sailors
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in the Remain Behind Blement (RBE). Bvery effort shall be made to maintain
Gnit RRE in their current BEQ. Appropriate arrangements shall be made if
that cannot ke accommodatad.

(2) Conduct an initial joinit inspection between RBE SNCO in charge or
Officer in Charge (DIC) and BC no latei than 45 days prior to the unit’'s
departure.

(3) Conduct final turn-over of the BEQ upon unit’s completed
departure. The RBE SNCO in charge or GIC shall be responsible for final
turn—-over of 1he BEO to the SED.

(4) No later than 6@ days pricr to unit’s return, provide the BBD
with & room asaignment roster of all Marines and Sailors expected to return.
The roster mush be xoom asSLQHment by name, rank, status {bona fide or GB) ,
and estimated date of arrival by wave.

{5) No latez than ten (10} days prior to the unit’s return, the unit
representative mast conduct final coordination with the BC in order to
provide updates and addressz any questions or concerns regarding the unit’s
arrival. It is the unit representative’s responsibility to keep the BC
informed of any changes that ccour pricr to the unit's return.

b. Barracks Coordinator Responsibilities

(1) Durong the indtial Joint inspection, no later than 45 days prior
to the unit’= depmlture, the BOC wil1 accompany the RBE SNCO in charge ox OIC
to complete sn inventory of all BEQ asselbs, garrison property, furniture,
fizxtures, and aguipment.

(2) Conduct initial joirnt inspection hetween unit representative and
BC no later than 45 days prior to unit’s return. The assigned/required
spaces within the BEQ (s} shall be +urnod-ovar to the unit at this time, to
include the issuance of master keys for assigned spaces.

(3) Assist in updating eMH with room assignments in accordance with
the unitfs by nane room roster (submitted 30 days prior to return} .
¥

(4) Prepare chack-in forms and assist with generating key cards in
accordance with room as 1gnm9nt° recordaed in eMH.

(5) Le present during every wave of the unit’s departure and return.
J Y 1%

a. The Combat Center’s Jommand Inspector General Divisien shall schedule
BEQ inspections for units in accordance with reference (f). The Automated
Inspection Reporbing dyztem (RLR3I) checklist, is provided as a tool for units
to conduct “in-house” inspeciions ln preparaticn for official inspections.
The checklist can be downloaded at
http://www«hqmc,marines.miifigmchesources/FunctionalAreaChecklists.aspx.

b. 1in order to ensure che highsst QOL and thal good order and discipline
are maintained in the BAQs, Unii Comacndaxs are responsible for developing a
ustained, continuous inspection proygram that involves leadership at &ll
levels and wvizits during nocmal working hours and non-working hours. At a
minimum, company level inspecticns shall be conducted weekly; battalion and
squadron level inzspactions shsll be condacted monthly.
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¢. BEQ Managers are responsible for cenducting inspections in accordance
with reference {g), to include weekly inspections of all vacant BEQ rooms and
conducting systematic inspections nf occupied rooms, ensguring that all rooms
have been inspected at least once pex month. TInspection results shall be
provided to the hirsctor, BED via the tenant unit’s chain of command.

d. In order to ensure standards of oleanliness, fire, safety, and other
regulations are sdbered Lo, perzonnel from other installation divisions (PWD,
Fire Department, etc.) will eonduct random inspections of gquarters.

e. The Director, BaD, and BCs shall conduct periodic inspecticns of BEQ
spaces and faci

1ities for QOL issues, nmalintenance coaditions, and other
problens related te fhe BEQS. The BC assicned to each sector of BEQs shall
conduct daily spot insp=ocla and report major discrepancies or vandalism to
the Director, BSD, Unit ' sy, and if applicakle, the Provost Marshal's
Office (PMO), PWD, and the Combab Center Tire Department.

£, ALl discrepancies found are to bo reported to the appropriate
division for action in zccordence with paragraph 13 of this chapter.

6. Security. To ensure security and ccntrol of BEQ facilities, the BEQ
Manager will ensure that tChe Officer of the Day (C0OD)/duby nen-commissioned
(DNCO) is provided with a current by nane/room roster daily. The COD/DHCO
shall ensure Any persoen requesting access o a BEQ room is listed on the by
name/room raster prior to granting entry. Any other personnel requiring
acaess to BLQ F;u’li?ies must have propner credentials and juSLlflPaflOD for
entry (i.e. HEY Mansger, 20, PWD [Lo revair or service equl ipment/facilityl,
ete. ).

keesping. Rooms and common areas within and around
the BEQs will be kept o ard orderly. consistent with the high standards
of cleanliness expecied of all Marines. Unit Commanders shall formulate
policies requiring woekly 7ield days Lake place in order Lo ensure
appropriate standards are maintained in all BEQ areas. When units share
common areas, theilr policies shall be anordinated between the units concerned
to ensure arezsz are adequataly sleaned and maintained at all times.

7. Mandatory RoulLins

8. he administration, management, and dis stribution of
expunddb]u cleaning gear, etc.) ave the responsibility of the
unit.

Orit= shall =stablish procedures to control the
csumnee, sad survey of linen through the Center Logistics

9. Lisen and I

purchase,
Division (ICLid}).

a. Units shzll ensure adequate PSE is in each BRQ space prior to
assignment of ihe resident. The uinlit representative or BEQ Manager and the
unit’a assigned BC will coardinats thh LD for the repair or replacement of
PSE when missing or unservicezblie.

h. BREQ re | ghall bhe iszsued linen frowm the unit and shall bhe
esponsible for PSE in their living spaces; units shall be responsible for
all PSE in the common areas {recyeation roons, laundry rooms etc.) upon
checking intoc Juacters.

