UNITED STATES MARINE CORPS

MARINE CORPS BASE

QUANTICO, VIRGINIA 22134-5001 MCBO P11101.1

C 044/ k
17 Dec 92

MARINE CORPS BASE CORDER P11101.1

From Commandi ng  Cener al
To: Distribution List

Subj : MANAGEMENT COF FAM LY HOUSI NG
Ref : MCO P11000.22 (NOTAL)

Fam |y Housing Handbook (NOTAL)
MCCDCO 11101. 3

MCCDCO 5350.1A

MCCDCO 11300.1C
MCO 1751. 33

DO QOO

Encl : (1) LOCATOR SHEET

1. Pur pose. To pronmulgate instructions and information on the
admnistration of famly housing facilities and programs at MXCDC
and the Naval Medical dinic; and to establish responsibility for
the efficient and effective managenent thereof.

2. Cancel | ati on. MCCDCO P11101.1.

3. Summarv__of Revi si on. This revision contains a substanti al
nunber of changes and nust be conpletely reviewed.

4, | nf or mat i on. The contents of this Mnual anplify, and in sone
cases restate, the provisions of reference (a) so that all
personnel seeking famly housing will be assured of equal and fair

treatment, and also have the benefit of information which affects
their famlies not otherwise wdely promulgated. Reference (b) is
provided for occupants of quarters/housing. Reference (c¢) rovi des
local inplenenting instructions for the Of-Base Housing Referral
Program reference (d) provides guidelines for the conduct of
mlitary personnel in off-base housing. Ref erence (e) contains
utility rates for famly housing units and trailer sites, and
reference (f) contains information on Basic A lowance for Quarters
for Marines with dependents.

5. Recommendat i on. Recommendati ons concerning the contents of the
Managenent of Famly Housing Manual are invited. Such recomenda-
tions wll be forwarded to the Commanding O ficer, Marine Corps

Base (C 04) via the appropriate chain of comand.



MCBO P11101.1
17 Dec 92

6. Certification.  Reviewed and approved this

/

L] A
y di on

date.

DI STRI BUTI ON: P111



MCBO P11101.1
17 Dec 92

LOCATOR  SHEET

Subj:  MANAGEMENT COF FAMLY HOUSING

Locati on:

(Indicate the location(s) of the copy(ies) of this
Manual . )

ENCLOSLRE (1)



MANAGEMENT COF FAM LY HQOUSI NG

RECORD OF CHANGES

Log conpleted change action as indicated.

Change Date of Date Signature of Person
Number : Change Entered Entered Change




CHAPTER
1
2

APPENDI X
A

B
C
D

MANAGEMENT OF FAM LY HOUSI NG

CONTENTS

GENERAL
BASI C ENTI TLEMENTS AND CENERAL STANDARDS

REPORTI NG APPLI CATION, ADM NI STRATION OF WAITI NG
LI ST, AND ASSIGNMENT CRITERFA AND PROCEDURES

SUBSTANDARD PUBLI C QUARTERS
GOVERNMVENT OMNED MOBI LE HOMVE SITES
HOUSI NG REFERRAL SERVI CES

ADM NI STRATION OF WAITING LISTS
REASS| G\VENT OF QUARTERS
HOUSI NG ALLOCATI ON  GUI DELI NES
STATEMENT OF UNDERSTANDI NG



MANAGEMENT OF FAM LY HOUSI NG

CHAPTER 1

GENERAL

ELIG BILITY FOR PUBLI C QUARTERS .

RESPONSI BILITIES O THE HEAD, FAMLY
HOUSI NG BRANCH, FACILITIES DIV SION .

EXCEPTED RESPONSI BI LI TI ES/ PROCEDURES
FOR APPEAL AND EXCEPTI ON .

FAM LY HOUSING AT THE NAVAL MEDI CAL
CLINI C (NMVCL) L

PARAGRAPH
1000

1001

1002

1003



MANAGEMENT CGF FAMLY  HOUSING

CHAPTER 1
GENERAL

1000. ELIGBILITY FOR PUBLIC QURTERS Mlitary famly housing is
provided to offset existing and projected shortages found in the
private comunity. Service personnel have no legal entitlement to
public quarters, and it is not mandatory by law that governnent
quarters be provided. Higibilit is based on the requirement of
mlitary personnel who receive the basic allowance for quarters (BAQ
at the "with dependents” rate as defined in Mco's P11000.22 and
1751. 3.

