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CHAPTER 1
GENERAL | NFORVATI ON

1000. PURPCSE. To provide instructions and information for the
adm ni strati on, managenent, and operation of bachelor housing
quarters aboard the Marine Corps Conbat Devel opnent Command (MCCDC) .

1001. SCCPE

1. This WManual conplies with Mirine Corps policy, instructions, and
basi ¢ guidance set forth in MCO P11000.22, MCO 10160.8, UM 4400-15,
and NAVSO P3520 and pronulgates comand policy and establishes
procedures for managing MOCDC bachel or housing assets.

2. MXCDC has a responsibility to provide all personnel residing in

bachel or housing quarters with a well maintained and suitable |iving
envi ronnent .

1002. RESPONSI BI LI TY

1. The Drector, Facilities Division is responsible for establishing
the procedures to coordinate, manage, and control all bachelor
housi ng quarters.

2.  The Head, Bachelor Housing Branch, Facilities Dvision is
responsible for the overall nmanagenent of all bachelor housing
quarters and coordinates enlisted transient billeting operations;
submts an annual budget for bachelor housing and personnel support
equi pment; inproves and maintains the habitability and acceptability
of bachelor quarters; develops and inplenents consistent bachelor
housing rules and regulations; controls assignnents and termnations,
approves all certificates of nonavailability and approves all
authorizations for paynment of basic allowance for quarters; ensures
utilization of assets we acquire and prepares the inventory,

occupancy, and utilization reports forwarded to the Commandant of the
Marine Corps (CMO) (LFF-3); reviews and analyzes all program data that
contains bachelor housing information, cost, naintenance, and other
support and performance data by type and |ocation; determ nes bachelor
housi ng requirenents, conducts surveys, and develops bachelor housing
program data for the Commanding GCeneral.

3. The custodian of the MXCDC Billeting Fund will be assigned in

witing, and will nanage, admnister, and account for nonapprop-
riated funds collected in connection with the bachel or housing
facilities; <control the storage, issue, utilization, repair, and
procurenent of furnishings; supervise the procurenent and control of
the issuance of supplies and services; designate all «clerks required
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to handle funds in witing as cash collecting agents; be assigned in
witing as the Unit Property Oficer for Mnor Account #15, and conply
with the provisions of MCO P11000.22, MCcO 10160.8, UM 4400-15, and
NAVSO p3520 the nanagenent of bachelor housing assets.

1003.  ASSI GNMENT  POLICY. Future bachelor housing facility
renovations and equity considerations for bachelor/geographical
officers/SNCO's dictate clarification of policy regarding billeting
aboard  MOCDC.

1. Bachelor Cficers wll be billeted in Liversedge Hall, Bachelor
Oficers Qarters (BoQ), 15. Bachelor sNCO's will be billeted in the
Bachel or Enlisted Quarters (BEQ), 3064. Bachelor officers attending
The Basic School wll be billeted in the BoQ's at Canp Barrett.

2.  CGeographical bachelor officers will be billeted on a space-

avai l abl e basis.

g. ~ Ceographi cal bachelor sNCO's will be billeted on a space-available
asis.

4. Personnel pending legal separation from their spouse are
considered geographical bachelors until they can present docunents
stating they are legally separated.

5. Personnel on permanent change of station orders may be billeted on
a tenporary, day-to-day, space-available basis in transient officer
quarters. They will be charged at the nonduty rate.

6. Transient officer and SNOO quarters are available for personnel
assigned tenporary additional duty (TAD)/temporary duty orders and
nonduty/retired personnel requiring tenporary space-available
billeting. Requests for enlisted transient billeting wll be
coordinated by the Drector, Facilities Dvision, and the Head,
Bachel or Housing Branch. The assignnent to distinguished guest
quarters in Harry Lee Hall, BOQ 17, is coordinated by the Protocol
Oficer to the Commanding General, MXCDC per paragraph 3006.

1004. ASSIGNMENT TO QUARTERS. Involuntary assignnent to government
quarters wll be nade starting wth the junior nenber first.

1005. MANDATORY  OCCUPANCY.  Wien necessary for maintaining the pre-
scribed wutilization rate of 95 percent for adequate quarters,
sergeants and below nmay be involuntarily assigned to government
quarters aboard the Command.
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1006.  OCCUPANCY

a

1. ocecupancy Hiaibilitv. Personnel in the categories listed in
paragrapﬁ 106'3 of this Muwnual are eligible for occupancy.

2. Reauirenent. Al transient personnel and permanently assigned
bachelor officers and sNco*s wll report for quarters to the Head, -

Bachel or Housing Branch, Facilities Dvision, Liversedge Hall; BQOQ
15, prior to acquiring other accommodations.

3. ldentification.  Personnel reporting to the Head, Bachelor Hous-
ing Branch, Facilities Division wll present proper identification'
and a copy of their orders prior to the assignment of quarters.

4. Dependent Occupancy. Permanent party bachelor quarters wll be
used to lodge only active duty menbers. ~ However, with approval of
the Head, Bachelor Ho-using Branch, Facilities Division, dependents-
my be permitted to reside in bachelor quarters up to 30 days on a
space-available basis only if the tenporary lodging facility has been
filled. They will be charged at the nonduty rate.

5. Male/Female Occusancv. Government bachel or quarters maP/ be
occupied jointTy by nale and fenale personnel with the follow ng

stipul ations:

a. BoQ. Provided that separate accomodations are assigned.
Accommodations Wwhich are shared (two bedroons with shared bath,
toilet, or kitchenette) wll be assigned to the sane sex.

b. BEQ

(1) For buildings of "motel type" design, there shall be
separate rooms, private baths and toilet facilities, and separate.
outside entrances. Al occupants of a given room shall be of the
?arrpl _ste_x. Males and females will not share the sane bath or toilet
acilities.

(2) For buildings with interior entrances, there wll be
separate roons. Separate bath, and toilet facilities are provided
for each sex and wll be reasonably isolated from the rest of the
structure. Joint use of common areas such as lounges and |aundry
roons is permtted.

1007.  UTILIZATION.  Maximum practical occupancy of adequate bachel or
quarters shall be maintained at all times. ~ The application of this
policy, however, shall avoid creating undue hardships for service
nmenbers.  Cccupancy rates of 95 percent for adequate housing desig-
nated for permanent party personnel, and 75 percent for adeg\%te
transient or TAD housing are Department of Defense and the .
standards. The Commanding General is responsible for the efficient
nmanagement of all billeting spaces, inadequate as well as adequate.
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1008. DIVERSIONS/REDESIGNATION oF UNACCOVPANI ED HOUSI NG

1. Bachelor housing facilities or portions thereof which are listed
in the Real Property Inventory with Category codes 721 or 724 will
not be diverted (tenporary change) or redesignated (pernanent,
category code change) to uses other than billeting wthout written
approval af the CMC (LFF).