10. TLaundry Fagilities. Lavndry facilities are located throughout the BEQs
and sguad bays f£or use by rvesideats only. Ensuring the serviceability,
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cleanlinesz, and availability of facilities is a unit respo sibility.
Units/Menbers may call CLD at (760)830-63%54 to report any gervices required
to the Jlaundry facilities. B unit representative or BC should be made aware
of any recuests that are submitted to CLD ©o ensure repalrs are made in a
timely manner.

11, Stors Fxcess personal household affects that cannot be used or
stored in ]ﬂdiVlﬂUol rooms may be stored in areas designated by the unit or
in arsas assigned by the Distribution Management Office if the unit does not
have gsufficient storage space.

12. Abandoned Property. Propsrty abandoned in assigned billeting facilities
shall he controlied and maintained by the unit's Supply Officer or designated
representative. Property abandoned in swing spaces (i.e. squad bay) shall be
controlled py BRI and disposed of in accordance with existing regulations.

13, Keys. Bach unit shall estaplish a system for key ccntrol as outlined in
reference (o) and in accordance with reference (g). Units may be held
financially responsible for the rexeying/reprogramming of locks due to
lost/stolen keys.

a. Resldent Hard Keys. Personnel are not authorized to duplicate
government issued hard keys., PWD is the only organization authorized to
duplicate hard xeys aboard the Combat Center. Units shall request duplicate
keys Lrom PWD. BBD shzll be notified of all service requests for duplicate
keys. BCs skall work with unit representatives and PWD to ensure proper key

control and scoountability is establishaed.
. Resi Prior to a new or duplicate key card being made

for a BEQ x ridual’s information will be inputted or verified
in eMd. ALL ”&y Wil bo wade by appropriate personnel in building 1455,

¢. Master Keys (Hard Keys and Key Cards). Particular care must be taken
to seeoure access to mazter keys, Loss of a master key or program key card
must he reported to the Unit Commander, PMO, PWD, and BBD BC via the BEQ

Manager resporsible for thac 3REQ.

d. Lockouts. For' security measurss and key control, resident
informatbion wusc ne verified against what is recorded in eMH prior to being
admitted to their room. REQ residents who lock themselwves out of their rooms
shall be ragiired to show their military identification card to the BEQ
Manager, DHCO, or nands 690

e. Loqt . Keys. Lost keys shall be reported to the BEQ Manager, command
representative, or BC. FResidents may be charged a key duplication fee.

14. Maintensnce of Bachelor Heousing Facilities. In accordance with
referance (g), BEQ maintenznce service requests must be svbmitted promptly.
For all general waintenance items, service requests shall be classified with
the work type of Corseciive Maintenauncs (CM), reguiring a response by PWD
within 30 dayes.

a. s. Residents are responsible for the
conditl ¢ thel 1 qnvcrnmcnt quarre:s, including all government
furnishings. Unseaiovs Lceablie property as a result of normal wear and tear
shall be reportec to the BEQ Manager. Ths BEQ Manager shall make

arrangements with the assigned BC for repair or replacement by CLD.

Z2-4 Enclosure (1)




BEQ IWSTR MANUAL

b. Reporting. Wainteunance of an emergency pature shall immediately be
reported to the PWD Troubla Desk at {760)830~6271. All other discrepancies
feund in BHA facilities must be ceported to the unit BEQ Manager for action.
The unit’z B Manager ahall act on all maintenance proolems by either self—
help repairs, cocrdinating efforts through the BC who will then submit all
service requasts Through USHMCmax to PWD, or contacting CLD via the unit’s
assigned BC, whichever method is appropriate in accordance with the below.

(1) All discrepancies related t¢ the structure of the BEQ should be
submitted in the form of a service reguest to PWD via the BC.

{2) All discrepancies found regarding the furniture and fixtures of
the BEQ should be Fforwarded to CLD, wia the assigned BC for action. For
furniture and fixltures within BREQ comwon areas, the appointed RO for such
items must conrdinate with the anit BEQ Manager, BC, and CLD for appropriate
repair or roplacsment.

(3} A progressive self -help program shall be maintained by each unit
to identify, repalr, regue repair, snd follow-up on repair proijects.
*gelf-help” is work which any prudent: homeowner possessing & minimum set of
tools couid zocomplish. Tools and self-belp materials are the responsibility
of the unil. &scountakbility, care, and cleaning shall be exercised in their
use. It is emphasized thai self-help meintenance is not authcrization for
minor constructicn or modification of BEQs. A unif tocl kit should be
maintained by the unib to operate the seli-help maintenance program. BEQ
Managers may lecome famiiler wich self-zelp requirements by cocrdinating with
the RBCs prior Lo contact i

41
ne sa2if-helw shop at {(760)830-7338,

NN

i

14)
regolved usiikg the unit’'s ]
form of a servico zedquesit o PWD,

3,

e discrepancies that cannct be
C itens must be submitted in the

c. Repairs. PUD and B3D pesrsonnel are authorizad entrance intc all
areas of the BzQs in order to cowplefe nacessary repairs and/or inspections,
BEBD and PWD pervscnnel shall ¢heck in awd cut with the unit’s BEQ Manager, S-4
office or DHNCO unit representative, and sball be escorted by a unit
representative whien entering cceapied 1iving guarters.

d. Maintenance Stand-Downg. Upon a uanit vacating a BEQ, necessary
inspections are conducted, resulbing in an influx of service requests for BEQ
maintenance discrepanciss requiring actlion by PWD. PWD shall conduct a
complete malitensice stard dowm of BE0: daring non-occupancy. A maintenance
stand down consists of complefte inspection and repair of all discrepancies,
as appropriate, BBD will provide PWD with a minimum of fourlteasn day notice
when regquaesting mainiensncs staad-down support. Thiz notice will be provided
by submitting a service regusst In UsMC
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Chapter 3

LOSS, DAMAGE, OR DESTRUGTION OF GOVERNMENT PROPERTY

1. Scope. The instruction applies to all military\depactment of defense
personnel residing in BEQs sheard the MAGTFTC, MCAGCC, and any other quarters
or facilities supporied by the BBD.