1001. RESPONSIBILITIES OF THE HEAD FAMLY HOKSING BRANCH
FACILITIES DIVISION. The Head, Famly Housi n% Branch is the
designated representative of the Commanding ficer, Marine Corps
Base (QO MXB) for all famly housing natters and functions enunerated
in Section 2, Part C of reference (a), including assignnent to
senior officer quarters (O6). The Head, Famly Housing Branch s
directly responsible to the Drector, Facilities Dvision for the
managenent of famly housing facilities according to the policies,

i nstructions, regul ations, and procedures promulgated by the
Commandant of the Mrine Corps, and the GG

1002. EXCEPTED RESPONSIBI LI TI ES/ PROCEDURES FOR APPEAL AND
EXCEPTI ON

1. The Head, Famly Housing Branch, Facilities Dvision has the
executive authority to make day to day decisions emanating from
functions assigned. Exceptions to the foregoing are:

a. The GO MZB nakes decisions on: policy changes, redesig-
nation of quarters, BAQ forfeiture rates for substandard quarters,
matters affecting a significant segment of the housing population,
and assignments to quarters for pay grades O7 and above.

b. The Drector, Facilities Dwvision renders decisions on:

(1) Requests from personnel to remain in quarters after
effective date of retirement, and release from an active duty status.

(2) Those permanent party personnel who wll be offered
famly quarters when 6 nonths or less remain on current tour of duty,
or students when 90 days or less remain on current tour of duty.

(3) Requests for reassignnent for other than dependency
I ncreases.
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(4) Requests for permssion to vacate government quarters for
reasons other than receipt of pernmanent change of station orders, or
release from active duty.

(5) Cases concerning involuntary dispossession from quarters,
outlined 1n Chapter 1, paragraph 1003 of the Famly Housing Handbook.
Appeal s resulting from involuntary dispossession wll be acted upon
by the CO MZB.

2. Requests for decisions to be made by the foregoing authorities
shall be submtted on Admnistrative Action Forns via the nornal
chain of command to the GO MB (C 044). Via addressees shall be
responsible for ensuring that the information provided in the basic
correspondence is valid and sufficient in detail so full and fair
consideration nmay be given by the approving authority. The basic

correspondence shall clearly ‘indicate and describe the problem
involved and justification shall be in clear, concise |anguage.
Requests based on nedical considerations shall contain docunentation,

if available or shall be forwarded via the Health Care Advisor, Naval
Medical dinic (NML) for appropriate coments and reconmendations.
Requests involving financial matters shall additionally have an
endorsement from the immediate conmanding officer stating that the
requestor has been counseled in the prudent nmanagenent of household
finances; that all reasonable resources of financial assistance have
been investigated wth negative results; and that the requestor does
not have, in fact, sufficient funds to support the reasonable needs
of his famly in the civilian comunity. Requests which do not
contain sufficient justification to substantiate and validate the
requirenent shall be returned wthout action. Simlarly, requests
for priority assignment based on financial consideration wll not
normally Dbe approved wunless the situation is so wunusual that approval
justifies "pre-empting" personnel of an identical or |ower paygrade
on the waiting |lists.

1003. EFAMLY HOUSING AT THE NAVAL MEDICAL QG INC (NMCL)

1. Assignnent authority for faml g housing quarters aboard the
clinic conpound wll Dbe executed Dby the Head, Famly Housing Branch,
Facilities Division. The Health Care Advisor should provide the
Head, Famly Housing Branch, Facilities Division wth recomenda-
tions/comments regarding specific unit assignments within the clinic
conmpound.

2. Quarters at the NVCL are subject to the same rules, regulations,
and policies established for other base housing.
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CHAPTER 2
BASIC ENTITLEMENTS AND GENERAL  STANDARDS

2000. ENTITLEMENT TO HOUWSING It is the policy of the Mrine Corps
that it recognizes no inherent right to government housing for any
group or individual. The Mrine Corps addresses itself to housing
matters solely for its own purposes and wthout accepting any inplied
responsibility to persons who are or mght be housed, except as
provided by |aw

2001. ENTITLEMENT TO BASIC ALLOMNCE FQR ERS (BA

1. Paynment of BAQ is authorized wunder the followng conditions:
a. Adequate public quarters cannot be provided.
b. Substandard public quarters are not voluntarily occupied.
c. Qccupancy from either is termnated.

d. Involuntary assignnment to adequate public quarters is waived
per the provisions of this Manual.

2. \Wen reporting to Mrine Corps Conbat Devel opnent Conmand

and adequate public quarters are available for assignment, but the
incomng mlitary sponsor nmeets one of the followng categories,
quarters shall not be involuntarily assigned:

a. Wen the sponsor is geographically separated from dependents
by at least 60 mnutes driving time, one way. Separation shall not
be of short duration for the purpose of avoiding assignment to
quarters, but shall be an intended separation for the entire length
of tour at MOXCDC.  Such intention shall be expressed in witing by
the sponsor at the time of reporting to the Head, Famly Housing
Branch, Facilities Division. Should dependents subsequently join the
sponsor, application for quarters shall be mandatory.

b. Because of an existing lease for any certain and specified
time which does not termnate wthin 30 days of reporting to MXCDC
Such leases, however, nust have been entered into prior to issuance
of permanent change of station (PCS) orders to MOXCDC

c. Because the mlitary sponsor purchased a famly dwelling unit
prior to issuance of PCS orders to MOCDC

d. Wwen the Head, Famly Housing Branch, Facilities D vision

has, prior to the sponsor reporting to MOXCDC, issued the mlitary
sponsor a witten statement or a DD Form 1747, Status of Housing

2-3
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Availability, authorizing arrangements to be made for off-base
accormodations on a short, internediate, or long term basis.