2. Requests to divert or redesignate bachelor quarters;, or any
portion thereof, wll originate from the building custodian who wll
provide justification and description of the billeting spaces and
forward to the Head, Bachelor Housing Branch, Faciliti'es Division.
The Head, Bachelor Housing Branch, Facilities Dvision wll endorse
the request providing the program inpact data required by Mco
P11000.22 and forward the request to the bpirector, Facilities
Division, for command endorsenent to the ¢mc (LFF).

TANDARDS OF ADEQUACY (MSA). These standards are
shown- in figure 1-1. However, adequacy criteria wll not aﬁply to
space-avail able  occupants; e.g., geographical bachelors. The MA for
TAD/transient personnel is to be used to determne when a certificate
of nonavailability of quarters: wll be issued.

u g

_ ) Training and education in bachelor housing
management. techniques and practices should include a conbination of
both: on the- job training and fornal courses of instruction. Training
should be used to enhance the advancenment of all mlitary, civil
service, Nonappropriate'd Fund Instrumentality personnel, and non-
government enpl oyees involved in bachelor housing nanagenent.

2. Forma.1 Training support. The Head, Bachelor Housing Branch,
Facilities Division wll identify all requirenents- for training and
request formal courses from the Director, Facilities Division ?C 04).
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Mnimum Standards of Adequacy of Existing I|nventory

GRADE Per manent  Personnel and Tenmporary Duty
PCS Students M ni num
Transient  Personnel _
Standards of Adequacy M ninum Standards of
of Existing Inventory Adequacy
CAPTALN 400 square feet, net 250 square feet, net
AND ABOVE, living area to include living area to
(Q-3) living room bedroom include private room
NOTE 1 private bathroom and shared bathroom
access to kitchen or with not nore than
officers dining facility one other person

receiving appropriated
fund support

LI EUTENANTS 250 square feet, net 250 square feet, net
AND  WARRANT living area to include living area toO
OFFI CERS living room bedroom include private room
éyVI THROUGH  private bathroom and shared bathroom wth
2) NOTE 1 access to kitchen or not more than one
officers dining facility other person

receiving appropriated
fund support

SNCO (E-6 270 square feet, net 250 square feet net

THRouGH living area to include living area to

E-9) NOE 1 rivate room and private include private room
athroom and central bathroom

NOTE 1: Net living area is neasured from the inside face of the
peripheral wall of the suite and includes all spaces and partitions
thereby enclosed.

Figure 1-1.--Mninum Standards of Adequacy of Existing Inventory.

1-7
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CHAPTER 2

PERVANENT BACHELOR QUARTERS

2000. GENERAL. This Chapter addresses that portion of bachelor
housi ng designated as permanent unacconpani ed bachel or personnel
quarters.

2001. OCCUPANCY ELIGBILITY. Sergeants and below wll check-in wth

their battalion/squadron for billeting. Oficers and SNCO's checking
in with the Head, Bachelor Housing Branch, Facilities Dvision wll
have a copy of their check-in sheet and a copy of their orders for
verification of marital status prior to attaining quarters. The
followng categories of personnel listed by priority, are authorized
to occupy governnent bachelor housing quarters:

1. Mlitary necessity personnel.

2. Permanent party mlitary bachelors not drawing basic allowance for
quarters (BAQ) .

3. Permanent change of station (PCS) students unacconpanied by
dependent s.

4. PCS mlitary personnel who are:

a. Divorced, unacconpanied, and receiving BAQ for dependent
support .

b. Legally separated, unacconpanied, and receiving BAQ at the
with dependent rate.

5. Geographic bachelors on a tenporary, day-to-day, space-available
basi s.

6. SNCO's who voluntarily accept inadequate or transient quarters for
a period of 30 days only while awaiting availability of adequate
quarters. Extensions to this period will be handled on a case-by-case
basi s.

2002. QUARTERS _AVAI LABI LITY

1. Available adequate quarters wll be assigned per paragraph 2001.
If quarters are not available, a waiting list of personnel awaiting
quarters wll be established. As quarters beconme available, personnel
on the list will be contacted.

Qe
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2. Staff sergeants and above not wshing to voluntarily accept
inadequate quarters nay be authorized to reside off base and wll be
advised to submt a request for BAQ "Owm Rght" through the nenber's
unit commander.

2003. ENDORGEMENT FOR BAQ "OM RIGHT." SNOOS (staff sergeants) and
above, who do not desire to reside in quarters, are entitled to BAQ
"Om Rght." The request for BAQ must be forwarded to the individual
unit commander for approval.

1.  An availability/nonavailability endorsement will be provided,
based on the nunber of personnel awaiting adequate quarters. This
endorsement will state that BAQ wll not comence until the individ-
ual receives a second endorsement stating quarters have been vacated.

2. An availability/nonavailability endorsement will be provided for
officers and SNCO's not residing in the bachelor quarters.

2004. BAQ "OWN RIGHT" (SERGEANTS AND BELOW)

1. Policy. Maxinmum practical occupancy is to be made of all adequate
governnent  bachelor quarters before BAQ is authorized. Therefore,
menbers not qualifying for one of the exceptions listed in paragraph
2003, may not be authorized BAQ or per diem if adequate governnent
quarters ~are available. Generally, regardless of ade-quacy, nenbers
without dependents who are assigned to or occupy quarters at their
permanent duty station, will not be authorized BAQ Occupancy rates
of 95 percent for adequate housing and 75 percent for adequate
transient quarters are the Department of Defense and the Commandant of
the Marine Corps standards (MCO P11000.22 applies).

2. Authority

a. Authority for entitlement to BAQ rests wth the Commanding
O ficer, Mrine Corps Base (0O MZB). Accordingly, activity comand-
ers shall establish control procedures to preclude unwarranted BAQ
when adequate quarters are available.

b. Entitlenent to BAQ nust be determned on a case-by-case basis
to ensure that:

(1) The nenber is not required to reside aboard the activity
for reasons of mlitary necessity.

_ (2) Adequate governnent quarters are not available or, if
available, the nenber qualifies as an allowable exception.

2-4
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(3) Of-base quarters are available, neet the Marine Corps
standards of adequacy, and have been certified as such by the activity
housing referral service prior to authorization of BAQ Al  permanent
party personnel drawing BAQ will have an entry nade in their service
record book or officer qualification record.

(4) Of-base residency of the menber is in the best interest
of the Marine Corps and the health and welfare of the nenber.

c. The CO MCB will give appropriate witten notice to each
nmenber entitled to BAQ and may use the follow ng:

(1) Adequate governnent quarters wll be nade available to
you during your tour of duty, and you should nake only tenporary off-
base arrangenents.

(2) Adequate government quarters are not available or, if
available, the nenber qualifies as an allowable exception.

(3) Of-base residency of the menber is in the best interest
of the Marine Corps and the health and welfare of the nenber.