2. Policy. Units with personnel billeted within agsigned BEQs aboard the
Combat Center will be responsible foo rouline housekesping, and the reporting
of items in need of repair or replacement to the BBD. The assigned unit will
be lisble fov the replacement or repair cost of any loss of or damage to
government property caused Oy abuse, negligence, or willful misconduct.

Units may alsc be liable fox the cost of cleaning reguired due tc failure to
clean the assigned goverrgpent guarters to & satisfactory level upon
termination of assignment.

3. Responsibilities. The parsonnel /divisions listed below are responsible
for the followinyg items regarding loss, damage, oOF destruction of government
properity:

a. Assistant Chief of 3Sgaff, G-d

(1} Endorsirng BBD inspections and requests For re-appropriaticn of
unit funds.

(2} Epsuring units ave haid liamle for the loss, damage, or
destraction of governmant property based on the documentation provided.

(3} Reviewing aad ensucing that all investigations conducted are in
accordance with ali applicahble Orders and regulations.

b. Occupants

(1) rerforming routine maintenance/minor self-help-type repalrs as
described in refersnoe () and general nonsekeeping of quarters and comuon
] et
areas.

(2] Froeuring government property remains in the same conditicn as
when recelved. Ordinavy wear and tear as described in reference (c) is
acceptable.

(3) At the first sonable opportunity, report any loss, damage, Or
destruction of government property to the BEQ Manager and/oxr BC, as
appropriate. I% a ¢rime is suspected, or the cause 1s unknown, contact PMO
immediately.

{4) Rach prospective occupant of government guarters will be
informed, in writing, of his or her responsibility and 1lisbility at the time
of assuming occupancy, and whenever applicable. Coincidental with the
transfer and &c stody of 450 property, the occupant will
acknowledye nis oz her responsibility and Tiability in writing, and an
agrecment will bs executed stating the identity, location and condition of
government property.

bence oF
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c. Bachelor Billeting Division

(1) Ceoordinating the replacement or repalir of worn oOr broken
furniture.

12) Reporting maintenance issuss and monitoring the status of all
service requests.

(3} Ensuring records of all BRQ check-ins and check-outs are
maintained and establishing a haseline for the condition of government

properity.

{4) Ini ving tha process for re-aporopriation of unit funds for all
lost, damaged, ov destroyad government property via the installaticn
coaptroller, -9,

(5) Ceordinating with CLD for the replacement of lost, damaged or
destroyed government property.

(6) Working closaly with PWD to ensuce timely repalr of any damage to
facilities.

d. Upit Commander

(1} urmmoring Lhe proper ¢, up keeo, and police of all assigned

facilities.

(2) Ensuring all maintenance lssues are reported and +hat status of
all service requests are monitored.

{3) Reimbursing the appropriate division for the loss, damage, Or
destruction of government property.

{4) Conducting an investigation in accordance with applicable
reqgquiationg pertaining to tae logs, deawages, ox destruction of government

property.

!5} When deemed necessaly, taking sppropriate acticn to hold
individval {s) liable for abuse, negligence, or willful misconduct resulting
in the loss, damage, oI destruction of government property.

{6) Reviewing all appeals, and forwarding those not granted to the
appropriate major claimant for final action.

4. ZInspection. During toutine inspections, annual inspectlons, or at the
termination of assignment bo guarters, the condition of all assigned
goveriment property will be asseszsed, and any losses 0T damages that are
considered beyond normal weatx and tear will be identified and reported.

5. Fipancial Liability 1nvestigation

a. Initistion

(1) Upon discovery of loss, damage, or destructicn of government
property or when cleaning is necessary due Lo an occupant’s failure to
adecuately clean assigned room upon vermination of quarters, the BC will

verbally notify and submit approgoriate documentation te the Director, BBD.
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(2} The BED will then coordinate with the appropriate division for
the computation of costs associated with the loss, damage, or destruction of
government propsrty. Bn invoice will be generated.

{3} The Director, B8BD will then generste a letter vequesting transfer
of unit funds in order te reimburse the approprizte division for replacement
and/or repair of government property. The letier will then be forwarded to
the Asaistanl Chief cof 8taff {AC/3), G-4 for signature. The letter will
include the invoice and anv appropriate information regarding the identified
loss, damage, or desbtruction of property.

{4) Upon review of the letter and its enclosed documentation, the
AC/S, G-¢ will sign and forward the iletter to the AC/S, G-8 via the Unit S-4
Officer, Unit Supply Officer, and Unit Commander.

(5} The Unit will have ten {10} days from the date of the letter to
dispute any crarges. Any disputes west he made in writing to the AC/S, G-4
via the Director, BBD. If undisputed, the g-4 Officer, Supply Cfficer, and
Unit Commander shell endorss the invoice, approving the transfer of funds,
and forward oo the AC/S, G-8 Lor processing. :

. Conputar

(1) scilitlies or Grounds. Upon discovery of loss, damadge, Or
destruction of government propsrty within assigned facilities, and/or
grouads, the BBE will submiz a service request to PWD for evaluation and
determination of responsibilityv, cost of repairs, and any octher associated
costs.