3. Decisions rendered by the Head, Fanily Housing Branch nay be
appealed, in witing, via the normal chain of command to the
Director, Facilities Division. Appeals shall set forth all
circunstances and facts involved in the case and the reason(s) why
the decision should be reversed.

2002. TERMNATION OF ENTITLEMENT TO BASIC ALLOMNCE FOR QUARTERS

1. Assignnent to adequate quarters shall result in full forfeiture
of entitlenent to BAQ Assignnent to quarters designated as sub-
standard by Congressional legislation shall result in a wpartial or
full forfeiture of entitlement to BAQ as determined appropriate by
the Commanding Cificer, Mrine Corps Base (CO :

2. Assignment to adequate quarters when both the sponsor and spouse
are mlitary nenbers shall result in full forfeiture of entitlenent
to BAQ at the wth or wthout dependent rate, as applicable, for both
menbers. Wen both sponsor and mlitary spouse are assigned to
substandard quarters, they wll both forfeit partial BAQ at the wth
or wthout dependents rate, as applicable.

3. Assignnent to sites for privately owned nobile homes shall not
cause termnation of BAQ entitlenent. Instead, sites are rented
under a lease agreement and nonthly payment is nade per established
rates.

2003. STANDARDS COF  ADEQUACY

1. Each dependent should normally be assigned one bedroom  sponsor

and spouse is assigned one bedroom The service nmenber nmay choose to
be assigned to a unit where nore than one dependent share a bedroom

No nore than two dependents should share a bedroom unless the GO M3,
determnes the bedroom is large enough to accommodate nore than two

persons.

2. Personnel who report to MXDC for duty are to be advised of the
above established standards at the time of application for assignnent
to quarters. Acceptance of assigned quarters by individuals for
occupancy is considered to be reasonable presunption of adequacy.
Reassignnent to larger quarters at a later date wthout increase in
famly size wll normally not be approved.

2-4
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CHAPTER 3

REPORTI NG,  APPLI CATI ON, ADM NI STRATION OF WAITING LI ST,
AND ASSIGNMENT CRTER A AND  PROCEDURES

3000. PERSONNEL REPORTING WHO DRAW BASIC ALLOMNCE FOR QUARTERS
(BAQ) FOR DEPENDENCY REASONS

1. Submssion of DD Form 1746, Application for assignment to Housing

Availability, wth a copy of orders by applicants for government

famly housing wll place the service nenber's name on the appro-
priate waiting list; however, applicants nust physically report to
the Head, Famly Housing Branch, Facilities Dvision as part of the
reporting-in procedures, before their name wll be perntted to

advance into the frozen zone of the waiting list (see Appendix A).
Al'so, service menbers nust physically report to the Head, Famly
Housing Branch, Facilities Division prior to enteringh into legally
enforceable agreenents for the lease or purchase of housing in the
surrounding civilian conmmunity.

2. Wen quarters are immediately available wupon reporting, or wll
be available wthin 60 days, the Head, Famly Housing Branch,
Facilities Dwvision wll appropriately endorse the orders of the
reporting-in sponsor. Involuntary assignment shall be nmade, when
deened necessary, to neet Departnment of Defense established utiliza-
tion requirenents.

3. Wen quarters wll not be available wthin 60 days of reporting,
the Head, Famly Housing Branch, Facilities Dwvision, shall endorse
the orders authorizing personnel to nake permanent off-base arrange-
ments if desired.

1. This category of personnel is not required to submt a DD Form

1746 or physically report to the Famly Housing Cfice as part of the

reporting-in procedures.

2. However, upon gaining a dependent, the sponsor shall report to
the Head, Famly Housing Branch, Facilities Dwvision, prior to
entering into legally enforceable agreenents for the lease or
purchase of housing in the surrounding civilian comunity.