3. Extraordinary lInstances of BAQ Authorization. Bachel ors may
gqualify as exceptions to the involuntary assignnent policy, and may be
authorized to reside off base receiving the appropriate BAQ in the
followi ng instances:

a. Menbers already drawing BAQ who have accunulated a signif-
icant quantity of furniture, and if required to live on base, would
have to sell their furniture at a considerable loss, or store it at a
consi derabl e expense.

b. Menbers who sustain the loss of their only dependent through
death, divorce or |legal separation. These persons wll be granted a
90-day exenption from the assignnent to on-base governnment quarters.
If the nenbers own their own hone in the vicinity of their duty
station, they may be exenpted from on-base residency.

c. Females who have reached the sixth nonth of pregnancy and who
desire to establish off base residency prior to childbirth. A
certificate from the nedical officer verifying the expected delivery
dat e.

d. For other good and sufficient reasons.

4, Pr ocedur es

a. Al nenbers will submt an Admnistrative Action Form through
the chain of command to the CO MCB (C 045).

2-5
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b. Commanders or acting commanders wll certify the reason for
approval of all requests. A statement of current occupancy rate in

the barracks is required.

2005. CHECK- I N CHECKQUT ~ PROCEDURES. Al personnel residing in

bachel or housing quarters wll check-in and checkout with the Bachelor
Housing Branch, Facilities Dvision during normal working hours. The
Bachel or Housing Ofice will be added to all check-in and checkout
sheets.

1. Check-1n_ Procedures

a. The Head, Bachelor Housing Branch, Facilities Division or a

designated representative, wll conduct a joint inspection with the
resident of the quarters to be occupied, noting danage, cleanliness of
the room and the condition and quantity of furnishings. Upon
conpletion of that inspection, the assignee wll sign an inventory and
condition statenment, which will be filed at the Bachel or Housing

Branch O fice for use in the prelimnary and final inspection when the
room is vacated.

b. After the initial inventory, discrepancies will be reported to
the Head, Bachelor Housing Branch, Facilities Division.

2. Checkout Pr ocedur es

a. Residents will notify the Head, Bachelor Housing Branch, _
Facilities Division at least 30 days prior to the anticipated date of
intent to vacate quarters.

* b. Checkout inspections are conducted by appointnent, between the
hours of 0800 to 1500, Monday through Friday.

* c. The Head, Bachelor Housing Branch, Facilities Dwvision or a
designated representative, Wl conduct a joint inspection with the
resident of the quarters to be vacated. The inspector wll inspect

for damage, cleanliness of the quarters, and the condition and
quantity of furnishings. A $25.00 fee will be charged for replace-
ment of lost key or failure to clean quarters upon checkout if
housekeeping is not required.

* d. Once the wunit is accepted in a clean, assignable condition
and settlenent is made for any charges for damaged or m ssing
property, the room keys wll be returned to the Bachel or Housing

Branch Ofice during normal working hours.

N
o
'—\
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2006. |INSPECTION R GHIS OF MANAGEMENT

1. Periodic inspections of quarters are made during nornmal working
hours by the Head, Bachelor Housing Branch, Facilities Division or a
designated representative, for cleanliness to ensure health standards
are net; to determne what repairs to facilities may be required, and
as otherwise directed by the CG MXCDC or a designated representative.
Failure to properly maintain assigned quarters wll be grounds for
removal from quarters.

2. The Head, Bachelor Housing Branch, Facilities Dvision or a
designated representative, the Cficer of the Day, or Securit
Battalion personnel are authorized to enter |ocked quarters when
-suspicious or extraordinary circumstances justify such action.

3. The MXDC Sergeant Myjor may formulate and conduct other
inspections of bachelor SNCO quarters.

4. Designated inspectors wll notify the Head, Bachelor Housing
Branch, Facilities Division, prior to the inspection of quarters.

2007.  PERSONNFL  SUPPCRT  EQU PMVENT

1. Permanent bachelors are required to sign for furnishings upon
check-in.  Linen is the responsibility of individuals to maintain on
their own through their wunit supply.

2. Damaged or unserviceable furnishings will be reported to the
Head, Bachelor Housing Branch, Facilities Division who wll provide
replacement as availability permts. (Assessnent of charges)

2008. = ' REGULATIONS. Regul ations governing bachel or housing Guarters
are listed in MCO P11000.22, MCO 10160.8, UM 44.00-15, and "NAVSO
P3520.

2009.  MAINTENANCE DI SCREPANCIES.  Personnel will report maintenance
problens to the Bachelor Housing Branch, Facilities Dvision, |ocated
at Liversedge Hall, BOQ 15. The reception desk is manned 24 hours a
day and personnel on duty wll record the conplaint and pass discrep-
ancies to maintenance personnel accordingly. Refer to Chapter 4 of

this Mnual for further infornation.

2010. MAD SERMCE

1. Contract maid service is available on a daily or weekly basis
Monday through Friday. The following services wll be provided:

a. Bed nade - daily

2-7
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b. Deck swept/vacuumed - daily
c. Head cleaned - daily

d. 'Trash receptacles emptied - daily

€. Dust furniture - daily

£. Linen changed - weekly

2 Residents have the option o wlean thedr own living area and not
pay a servioe oharge for naid service. If wesidents do not maintan
their assigned guarters iN a habitable and acceptable |iving nanner,
appropriate action will be taken, to include assignment and use of
réarzldat ory nmaid service. Charges will D€ as prescribed in figure

2-8
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CHAPTER 3
TRANSI ENT  QUARTERS

3000. GENERAL. This Chapter addresses that portion of bachelor
facilities, which includes tenporary additional duty (TAD)/temporary
housing designated as transient personnel quarters. The transient
duty (Tpy) and famly suites, are under the nanagement and control of
the Head, Bachelor Housing Branch, Facilities Dwvision, wth the
exception of the Commanding Ceneral's distinguished guest quarters in
Harry Lee Hall, which are controlled by the Protocol Cficer to the
Commanding General, MXCDC (GG :

3001. OCCUPANCY/ PRIORITY OF ASSI GNMENT.  Personnel in the categories
listed 1n paragraph 2002 of this Munual are authorized to occupy
transient quarters. Assignnent to quarters wll be nmade per figure
3-1.

1. The following personnel in order of opriority are entitled to
designated TAD transient quarters on a confirmed reservation basis:

; a. Mlitary personnel and Departrment of Defense civilians on TAD
orders.

b. US and foreign civilians traveling as guests of the Arned
For ces.

c. Reserve personnel in TAD status, wunit training status, and
annual  trainees on individual orders.

d. TAD foreign nationals or foreign mlitary trainees engaged in
or sponsored by mlitary assistance or simlar ‘training prograns
unless prohibited by the Status of Forces Agreenent.

e. Famly nenmbers on nedical TAD orders.

f. Mlitary personnel wth or wthout famly nenbers arriving or
departing for overseas installations on permanent change of station
(PCS) orders when tenporary | odPi ng facilities (TLF's) or pernanent
housing is not imediately available.

g. Famlies of nmenbers overseas.