(2) purnishings. Ia the case of loss, demage, or destruction of
furniture and furnishings, bhe cost to he invoiced will he the cost to
replace the iten(s; as detemmined by CLD and based on the market value of the
same or comparahle item.

(3) Quarters Cleaning. The amount to be inveoiced will be the cost
associated with cleaning services to he provided as determined by the BBD.

c. Unit Investigation. The upit iz highly encouraged to conduct unit
level investigations in attenpt to hold individual(s) responsible for abuse,
negligence, or willful iscondiact resulting in the less, damage, of
destruction of gocvernment properliy.

{1y if the unit decld Fo initiate an investigation, the BED will
provide the unit with supporting documentation upon regusst.

{2y It is recommenced that rhe unit consult their Staff Judge
Advocate before initiating the investigation process.

b

T

{3} Megll Tf thers is evidence of negligence, willful
misconduct, or al s rollowing appli=s to wnil conducted financial
liability investigstions. 7Whis dees not limit the responsibilities of the
Lnit that are listed in pavagrapn 2 of his chapter:

{a) When the proximabe cause of the loss,; damage, o destruction
is determined to be gross negligence, wolliul misconduct, or abuse, the
financial liapllity of the respoasibls individuzl(s) is the total amount of
the loss, damage, or destruction,
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(b) Where gimple negligence is determined to he the proximate
cause of the losz, damage, or destruction, to include when quarters are not
cleaned satisfactorily, the financial liability of the responsible
individual (s} Lis linited to an amount egval ©To one month’s hasic pay at the
time of the loss, or the actual loss or cost {as defined in computaticon of
cost), whichever is less. 'The lesser amouni will be entered as & recommended
charge when aimpls negligence is evident. To prevent undue hardship on the
service membar, the indivicdunal may reguast for approval of paymnents to be
paid in installwents.

o
o
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Chapter 4
BARRACKS REGULATTIONS

1. General. This chapter addresses the administration, regulations, and

other responsibilities for the management and control of BEQs assigned to
units.

2. Responsibility. The occupants of BEOs are responsible for the care and

upkeep of their guarters and to follow vhe regulations contained in this
instruction manuat and referenca (c}.

3. Resident Information, To ensure Thzt resident information is kept up to

date in eMH at all times and to epsure appropriate accountability of
residents occupying the BEQs, residents shall keep the unit’s BEQ Manager
infermed of the following:

a. Change of rank,
b. Change of macital status (marriage, divorce, separation).

c. Termination or initiatlion of BAd “own right” or quarters allowances
at the "with dependent” rate.

d. All maintensnce requivements or problems.
e. Intent to wacate asslgned guarters fminimm seven (7) days prior}.
F. periods of absence from the BEQ for more than five {5} working days.

¢. Transfers or reassignmnents (minimum 14 days prior).

. won Bssigruments. Residents ars prohibited from changing room
assignments without approval from the individual’s chain of command. If
approved, room assignment change must be reported Lo the BEQ Manager and
updated appropriately in eMi. ndditionally, unassigned rooms or beds shall
not be used by residents oo guaets.

k. Alcohglic Bavercges. Congumption of alcoholic beverages aboard the

Combat Center must be consistent with the cverriding need for military
readiness, discipline, and cowaunity safety.

(1) Only those individuals of legal drinking age are permitted to
possess and consume alcoholic heverages within the BEQs. Unless the
ITnstallation Comaander has provided specific approval for a different age,
the minimum drinking age for all Marines is 21 years of age.

5

{2y BuQ residents stall be permitted to possess amounts of alcoholic
beverages to allow for zensible personal consumption only. It is the duty of
the residents, legally possessing alcohol, to ensure that no underage
personnel consune alcohal.

¢. TDets/Animals. Pets and any domestlc or wild animals are prohibited
in BEQ facllities unless the pet is a certified service dog. The provisions
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for certified service dogs to reside in BEQs are listed in reference {c).
Fumigaticon and sanitation fees may be assessed if an unauthorized pet/animal
is found in BEQ facilities.

d. Sexual Activity. Pexr reference (c), sexual activity is prchibited in
the BEOs and is punishable under the Uns. formed Code of Military Justice, as
appropriate.

e. Fire Safety Equipment. vire safety equipment to include fire
bills/warning signs will not be tamperad with, removed, or otherwise handled
in a manner thabt hinders thelir operation.

f. Prohibited Ttems. Tae Following items are prohibited in the BEQs:

(1) Explosive mataerials.

{2} Hazardous chemicals or materials that pose a health risk,
including any chemicals that, when mixad, could be hazardous or present a
danger to residents.

(3) Candles, incsnse, cil lamps, scented plug-ins, lanterns, grills,
or any device capable of producing an ogen ox enclosed/contained flame ox
odor.

(4} Combustible itcmz such as gasoline, Coleman fuel, or other
flammable and toxic fluids ar gases are not permitted within BEQs except as
required by maintenance personnel and approved by the Combat Center Fire
Department’s Five pPrevention Office.

(5) Controlled subs-ances other than prescribed by competent medical
authority.

217 BEQ facilities. This includes
es or any device that simulates smoking.
eas only.

{6) Smoking is pronibited in
electronic devices such as e-cigarett
Smoking is permitted in designated ax

Cfy ALl cooking appoiancss, uniasz otherwise listed in paragraph 4 of
this chaptsr, are prohibited 10 BEQ rooms. This iacludes, but is not timited
te, hot plates, electric girills, alectiic fry pans, slow cooker, rice cocker,
and any other appliances with an exposed electrical colil.