2. The following personnel may occupy designated transient quarters
on a space-available Dbasis:

a. Retirees, mlitary personnel on leave, famly nenbers, or
guests of mlitary personnel assigned to the activity when TLF's are
not immediately available.
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b. DoD civilian enployees and their famlies arriving or
departing incident to PCS when TLF's are not available.

3. Wen adequate quarters are not available, personnel wll be given
availability/nonavailability endorsements to enable them to reside off
base. The individual nmay elect to accept inadequate billeting, in
which case, personnel wll be placed per their grade and sex in

avai l abl e inadequate quarters.

4., When availability of quarters is Ilimted by the residency of
personnel of a specific sex or grade, the Bachelor Housing Manager may
adjust billeting arrangements to maximze utilization of avail-able
quarters.

5. Authorized personnel with reservations (30 days in advance) have

priority. PCS personnel are not authorized to make reservations, but
may occupy quarters on a space-available basis.

3002, FEES AND CHARGES

1. Per MCO P11000.22, a service and rental charge, as listed in
figure 3-2, will be levied to cover the cost of maid service,
supplies, and other services.

2. Service and rental charges are payable upon checkout by cash,
per%onal , certified, or travelers checks, noney orders, or credit
cards.

3003. RESERVATI ONS

1. Reservations may be made at any time by all TAD/TDY guests, up to

30 days in advance. Exceptions wll be nade on a case-by-case basis.
The name, grade, social security nunber (ssN), sex, and length of stay
must be given when the reservation is made. If upon present-ing
orders and identification on arrival, the guest is determned to be
ineligible to stay in the facility, reservations wll Dbe cancelled.
Reservations for bona fide guests nust be nade by an authorized
sponsor. The sponsor nust sign in their guest and assune
responsibility for their conduct and for paynent of the bill.

2. Qoup reservations will initially be accepted to block the nunber
of roons desired. A letter from the sponsoring activity head wll be
required. The activity head sponsoring the group wll provide the

Head, Bachelor Housing Branch, Facilities Dwvision, wth a [list of
attendees, (name, grade, SSN sex, address and point of contact).

This wll ensure a reservation and expedite check-in. If nanes of
attendees are not provided 30 days prior to the date of arrival, roons
will be subject to reassignnent wthout notice. Activity heads will

be provided with an individual reservation nunmber once the [list of
attendees is received at the Bachelor Housing Branch.
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3004. CHECK- | N CHECKOUT _ PROCEDURES

1. Check-in may be acconplished any tinme after 1400. Quests nust
provide proper identification. If rooms are available, guests may
check-in early.

2. Upon checkout, departing personnel will return assigned key(s) to
the front desk clerk at Liversedge Hall. Checkout is 1200 on the day
of departure. Arrangements nust be nmade wth the Head, Bachelor
Housing Branch, Facilities Dvision to extend this tine. Failure to
checkout by 1100 can result in a room charge for that day. Al nonies
owed for rentals and damages will be collected at this tine.

3005. REGULATI ONS. Regul ations governing the transient facility are
listed in Chapter 5 of this Munual wth the following additions:

1. Only paid guests are authorized access to the roonms in the
facilities.

2. No overnight guests or dependents are authorized in these quarters
except as provided for in MCO P11000.22.

3. Al posted restrictions are applicable to guests of the facility.

3006. DI STI NGUI SHED GUEST QUARTERS/ VI P SUI TES

1. Information. (he guest house, Quarters 109; four distinguished
guest suites; nine visitor's suites at Harry Lee Hall, Bachelor
Oficer Quarters (BoQ), 17, 30 visitor's suites at Liversedge Hall BOQ
15, have Dbeen established as part of the bachelor housing organiza-
tion. The Head, Bachelor Housing Branch, Facilities Dvision is
responsible for the managenent of these facilities to include

c?l ection of room charges, issuance of room keys, maintenance, and

cl eani ng.

a. Wse of distinguished guest suites is restricted to the
foll ow ng:

o (rl) Flag and general officers in the US Aned Forces on
official TAD in the MXDC area.

(2) Senior civilian officials of the US.  CGovernnent (G516
and above) on official TAD in the MXDC area.

(3) Flag and general officers of foreign arned forces TAD
aboard MOCDC

(4) Senior officials of foreign armed forces on TAD aboard
MCCDC.
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(5 On a space-available basis, US Anmed Forces personnel in
the grade of O6 or above on TAD in the MXDC area.

(6) Qher guests specifically approved by the GG MXCDC

b. Qher senior officers and civilian guests of the Command on
TAD aboard MXCDC and/or senior officials visiting MXCDC wll be
billeted in MP suites at Liversedge Hall, BOQ 15,

c. The Head, Bachelor Housing Branch, Facilities Dvision is
responsible for the operation, maintenance, and cleaning of these
quarters. These duties wll be exercised under the cognizance of the
Director, Facilities Division.

d. The Protocol Cficer wll provide the Head, Bachelor Housing
Branch, Facilities Dvision wth unexpected changes in the itinera-
ries of qguests, especially delayed departure dates, as expeditiously
as possible. Advise the Head, Bachelor Housing Branch, acilities
Division, of any special considerations or needs of expected guests as
far in advance of the guests' arrival as possible,

e. The Head, Food and Hospitality Branch, Mrale, Wlfare and
Recreation Division, wll coordinate wth the Head, Bachelor Housing
Branch, Facilities Dvision as necessary, to acconplish re-stockin of
the liquor cabinet in conjunction wth any problems and/or specia
needs by occupants of the suites which may come to his/her attention.

2. Reservati ons

* a. Distinguished Qiest House and Suites. Reservations for

distinguished guests quarters can be nade by contacting the Protocol
Oficer to the CG MXCDC, DSN 278-4477 or commercial (703)784-4477.

* b, MP Suites. Reservations for MVIP suites can be nade by
contacting the Head, Bachelor Housing Branch, Facilities Dwvision, DSN
278-3148 or commercial (703) 640-3148 extension 221/222. Reservations
wll be accepted on a daily basis.

3. Distinquished Guest _Suit:.e/VIP Suite Charses. Rental/service
charges for the distinguished guest suites and VIP suites are
contained in figure 3-2.
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CIVILIAN GRADE GROUP
M LI TARY TEACHERS AMERICAN
GRADE | GEN (20 U.8.c¢ NAF RED
G;%OUP gngEé)ULE 901-907) | EMPLOYEES CROSS WAGE SYSTEMS
0 -
t hrough |through 31
Q10 GS-18
06 GS-15 G ade 15 28- 29
GS-13 W5 14 through
05 and Gades 13 25-27 ws-19. W.-1
GS-14 and 14 and g roductlon
facilitating
0-4 GS-12 Cl asses Gade 12 24 and nonag:pro-
|V and V priated fund
I( NAtFI) equi va-
GS-10 Class |
and Steps 5 W5-8 through
0-3 GS-11 [through Ws-13.  W.-
15, and Grades 10 21-23  |through W-14
Cl asses and 11 WG 12 through
Il and WG-15 and
|11 production
1 0-2 GS-8 C ass | facilitating
W3 and and [Steps | Grades 8 19-20 |and NAF
W4 GS-9 land 4 and 9 equi val ents
0-1 Clas I '
WI and GS-7 Step 1 Grade 7 18
W 2 and
E-7 W5-1 through
t hrough GS-6 Grade 6 15-17  |ws-7. W.-1
E-9 throuah W-5
E-5 WG9 thraugh
and - GS8-5 Gade 5 WG 11 and
E- 6 production
facilitating
E4 GS- 4 G ade 4 and NAF
| eaui val ent s
El GS-1 Grades 1 NG-1 through
through |[through through 3 ¥G-8 and
_E3 | G5-3 agquivalents
Figure 3-1. --Mlitary and Qvilian Equivalent G ades
for Bachelor Quarters.
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D stingui shed Guest Quarters (Note 1)
Cficial Duty (TAD/TDY)

Nonduty

VIP suites

TAD

Nonduty

Transient Room (Note 1)
TAD/TDY (Note 1)

snco VIP suite (Note 1)
Cficial Duty (TAD/TDY)
Nonduty

Transient Room sNco

TAD/TDY SNCO (Note 1)

Miid Service. Mid service is $2.00 per

a.
b.

only upon request.

Returned check charge

Repl acement of - |ost keys

Maid service included in cost of

Figure 3-2. --Fees and Charges.

room

day,

$23.00 per day
30.00 per day

20. 00 per day
30.00 per day

18.00 per day
14.00 per day
14.00 per day
21.00 per day -
12.00 per day

8.00 per day
Monday - Friday,
$15. 00
5.00
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CHAPTER 4
MAI NTENANCE

4000.  GENERAL. This Chapter addresses the procedures and responsi-
bilities of the Head, Bachelor Housing Branch, Facilities Dvision for

maintenance of facilities wunder its control.

4001.  RESI DENTS' RESPONSI BI LI TI ES

1. Al residents of the bachelor officer/staff noncomm ssioned
officer (SNOOQ quarters are responsible for reporting maintenance
problens to the Head, Bachelor Housing Branch, Facilities Division.

2. Permanent personnel are responsible for the cleanliness of the
quarters assigned to them

3. Ceographical bachelor snco's billeted with conmmon head facilities
are responsible for the cleanliness of these areas.

4002.  MAI NTENANCE  PROGRAM
1. The Head, Bachelor Housing Branch, Facilities Dvision, wll

appoint a Mintenance Minger who wll manage the Mintenance Program
2. Periodic maintenance inspections wll be conducted to identify
probl ens. A progressive program wll be mintained to identify,
repalr, request repairs, and followup on maintenance conplaints.

3. Tools wll be mintained to operate the self-help maintenance
program

4. Maintenance of an energency nature which cannot be repaired by
personnel of the Bachelor Housing Branch, Facilities Dvision, wll be
reported to the Facilities Mintenance Branch trouble desk, extension

640-2072.

5. Routine nmaintenance conplaints wll be reported to the Minte-
nance Section, Bachelor COficer Quarters (BOQ, 15 A work request
log, charting conpleted and pending action, wll be maintained.
6. Mintenance personnel are authorized entrance into all bachelor
of ficer/SNCO quarters. Miintenance Branch, Facilities Division
personnel wll be acconpanied by Bachelor Housing Branch, Facilities
Dvision personnel when entering living spaces. Notice wll be given
to all residents when naintenance inspections are schedul ed.

4-3
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4003. MAI NTENANCE COF NONAPPROPRIATED FUND | NSTRUMENTALI TY  ((NAFI)

PROPERTY
1. The Custodian of the billeting fund wll supervise the mainte-
nance of NAFI property.
2. In the event a NAFI property item cannot be repaired by Bachel or
Housing personnel, the custodian will arrange for repair to be

acconplished by facilities nmaintenance.

3. In the event that repair is not cost effective, appropriate
neasures, per UM 4400-15 and NAVSO P3520, will be taken to credit the
account for disposal.

4004. MAI NTENANCE COF APPROPRI ATED PROPERTY

1. The Head, Bachelor Housing Branch, Facilities Division wll budget
for replacenent of personnel support equipnent.

2. In the event that damage occurs and the item cannot be repaired,
the Head, Bachelor Housing Branch, Facilities Division wll arrange
for disposal through the MXCDC Property Control Ofice.

4005. REI MBURSEMENT FOR DAMACGE. Personnel required to reinburse the
governnent will do so per UM 4400-15. Nonappropriated and appropri-
ated funds wll be kept separate. Rei nbursenent will be nade per MCO
P11000.22.
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CHAPTER 5
ADM NI STRATION  AND REGULATI ONS

5000.  GENERAL. This Chapter addresses regulations and other
responsibilities under the management and control of the Head,
Bachel or Housing Branch, Facilities Division.

5001. ROOM REGULATIONS. The restrictions and regulations herein
apply to all bachelor quarters under the control of the Head,
Bachel or Housing Branch, Facilities Division

1. Resnonsibilitv. Residents are responsible for nmaintaining proper
decorum in assigned quarters and for the cleanliness and care of
those quarters.

2. Admnistration. Residents wll keep the Head, Bachelor Housing
Branch, Facilities Dwvision informed of the follow ng:

a. Change of grade.
b. Change of marital status (permanent personnel only).

‘c. Periods of absence from the quarters for nore than 30
days.

d.  Mintenance requi renent s/ probl ens.
e. "Intention to vacate assigned quarters wthin 30 days.

f. "Change of basic allowance for quarters status (pernmanent
personnel only).

g. .Transfers/reassignments.
h. Parent unit address and telephone nunber.
i.  Wrk address aboard. MXDC and telephone nunber.

3. Habitability Inspections. Residents are responsible for the
order and cleanliness of their quarters. These standards dictate
careful attention to the following areas: deck swept/vacuuned, racks
made, commode, shower, and sink cleaned, trash receptacles enptied,
and clothing stored properly.

4. = Conservation/ Securitv. Lights will be turned off and w ndows and
doors locked when |leaving the room Valuables should be secured.

The Head, Bachelor Housing Branch, Facilities Dwvision is not respon-
sible for any personal bel ongings.
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5. Pets. No pets are permtted in quarters. Guests should arrange
for boarding of their pets at a kennel or appropriate place away from
the quarters. Assistance in this area can be obtained by calling the
MCCDC Veterinary Branch at extension 640-2770.