{83 Weapons, ammnition, oOr explosives are not aunthorized in BEQs.
Weapons shall be registered with PMO and stored in the unit armory. BRny
weapons, ammonition, oT explosives found in the BEQs shall be confiscated if
Found. PHO shall ke called prior to “he aonfiscation of such items.

g. Attire. While in quarters or coumon areas, residents can wear
comfortable attire; however, rasidents wust be considerate of staff members,
visitors, and nembers of the cpposite neR; pecially during working and
vigitation nours. Bare Zeet, revasling bathing suits or tank tops, mutilated
clothning, bare torzsos, snd soiled or sweaty athletic attire are not allowed
in common areas and common lounges. Dreszing or undressing in view of open
windows or doors is also prechibited. Windows facing thorcughfares or othexr
buildings shall nave blinds oI curtains closaed when residents are changing
clothes.

a3
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ud Music. Stereos, radios, and televisions should not be
heard outbldv a Lgalden{’% BEQ room. karphones shounld be used between 2200
hours an< 0800 hours.

i. Parking and Bicycle Storage. Vehicle parking and bicycle racks are
provided for BEQ residents, Residents are responsible for securing items to
prevent theft ox misuse. Bicycles shall not he stered in BEQ rooms,
stairwells, passageways, walkways, or in areas where bicycles shall block
fire exits. Parking on 1dnd°0apod or rocked areas is prohibited. Vehicles
shall ba removed at owner’s expense.  LONg term parking of boats, trailers,
and recreational vehicles ig not authorirzed. Storage of vehicles or hicycles
in BEQ parking lots or bﬁﬂygLe racks while on deployment i not authorized
and could rasult in remowv to off-basc facilities at the owner's expense.
Boats, perscnal walercrari n+f—rmdd vericles, trailers, and recreational
vehicles will be parked in the appropriate storage fagility cocordinated by
Marine Corps Community Services at 830-6573.

j. Pazties Social getharings or parties shall be limited to lounges
and patio areas The senior BEQ resident present is responsible for securing
and cleaning ithe area whean finished,

in Quarters. BEQ rasidents with other than normal

distnrbed un.e suspected of violating BEQ or

k. Day Bleepers/Sick
working ho shall not b
other regulations. Verificartion of otner than normal working hours must be
provided te he BEQ Mansge From ths s i tery membper’s work section. Day
sleepers shall be provided an appropric door sign which must be posted to
avoid being disturbed. Pe onnel who are sick in guarters (8I0) nust post
their 870 chit to zveid being disturbed.

1. Auto Repalr and Washing. Occupants of BEQs shall not perform vehicle
maintenance in parking lots or on the grounds surrounding the BEQ. Storage
of automotive parts in BIG vooms 1s not avthorized.

m. Energy Censervaftion. IF ig epch resident’s responsibility to reduce
energy conaunption. Residents should turn off and unplug all electrical
items while net in use, donrs and windows closed in hested or air-
conditioned & turn o % all lighis and fans, aspecially in the bathroom,
when not in use, and report atl hobt or cold water leaks immediately fo unit
BEQ management.

o

n., Fire Safety. In order to prevent potential fires, residents must
ensure thait!

1) Elesctrical outlets do nou have more than the allotted number of
applianaea directly plugged in at any one time., Extensicn cords or adaptors
are not authorized to incrsase the numbsar 0f nutlets. The conly authorized
exltensicns ars surge protectors,

(2] : producing appliancss {ivons, stc.) are unplugged immediately
after use. A.low them te cool Li e sals place.

t3) Only Underwcitens Laboratories (UL) approved electrical
appliances ares ua

{4) A1l vesidents are alert to Fire hazards and report potential
hazards to the S0 Manager, BC, DHCO, or the 00D for action.
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©. Roof Areas. Rool areas and wtility chases are off limits to all BEQ
residentsa.

p. Windows. Removal or loosening of screens or window panss is
prohibited. No one i5 authorized to galn access to rOOMS Or lounges through
a window. Windows shall he locked when no cne ig in the room. Windows must

remain unobstructed by items for fire and safety reasons.

q. Seow tﬁLOEWEEEEEQﬂiwgﬁéﬁgﬁﬁiQEﬁ- BEQ residents are the best
deterrent to thefil and crime in BEQ Ffacilities., BEQ razidents are advised to
keep wvaluables secured and doors and windows locked. BAny thefts and/ox
suspicious activity should bhe reported to PMO, the unit’s RBEQ Manager, DNCO,

and sector BO.

o

5. Guesis. Anyone who is not a resident of particular BEQ is a guest to
the BEQG, exzceapt personﬁel on official pbusiness (i.e. unit leadership, BBD
personnel, maintenance workers, &te.). Cuests are permitted in BECs,
provided thay do not interfere with good orders and discipline, or
inconvenlence other assigned residents,

a. Visd 1 B ras
during nor waking hours, 0820-

0800-2400 hours Friday Zatuvrday.

e parmitted to host guests
. Sunday through Thursday, and

b. Visitoxr RKuies

(1} If wooms have two or more residents, the objection of any
assigned resident of the BRQ moow to such visits takes precedence. In such
cases, the guest will be reguired to laave .

17y Guests must be signed in and out with the DNCO.
%) Guest: must be arcompanied by their escort, the BE(Q resident they

are visiting, at all times. Guaests shell naver be left alone in a BEQ room,
BEQ building. or on BEQ preuises znd will not occupy BEQ rooms overnight.

143 Hosts are responsible for the behavior of the guest and must
provide compensation for any damages to governwent property caused by their

guesks.

{5) Cavillan gussts vinder the age of 18 nust be escorted by an adult
member of their lwmediats Family or legal guacdian. 1f the BEQ resident

I =3 =
qualifies in one of thes:s wqoriesz, they may act as the escort.

[

¥

(6} Uzz of clubs and x ional facilities is encouraged for
entercaining guests in 2 ooclal selting.