6. Kitchens

a. In roonms not equipped wth kitchens, the use of hot plates,
broilers, ovens, etc., is prohibited because of potential fire
hazards and the attractionof insects. A fully functional kitchen is
located on the second deck of Liversedge Hall.

b. Bachelor housing roons equipped with kitchen facilities may
be used for cooking.

7. Furniture. The furniture provided to guests is for use in
assigned quarters. Renoval of furniture wthout approval of the
Head, 'Bachelor Housing Branch, Facilities Division-is prohibited.

8. Behavior. Disturbances caused by late night parties, loud nusic,
and other acts of inconsideration toward neighbors are prohibited.
Responsibility for personal acts and those of guests lies with the
resident. Incidents and conplaints will ‘be reported directly-to the
Head, Bachelor Housing Branch, Facilities Dvision for action.

9. Possession of Weapons. Detailed instructions concerni nfg_
privately owned weapons are contained in MOCDOO 8000.1. M Tlitary
personnel who violate the provisions of the Oder are subject to
disciplinary action under the Uniform Code of Mlitary Justice.
civilians are subject to prosecution under |ocal statutes and
admnistrative action by the Commanding General, MXCDC

10.  Abandoned Articles. The Head, Bachelor Housing Branch, Facili-
ties Dvision is not responsible for personal effects which are
abandoned in the quarters. Abandoned articles wll be turned in to
the Mnager's office and held for 30 days. If articles are not
claimed in that time, they wll be disposed of in the best interest
of the governnent.

11. Surge Suppressors. Power fluctuations and thunderstorns
frequently occur in the MXDC area. Occupants are expected to use
surge suppressors to protect electrical and electronic devices
including, but not limted to, conputers, nodens, videocassette
recorders, tel evisions, telephone answering devices, typewiters, and
musi cal instruments, from damge.

5002. LAUNDRY FACILITIES. Wshers and dryers are |ocated throughout

the bachelor housing facilities and are for the use of assigned
‘personnel  only.
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CHAPTER 6

ENDORSEMENT OF TEMPCRARY ADDI TIONAL DUTY (TAD)/
TEMPCRARY DUTY (TDY) ORDERS

6000.  GENERAL. This Chapter provides instructions on conpleting
NAVMC Form 11118, Reporting/Detaching, Quarters and Mess Endorsenent.

6001. REPORTING ORDERS. The endorsenent, with three copies, wll be
typed per the following instructions:

1. Al TAD personnel wth reporting orders must have this endorse-
ment started by the Mlitary Personnel Duty derk located at Little
Hall, building 2034.

2. Mlitary personnel wll fill in the personal information as well
as Part |, Reporting/Detaching Section. They wll then report to the
Head, Bachelor Housing Branch, Facilities Dvision to have Parts Il
and Il conpleted. Part |Il, Quarters Availability:

a. Personnel not assigned to quarters at the bachelor officer
quarters or SNCO bachelor enlisted quarters due to quarters not Dbeing
available or by virtue of grade (ssgt and above) and marital status,
who rate basic allowance for quarters (BAQ "Own Right" as an option,
wil require (NAV™MC Form 11118) prior to processing of a BAQ "Own
Right" request. To prepare this type of endorsenent place an "X" in
block A and add "quarters are not assigned® to the space provided in
that Dblock. Qiginal orders nust be presented in order to verify the
effective date.

b. If the officer/SNCO checking in is on TAD orders, block A is
also used. The procedures for filling out this block for availabil-
ity or nonavailability are as follows:

(1) For an availability statenent, the "not" in block A
statement "CGovernnent quarters were not available for the follow ng
date(s) or period(s)" wll be crossed out. In the space provided ‘in
this block the dates this endorsenent covers wll be filled in along
with the officer's/SNCO's room nunber and charge per day.

(2 For a nonavailability statement, only the inclusive dates
are listed in block A

c. If a foreign mlitary officer needs an endorsenent, only an X
in block A is required. Indicate whether there is or is not quarters
available by either leaving in or crossing out the "not"™ in the block
A statenent.
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CHAPTER 7
BILLETING FUND

7000. BILLETING FUND

1. A billeting fund wll be established per the guidance and
provisions of Mco P11000.22 and NAVSO P3520. Per NAVSO P3520, an
individual wll be assigned to admnister the fund.

2. Per paragraph 2507.1 of MCO P11000.22, requests. for nodification
of the service charges listed in Chapter 3 are subject to the approval

of the Commanding Ceneral, MOCDC .

3. The financial goal of the billeting fund is overall self-
sufficiency and not profit generation. Per MCO P11000.22 sufficient
revenue should be generated by the account to provide for direct
operating expenses, admnistrative overhead, and acquisition/

repl acenent of capital assets not authorized or available from

appropriated funds.

4.,  The financial managenent of the billeting fund is guided by W
4400-15 and NAVSO p3520 with specific duties as follows:

. a. The Head, Purchasing and Contracting Branch, Logistics
Division, is responsible for processing all appropriated fund

pur chases. Nonappropriated fund purchases are subject to approval by
the Drector, Facilities Division.

b. The custodian of the billeting fund is responsible for all
funds and the supervision of the nonappropriated fund instrunentali-
ties civilian enployees to include, but not limted to, the followng:

(1) Interviewing and hiring replacenent personnel.
(2) Instructing civilian personnel properly in their duties.

(3) Monitoring the performance, work schedule, and hours of
enpl oyees.

(4 Miintaining change fund.
(5 Verifying and signing payroll checks.
(6) Appointing a custodian of the petty cash fund.
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c. The accounting technician is responsible to the custodian and
Is subject to inspection by the Marine Corps Nonappropriated Fund
Audit Service. The accounting technician's duties shall include, but
are not limted to the followng

(1) Verifying daily activity reports.
(2) Posting debits and credits to journals.

* (3) Wirking with the desk agent to ensure that registration
cards and other forns are properly naintained

(4) Assisting in the financial managenent of the fund by
keeping the custodian abreast of the financial status of the fund.

_ (5) Preparing financial statenents and budget reports for
hi gher authority.

~ (e) Preparing expenditure vouchers for record purposes and
mai ntain nonappropriated fund property inventory records.

* d. The bachelor housing desk agents are responsible for checking

personnel in and out, taking paynent for the roons, recording
mai ntenance conplaints, and taking messages. They are not limted to

these duties and wll be guided In additional duties by the custodian
of the billeting fund.

e. The maids are to be guided in their duties by the -custodian
through direct supervision of the Head, Bachelor Housing Branch,
Facilities Division. Their services are for the purpose of cleaning
i ndividual rooms, for which service charges have been paid, or
assigned common areas. They wll be scheduled according to the

requirenents necessary to efficiently and cost effectively perform
their duties.



BACHELOR HOUSI NG MANUAL

CHAPTER 8
I NSPECTI ONS

GENERAL | NFORVATI ON .