6. Furnisbings, Fquipment, and Room Décor

a. Remnoval of Government Furnishings. Government provided furnishings
will not be removed from thelw designatad aveas without prior approval of the

BED. lequests Lo do 8C musi DI gubmitted ia wriking.

b, Perscnally Gwned Appliances. FPar reference (), appliances such as
microwave ovens, olenders, and coffee makers are permitted in the BEQs only
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if the electrical system iz sufficient To handle the electrical load. All
appliances must comply with installation fire/safety regulaitions and
guidelines.

c. Room Décor. Rooms shall be kept: in a neat, clean, and orderly
manner. Décor policy is left to the Unit Commander, but care must be taken
to ensure walls are not damaged by decoraticns. ALl pesters, pictures, and
other wall hangings must be hung in & non- ~destructive, orderly, and neat
manner. Paraphernalia from any organization that promotes supremacist
causes; attempts to create illegal discrimination based on race, creed,
color, sex, religion, or national origin; advocates the use of force or
violence: or otherwise angages 1n efforts to deprive individuals of their

civil rights i3 prohibited. The display of parasphernalia that advocates
illegal drug usze and the display of porncyrashic material is also prohibited.
This includes Y—rated video films and perscnal pictures exhibiting nude sex

acls or sceneas.

d. Installation of Phone, Television, or Internet Service. Cable
televizion, phone, and 1in oot services are provided within BEQs.
Installation o 'lcornah€ phuuu, television, or internet sexvices that
requires alteraticn to BRQ facl lities reouwires written approval from the BBD
and PWD.

7. Cleaniine

2. BEQ Roomws
respons 1b111wv of
jointly responsible

Aliness of sach room and bathroom is the
sident. Raesidents with a shared bathroom are

W

b. Compion Aveas. Comuon use areas muist be free of debris and the floor

cleaned and vacuumed if nes Trasn cans must be ewmptied and cleaned
and a trash bag be platud within i racgeptacle. Walls shall be cleaned

and washed down if necessavy. Furniture shall be dust free. Windows shall
be cleaned and drapes free of dust.

c. Barbegue Grills. Personnel using barbecue grills must clean them
after each use, Gispose of trash properly, and, if applicable, extinguish the

charcoal Uﬁﬂpj tely befors leaving the ares. Rarbecue grills must be at
least 50 fee: [rom any biilding or combushible material when in use.

d. Food. ¥Food shall bs kept in re
containers much as cookis hing op plag

frigerators or in tightly sealed
2 storage containers.

€. Teceptacles for cecycling have been provided in designated
areas thyd BEOQs. Lo net lsave garbage in passageways, laundry rooms,
or lounge avess. Trash in government dumpsters is considered government
property. Personnel climbing in dumpsters constitutes a safety hazard and
should be reporbed o PMO. Removing items from a dumpster is not authorized,

nGhGLT

£f. Recyzling. Recyaling bios ace loczted In each BEQ complex. All BEQ
residents are veguired oo use ths recyciing bins. Items disposed of in
governmenlt dumpsters are considered government property. Personnel climbing
in dumpsters constitutes a safely hazard and should be reported to FMO.
Removing itmus Erom a dunpster is not auinozized,
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APPENDIX A
Command Duty/lntexior.ﬁuard
1. Commonders

a. Unit Comunanders and leaders of 211 ranks shall ensure the best
quality of life (OONL) iz vrovided by enfcrcing standards in the area of good
order and discipline in their bachelor enlisted quarters (BEQ), and by
ensuring that living quarters and other BEQ sreas are safe, clean, well
maintained, and attractive. It i1s the Unit Commander’'s responsibility to
ensure that BEQs foster an stmosphesre conducive to the professional
development of owvr military wembers and reflect ovr core values,

b, Unit Commanders shall cowmply with tThe:

L.-]

g objectives by:

(1) ¥isiting BEOs during off-duty hours to supervise and mentor their
subordinates.

{2) Formulating an aggressive wrogram of inspections that enforce
high militery standards and a proactive duty/interior guard program that

o
handlez i

vy Lefore they escalate into probhisms.

2, Interior Gnard. Ensuring tha highest Q0L in the BEQs means providing the
best Lllledlng conditions for military menbers, Duty persconnel must maintain
a visible presance and be aware of procedurss that ensure timely intervention
in cases whers good ord and discipline arve breached. This is particularly
critical during weekends, holidays, and when the majority of the command is
deployed or ining awsy from tha BEQ.  Commanders shall develop specific
instructions (General and Special Orders) for the Interior Guard Program;
however, at a minimum, these directives shall include specific instructions
for the following intericr oguerd/duly

NGRS §
a. Qfricer oi the Duas

(1) Is5 & conmissioned officers. warrant officers or staff non-
commissioned off

e,
{2) Serves as the direzci recressntabtive of the Unit Commander.

{3} s properly tralned to stand Officer of the Day duties

(1) Guides, mentors, and supervises the subordinate members of the
interior guard cr duty bor in the zxesution of their duties.

(5] ¥Fregquently luospects BEQs to easurs all policlies, especially
alcohol and vizitor policies, are enforced.

b.  Duiy Mon-Commissicned Cfficer. The duty non-commissioned officer
{DNCU)} fills an iwportant role in QOL issues. The DNCO takes charge of the
assigned opost and coasistently onforeces siandards in order to maintain high
levels of professionalism, good order, and discipline in The BEQs. The BEQs
do not belong to bhe re they nelong to the Commandant who has
entrusted nongconmissioped officers through Unit Commanders, to lead and
develop the wdlitary memicrs who Live thsce,  The DNCO shali at a minimum:

4
DL

(1) Be a non-commissioned officer

o
!
—
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(2} Maintain good order and discipline in BEQs by enforcing
regulations.
(3) Freguently tour ths BEQs and resolve minor issues.