ACTIVI TY/ TENANT  ACTIVITY | NSPECTI ON
RESPONSI Bl LI TI ES .

HEAD, BACHELOR HOUSI NG RESPONSI BI LI TI ES
ESTABLI SH NG AN | NSPECTI ON PROGRAM .
SAFETY AND SECURITY | NSPECTI ONS

KEY CONTROL PROCEDURES .

KEY LCSS PROCEDURES

Fl GURE

8-1 SAWLE FORVAT OF A LOST
KEYLOG.

PARAGRAPH

8000

8001

8002

8003

8004

8005

8006

PAGE

8-3



BACHELOR HQUSING NMANUAL

CHAPTER 8
| NSPECTI ONS

8000. CGENERAL I NFORMATION. Activity commanders have the responsi-
bility to ensure that assigned living spaces are properly maintained
and cleaned. Commanders are also obligated to ensure that their
personnel are properly housed and receive their entitlement per the
M ninum Standards of Adequacy established by Departnent of Defense
and the Conmandant of the Marine Corps in Mco 10160. 8. To neet these
obligations, inspections of bachelor quarters must be conducted.

8001. ACTIMTY/ TENANT ACTIVITY |INSPECTION RESPONSIBILITIES

1. Activitv Command Resnonsibilities

a. Pronulgate inspection procedures for bachelor housing at the
activity.

b. ‘Initiate, coordinate, and conduct periodic inspections of all
quarters.

2. Tenant  Activitv  Resnonsibilities

a. Ensure their personnel are adequately housed.

b. Hold joint inspections for troop novenents and deploynents,
or mass reassignment of tenant activity nenbers to other quarters.,

- c. . imspect quarters assigned to their personnel to ensure that
government property is properly maintained, apd that no contraband

(flanmable nmaterials,, live mnitions, or jllegal drugs) has been

I ntroduced. The managenent and control of alcoholic beverages into
" bachelor quarters occupied by sergeants and below is the responsi-
bility of the wunit commander. Furthermore,, the display of

por nogr aphi c/ obscene nmaterials is prohibited in bachelor quarters.

8002. HEAD, BACHEI OR- HOUSING RESPONSIBILITIES

1. Conduct periodic inspections.

2. Reduce the nunber of inspections and room entries by consolidat-
ing wth conmand inspections.

3. Be present or have a representative present at all inspections of
quarters.

4. Initiate or coordinate corrective action after reviewing the
i nspection report of the discrepancies.
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8003. ESTABLISHNG AN INSPECTION PROGRAM The Conmand will publish
a detailed policy for inspecting officers and SNco's bachel or

quarters. This policy w inclfude the follow ng:
1.t ffI nspection responsibilities of the bachelor housing managenent
staff.

2. Schedule and frequency of inspections.
3. Methods for conducting inspections.
4. Reports required.

5. Corrective action procedures.

8004. SAFETY

1. Bachelor housing management shall provide a safe and secure
environment for the residents. To perform this; function effectively,
bachel or housing managenent nust:

~a. ldentify and mnimze conditions which may cause a fire,
accident, or incident.

b, Apply neasures to reduce or prevent the occurrence of
injuries, damges, or |o0sses.

C. Train staff nenbers and encourage residents to conply with
safety and security prograns.

2. Inspections of the quarters will be held to the mnimm nunber of
times necessary to ensure that the buildings are properly maintained
in a safe and sanitary condition.

3. Inspections by experts in the fields of fire safety, security,
medicine, and public facilities should be routinely conducted.

8005. KEY CONTROL_PROCEDURES

1. The Bachelor Housing Manager is the central key control figure.
This function is of major irrportance to the security of the ,
resident's possessions and of governnent property. ~ Key control is
the corner-stone of physical security. |f Keys, partu;ularlkl nast er
keys, are conmpromised or lost, it jeopardizes the security of the
bachel or quarters. An effective key control system is essential to
reduce direct loss to the governnment and clains against the
government for theft.
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2.  Ceneral and master key lockers wll be established.

a. The general key locker will contain all keys not in the
master key locker. The Bachelor Housing Mnager, clerks, and

assistants wll have access to the general key |ocker.
b. The master key locker will contain all working nasters. Only
the Bachel or Housing Mnager or a designated representative wll have

access to this locker. The master keys in this |ocker should have
large tags or rings to prevent them from being msplaced. Master

keys will never be taken from the inmediate area of the quarters.
They will be signed out at the beginning of each working day and
signed back in when the day is over. Master key issue wll be

recorded in a special log and naster keys wll only be issued to
those persons authorized in witing by the activity.

8006. KEY LGSS PROCEDURES

1. Lost Kevs. The Bachelor Housing Manager will note the loss of
keys in a lost key log (see exanple at figure 8-1) and then issue a
duplicate key. The Head, Bachelor Housing Branch, Facilities
Dvision, may direct an investigation of the loss, particularly if
thefts are involved. If three keys to the same lock have been |ost,
the Head, Bachelor Housing Branch, Facilities Dvision wll direct
that a different lock setting be placed in that space. Residents may
be subject to disciplinary action for lost keys.

2. Master keys. The loss of master keys wll be reported directly
to the Head, Bachelor Housing Branch, Facilities Division. The Head,
Bachel or Housing Branch, Facilities Dwvision wll investigate the
loss and determne if it is required to change or sway all the |ocks
that the naster key can open.
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Figure 8-1.--Sanple Format of a Lost Key Log.
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APPENDI X A
DEFI NI TI ONS

For the purpose of this Mnual, the following definitions apply:

1. Accommdati ons. Living units within a structure provided to
i ndividual occupants.

2. Adequate. Housing currently considered adequate for involuntary
assignnent for any personnel category.

3. All-Qthers Tour. Prescribed tour length of duty for a MNarine
with dependents who elects to serve an acconpani ed “overseas tour of
duty without dependents. Marines wthout dependents ordered to an
acconpanied overseas duty station serve the all-others tour of duty,
except as provided for in Mco 1300.8

4. Bachelors. This term denotes nmales and females. Personnel
(including divorced and legally separated personnel) who are entitled

to BAQ at the "without-dependents® rate if suitable governnent
quarters are not available.

5. Bachelor Housing. Government bachelor housing and private
bachel or housing, excluding housing used for billeting the guard of’

the day.

6. Head, Bachelor Housing. The activity comrander's principal
erson responsible for the centralized nanagenent of all bachelor
ousing: functions and facilities on-the activity.

7.. Bachelor Housins puty Mnaaer. .The person assigned to the

-host/tenant conmand' s bachel or-housi ng manager to carry out the

gp‘teraiN:éans “of ‘bachelor housi ng after normal werking hours (barracks
uty .

8. Bachelor Housing Mnager. The person assigned by the host/tenant
conmander to assist the-Head, Bachelor Housing™ Branch, Facilities
Dvision for--the day-to-day operations of bachelor housing.