{4} Ensure that ail visitors are checked in and out of the BEQs,
informed of estabklished rules, and provided proper identification.

{(5) Maintain a roster of BEQ residents (to be provided by the
conmaanc) .

{(6) Annotate resuits of inspections conducted during the assigned
tour of duly.

{7} Ensure key contxol procedures are followed {to be provided by the
command} .

3. Duty Assighwents. Unit Commanders shall ensure that non-commissioned
officers shars the duty and sach BEQ has an assigned DNCO during non-werking
hours.
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APPENDIX B

BEQ Check-In Sheet (Sample)

rweratynm_e Pa!m.s MGA&:C(‘

_¢0 330 664/.‘ 76&830-058

ACCOUNT ARRIYAL DAYE EST BEPT GATE SVIARUC

NalAE

SR GENbER T REOMTTEE B DING ELODR 7 VARG ROOM 7 BED

DUTY STATION CRLL PHDNE PAY GRADE PERSGN TYPE CLERK

DEPARTMENT Privacy Ast Statement: This information is requested to provide lodging accommadations
_ L and will bucoma & pervanen. part of tie Registration Log. The information may he used by

ADDRESS

management and other Depariment of the Navy officials in the performance of their duties and
wilk be used to maintain accourdability for property issued to residerts and guests. Praviding
this information is voluntary; howeves, failure fo provide required information, may result in loss

CITY, STATE 2IF

of entilement to lodging. Anthority to request this information is derived from & UST 5523 and
tieparimantal Regulations.

-
RUG PHOME #

House Rules: This informeadion is requested to provide lodging accommodations and wi
become a permanent part of the registration log. The inforimation may be used by management

DUTY SEATION PHOHE &

end other Department of the Mavy officials in the parformance of their dutise and will bs used o
"malntain acceuntabiity for property issued to residants and guests. Providing this information

FERSON £-12858

tis voluntary; however, failurs to proved required information, may resultin Joss of enfitfernent
;m ledging. Authority to reguest this information s derived from 5 USBC 552a and Departmental

ROOM PHONE #

T E\U
0% ALy Y,

—; Ragulaticns. House Rules: Wiih the exception of guide dogs and military working dos, no
fanimals or pets are allowzd in any BH facility in accordance with NAVMED P-5016-2. Sroking
i anthorized in designeled sreas in accordance with SECNAVINST 100,138 Financial
Lianiity: ) arslerstand thet | am linbla for sny charges incured during ny stay of any lossf
Ldantage caused by myself or vy guesi(s). | heisby authorize & charge to my credit card (an file}
{or pay any checkage for sinencial fiabilites incurad, Additionally, | understand that unauthorized
sremwval or destruction of #amge Is cause for prosecution under the Uniform Code of Military
$dustice or Fedwral Statute as appropriate. Checkout: Chackout time is 11:00. Faiture to check
Fouit #it sush time will rosult in an additional days reem charge belng applied to your account. By
1y sighature, § ackaowledge accaptance of all charges incuired during my stay to include, hut
ot fimited to, phons callz.

]

Financlal Liabiity for Tamegral | read, understand, and vill abey the rules and regulations
s previded on this docuiment and in the Bachelor Bousing Flandboeok. | further acknowdedgs that
tempering of altering any safaty or firs profection davice is a criminal offense. Violation of any of
i Biose rnies and regudations are subject to disciplinary action under the Uniform Cods of Military
“hueline, Articlz 92, "Failire to Chey Order or Regulation” and may result in lossidamage fses,
Levicion, and administrative or disciplinary action,

i
(z

CHECK N MOTES:

N AL L AT A L L R TV V3 42 o e R e M 1t

FCerlify thatl___am ___am niot reze ving Basic Allowenee for Housing (BAH),

SHONATURE S DATE:

1 Y ISSURD TQ

Imft'[{:if LERRENTL

B'ﬁcnde

* Serial Number’: 1 Gonidition -

CHETR-N i -

PCR CEFGIAL U3 GHY:
¥ and business oo
<Eoi 5530 of fide

(i Fritted APR-24-28 14 07,5358
it el i ey
Y i F SRR oF
san |.na’t.j WAy Anded 1P, G

3 bush3s S0, ARy misUst &f tnautoszed dlstiasue
ce wdh 138 inited Glates Coda (B.3.G)
U B4 HE-R, Ta avi-d compTomise, destray s epord afiaruss
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Twentynine Palms MCAGCC ~ BEQ Check-in

i, The occupant shall use the preinises solsly as a residence for themselves. Use of these quarters for any other pumpose,
including the additienal number of persons, is prohibited without prior writtern congant of the miitary riember's Commanding Officer
(CO) and approved by the Sachelor Billeting Division {BED). The-occupant will notify Unit BEG Manager andfor BBD Barracks
Coerdinator whenaver plainned absences exceed five days. Vidlations of the BEQ Manual {GCQ 11103.1) and this documant are
chargeable under article 92, UCH,

2. The Unit’s BEQ Manager or BED Barracks Coordinator and the occupant have inspacted the room, and both parties agres
that ths room is in a habitable condition. Any discrepancy iters noled shafl be annotated on page 3.

3. The oceupant shall keep the premisss, including all plumbing fixtures, facitities, and appliances as clean and safe as
condition permits and shall altempt to unclog and keew clear all waste pipes, drains, and water closets whara possible.

4. The oceupant is responsible for idenlifying any required repairs or repiacement of equipment provided to the Unit BEQ
Menagar andior BBD Barracks Coordinator for resolution, The occupant shall promptly notify the Unit BEG Managar andior BBD
Barracks Coordinator whensver the stiuclre, aquipmant of any foduse contained therein bacomes defective, broken, damaged, or
malfunctions in any way. .

5. The occupans shall use all electrical, phumbing, sanitary, haating, ventilating, air conditioning, and other fixturas, facilities
and appliances in or on the premises In a reasonable manner. Any damage caused by either the occupants, of thekr guests beyond
nofmal wear and tear is the responsibility of the occupant and shalf ba repaired at secupanis’ sxpense,

6. Occupants shiall conduct themselves in & manner that will not disturk other oceupants within their bavacks facility.

7. The occupant shall comply with all health and safety regulations imposed by the local command. Report non-functioning
smake defectors to the Unil's BEQ Manager and/or BBD Barracks Ceoordinator immediately.

8. The occupant shall not install or yse any equipment that wilt overioad any gas, water, heating, electical, sewage, drainage,
or aif-conditicring systems of the assignad premisss, .

2. Ceeupants are sncouraged to obtain an insurance policy which provides for protection of their parsonal property.

0. The cccupant shall obtaln wiittan consent from the Unit Commander via the BBD prior to the placement of any personally
owned lilems within the barracks roonvspace. Placemant of personally owned jtems will nol impede the fraffic flow of the room ner
block any egresses. Waterbeda are prohibitsd. Fat screen television sets will not be mounted onwalls. The reom vill be returned to
the Unit's BEQ Manager andlor BBD Barracks Coordinator in & tlean ard otderly mannar.

11, Upon reasonable notice {o the occupani and at reasonabia times, the installation Commander or a duly designated
representalive may enter the promises to! {a) inspect the property, {h) make necessary repairs, alierations or improvements, and (¢}
supply necessary or agrest upon services. If the oceupants are not at home when the premises are to be entered, ths housing
representative shall have (in decreasing order of precedence) s representative from the occupanis command or unit, a security officer,
or & disinteresied third party accompany therm whar ertoring the quarters,

12, Visitors over the age of 18 are permitied batween 0300 and 2200 Moncday through Thursday and Sunday, and 0800 arid
2490 on Friday and Saturday.

13, No one under the age of 21 is allowad lo consume, or have in their possession, alcoholic beverages when aboard the
Combat Center, except as authorized by paragraph 3, MCO 1700.22F,

14, Smoking is not sutharized in BEQ rooms or convnon areas and is 4 violation of MCO 510028 and SECNAVINST 5100.13B.
15, Pets of any kind are not aliowad in the BEQ.

18, Commanding Offieet’s {CO), CO's veprasantaiives, BBD Barracks Coordinators, of the Unit BEG Manager are authorized i
inspect for the condition of the reom and it's furnishings for dJamages and cleanliness at any ime. At the termination of sccupanay,
the room shall be in good clean vonditior;, nurmal wear and tear excentad,

17, NO Firsarms, explosives, ammunition, er pyrotechnics are anthorized in BEQs. Displaying paraphemalia from any
organization that exposes supremacis! causas; attenpls lo crsate illegal discrimination based on race, creed, color, sex, veligion or
national origin; advecates the use of force or vialence; or ntherwise engages in sfforis to deprive individuals of thelr civil rights is
prohibifed. The display of paraphemalia that advocates illegal drug use and display of pornographic material is alse prohibited.

DCLUPANT SIGHATURE / DATE! OCCUPANT NAME (PRINTED)

CHECHH Ferm— Zat3 Revised: Apr-22-2014 198402
: 5. THi S0 Gzt 2y A1t BUETABSE sensilive, ANy misnse of unatihonzed diselosure of

R olelt pndar it penslias in acedndanca with 18 Yolled Slales Code (U.S.01 6

'ty At of 074, Dol 540011 R, To swoid comprandse, destoy Bis resod afiergse
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RODM INVENTORY ISSUE FORM
ICHECK-INJCHECK-01T}

CHECICTN CONDHTON

BARCODE CHECK-OUT CONDITHON COMMENTS
BED, TWIN
[BED, TWIN
BED, FULL

CHAIR, DESK

CHAIR, DESK

CHAIR, RECLINER

SECRETARY

SECRETARY

INIGHT STAND

[NIGHT STAND

DRESSER

MICROWAVE CABINET

TV STAND

MICROWAVE

JREFRIGERATOR MEDIUM

TABLE tatip

[ AU T D

TABLE LAMI

frLoon tapie

T YA FL

LIVTNG AREA
[ENTRY LOCK 7 DOOR
BREA CARPET
{FLOoRING
BASEADARGS
CEUNG

WALLS
JuGnTTixTORES
WINDOWS 7 SCREEMING
CURTAINS / BLINDS
ELECTRICAL OUTLETS
CABLE OLITLET
PHONE JACK

favac
BvENTS "'
HCLOSET / wall LOCKER
COMFORTER

SMOKE DETECTON

[ BATHROOM
DOOR e
SHOWER / CURTAIN
VANITY / MATRROR
TOVWEL RALK

FAUCET
FLOORNG JTHE "
LIGHT FIXTLRES
ICOUNTERTOP 7 STHK

VENTS / ERAAUST
TOHLET

TOIET FRBETIOIDER
I&_-m'rrmm e G

CHECESN/OUT Forea -

Revised on L5 Der 2014
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('IEELR EN CONE}ITiON i CHECK QUT CDNi}ﬁ'iON COMMENTS
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e CRRDTTTa “"’HﬁE‘R’ HUT CONDITION )

LTI , T CERTIR Ay
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KL 112, To pveid m'npremi)e, ditigervy this nsport afser use.
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