9. Basic Alowances for Quarters (Bag) An amount of noney
prescribed and Timted-by Taw which an officer or enlii§eg menber
receives to pay for housing when housing is not provided by the
gover nnment .

10. Dependents Restricted Tour. An overseas |ocation/unit/
activity where dependents of Mrines are not authorized to be

present .
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11. Fair Market Rent. A rental value derivea by conparison of Mrine
Corps/DoD owned or controlled housing, W ih conparison of community
rental  housing, located within or adjacent to an established commwnity
which offers a rental housing narket.

12," Family Separation Allowances (Type I). An allowance in the
amountof BAQ at the without-dependents Iata for appropriate grade

whi ch is paid to a married member assigned a dependents-restricted
tour, %nd for whom no adequate bachelor guarters are available or
assi gned.

13.  Furnishings. Furniture, household ecuipment, and miscellaneous
items necessary to provide a reasonable degree of living confort in
housing, as i ndi cated i n the table of maximum allowances f or bachel or
quarters and otherw se specified herein. The term "furnishings" does
not include househol d goods such as linems, cutlery, srfverwar e,
dishes, and Kitchen utensils. Pt. does not include air-conditioning
units or equipment, and mscellaneous items.. The followng
definitions apply:

i ~a. Furniture. TItems suchasbe&s, dressers, tables, chairs, and
[amps . :

_, b. Ecguipment. Inecludes household itens, such ascl ot hes washers
and dryers, refrigerators, cooking ranges, and ice-making nachines.,

. C. Miscellaneous Ttems. Supplemental itens, such as floor'
polishers, trash receptacles, vacuum cleaners, and ashtrays.

14, Geographical Bachelor. Personnel whe are entitled to the travel
G dependents and transportation of household goods, but have chosen
not to be accompanied.

15. Government Bachelor Ouarters. Structures owed or controlled hy
the Federal' Government, including structures |eased or rented, which
are designed or altered to provide living accommodations for officer
and enlisted personnel, but not normally available for occupancy by
depe?dentsf. t_'I'his definition excludes sleeping roons for guard duty or
simlar functions.

16. G 0SS Living/Sleeping Area. Ihe floor of an occupant's roon(s),
bat hroom room closets,” and circulation space between roons including
auxiliary exterior walls and interior partitions. Normally the term
IS used to describe an area providing conplete living facilities,
including provisions for living, sleeping, bathing, closet, and toilet
facilities for one person.

17. guest House. (CGovernment officer quarters operated by the
Comm ssioned O ficers' Cub.
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18. I nadeauat e (Upgradeable), Quarters which do not meet the
mninmum standard of adequacy for involuntary assignment, but which
can be upgraded economcally to an adequate condition. arters wll
not be classed as inadequate based on present occupancy if such
quarters would be considered adequate for a |ower personnel category,
nanely, corporals and below, but not recruits.

19. In leasing. An agreenent by which the Marine Corps obtains
possession of real Property not owned by the United States of Anerica
for stated period of tinme and for a stated consideration.

20.  Kev_Personnel. Qvilian/mlitary personnel whose duty assign-
ments are considered by the activity commander to be key and
essential to activity operations so as to require residency aboard
the comand.

21. Lease. A contract by which one conveys real estate (bachelor
quarters) for a period of time wth a specific rent.

22, Mlitary Necessity. MIlitary conditions or considerations which
require a nenber to be billeted 1n a government-owned or government-
controlled facility (regardless of standards of adequacy) for mssion
acconpl i shnent, contingency operations, training, or maintenance of a
disciplined force.

23.  Mnimum Standard of Adeauacv (MsA). The standards set forth
defi ni ng adequacy of mlitary bachelor quarters. (See figure I-1 for
standards lhy- gradte breakdown.) The standards ha-ve been established
to nmeet the basic psychol ogical and physiological needs for space and
Erlvacy and should be used in determning eligibility for payment of
AQ or per diem

24.  Net Living/Sleeping Area

a. Enlisted. The clear sleeping/living space in bachelor
quarters (room or open squadbay) allocated for an individual's use,
including, as appropriate; bed space, personal |ocker, or closet
space, and circulation, but excluding all shared areas. Measurements
are nade from the inside face of the peripheral walls.,

b . Oficer. The total area neasured from the:.inside face of
the, peripheral walls of the suite, and includes all spaces and
artitions thereby enclosed, to include bathroom Iliving room
itchen, and bedroom

25. Nonapprooriated Fund I nstrumentality (NAFT). An integral Mrine
Corps organizational entity which perforns a government function. [t
acts in 1ts ow name to provide or assist mlitary organizations in
providing MAR pro%r_arrs for mlitary personnel and authorized
civilians. As a fiscal entity, it mintains custody of and control
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a. TAD. Mlitary or civilian student in a course of less than
20 weeks.

b. PCS_Student. Mlitary or civilian student in a course of at
| east 20 weeks.

37. Substandard (Mavy Not be Made Adequate/Not Updaradimgl. JSjarters
whi ch cannot be nade adequate economcally through improvement of
noder ni zat i on. Quarters wll not be classed as substandard if such
quarters would be considered adequate for |ower personnel, nanely,
corporals and below, but not for recruits.

38. Temporary Building. A class Il facilitP/ which is_ designed and
constructed to serve a specific purpose for fess than five years.
Tenpo&ary) buildings are normally considered to be substandard (not
upgradi ng) .

39. Temporary Llodsina Facility. ort-ter tenporary, housin
accormodations for occupancy by mlsptary nlrannbers,npthei¥ dependegts,
famlies, and guests. Tenporary lodging facilities do not include VP
quarters, rest and recreation facilities, famly housing, bachelor
quarters, or transient quarters.

40. Trainee. FEnlisted Murines attending an initial school for skill
training.or M5 qualification.

41, Transient ~Quarters, Quarters maintained prinarily to provide
temporary housing for TAD officers, enlisted, and conparable Dob
civilian enployees.

42.  Transients. Mlitary personnel and pop civilian enployees at an
activity other than the one to which they are permanently assigned.
Nonduty personnel and person being out-processed should be called
"casuals."

43. Voluntarily separated Personnel. See geographical bachel ors.
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APPEND X B

LIST OF REFERENCES

1. The current editions of
Manual and are available for
required.

a. Mco 1300.8

b. MCO P1700.27

C. MCO P11000.7

d. MCO P11000.9

€. MCO P11000.14

f.  Mco P11000.22

g. SECNAVINST 5760.1

h. sEcNAvINST 7000. 22

I, SECNAVINST 7000. 23

j. NAVOOWT Manual, Vol u
k. NAVOOWPT Manual, Volu
1.  NAVEDTRA 10500

m. NAVFAC P-352

n.  NAVFAC P-930

o. NAVSO P-3520
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