3002. UTILIZATION CF DD FORMG 1746 AND 1747

1. e of DD Form 1746. UWon receipt of notification of pernanent
change of station (PCS) orders of a nember of the Conmand eligible
for  housing, the commanding officer shall:

3-3



3003 MANAGEMENT CF FAMLY HOUSING

a. Require the individual to conplete a DD Form 1746, the form
by which all personnel shall nake applications for famly housing at
any activity to which assigned.

b. Be responsible for miling the conpleted application wth a
copy of the PCS orders, opreferably 30 days or as soon as practicable
prior to the individual's date of detachment, to the housing director

of the activity to which the menber is to be assigned. |f a housing
director is not on the table of organization at the receiving
command, the application will be forwarded to the conmander of the

installation to which assigned. ~The l|eave address and tel ephone
nunber should be noted, if applicable.

c. Counsel the Marine that the use of DD Form 1746 does not
preclude the requirenent to report to the Famly Housing Cfice upon
arrival at the new duty station.

2. e of DD Form 1747. Upon receipt of a DD Form 1746, the receiv-
ing installation wll imediately place the applicant's name on the
appropriate waiting list and nmail a DD Form 1747, Status of Housing
Availability, to the mlitary sponsor, explaining the current housing
situation as well as any additional information which wll be
beneficial to the individual applying for housing.

3003. APPLICATION FOR FAMLY HOUSING

1. The control date for determning when an individual becones
eligible for assignment to famly quarters is based on the followng:

a. Date of detachnent from the previous permanent duty station.

b. Date application is made by service nenber wth inmnent
marriage plans, no nore than 30 days prior to narriage. The service
menber nust provide evidence of planned narriage date to the housing
manager at the tinme of application.

c. Date of graduation from Cficer Candidates School when there
was no previous permanent duty station, provided application is nade
within 14 calendar days of graduation.

d. Reporting-in date for The Basic School students when there
was no previous permanent duty station, rovided application is nade
within 14 calendar days of reporting or 30 days for those appli-
cations (DD Form 1746) submtted prior to physically reporting.

e. Date application is made when the foregoing tine limts have
expi red.

2. Wen tw or nore applicants have the sanme control date, seniority
shall  govern.

3-4
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3004. WAITING LISTS

1. Witing lists shall be established by grade category and bedroom
conposi tion. Qade categories are: senior grade officer, field
grade officer and field grade exception list for certain single
housing wunits, conpany grade officer, senior nonconmm ssioned officer
(E-6 and above), junior noncomnm ssioned officer (E4 and E5), and
junior enlisted (EI through E-3). A single waiting list shall be
maintained for nmobile hone sites. The waiting list wll be nain-
tained by the Head, Famly Housing Branch, Facilities Division. The
location of a mlitary nenber's nane on a waiting list is predeter-
mned, based on the individual's control date. The top 10 percent on
each waiting |list, referred to as the "frozen =zone," conprises the
stabilized portion of that Ilist and wll not normally be pre-enpted
by new nanes. Wien the term "top of the |ist/nunber one position" is
mentioned in this Mnual, it refers to the nunber one position of the
entire list, including the frozen zone.

2. A service menber wth inmnent narriage plans is eligible to
apply for famly housing 30 days prior to narriage. The service
menber nust provide evidence of the planned narriage date to the
housing manager on the date of application. The nmenber's nane wll
not be allowed to enter into the frozen zone of the waiting |ist

until actual proof of marriage is presented to the housing nanager.
If there is no waiting list, actual housing assignment wll not be
made until proof of narriage is provided to the housing nanager.

3. Unmarried pregnant service nenmbers wthout dependents may apply
for famly housin after obtaining nedical docunentation confirmng
due date, but shall not be assigned quarters wunder any circunstances
until the birth of the child ~ The mnenber's nane shall be allowed to
rise to the top of the waiting list but wll not enter the frozen
zone until after the birth of the child.

4.  Applications shall be added to, or integrated into, appropriate
waiting lists based on control dates established per paragraph 3003.
Waiting list positions are subject to change as subsequent reportees
with earlier control dates are integrated into the [lists. However,
once an application is placed in the "frozen zone," an application
with an earlier control date shall not nornmally displace it.
Exceptions to frozen zone displacements shall be:

a. Approved priority assignment when very unusual  circunstances
war rant . In cases involving hardship, determnation for priority
assignment will be based on witten docunentation that verifies the
need for mlitary, vice civilian, famly housing.

b. Approved reassignnents in the best interest of the govern-
ment .
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NOTE: Such requests shall be acted upon by the Drector, Facilities
Dvision or higher authority, and if approved, shall be specifically
annotated for "“frozen zone displacement;" otherw se, the application
shall be placed in a position just below the frozen zone.

5. The frozen zone previously referred to represents the relative
position of the top 10 percent of the personnel on each waiting |Iist
which shall be stabilized and not altered by placing new arrivals

t herein, The 10 percent rule can be extended to include those others
who it is anticipated wll be assigned quarters wthin 60 days.

6. Waiting lists wll be updated weekly and wll be nade available
to applicants at the Famly Housing Ofice during normal working
hours, the dub system Commssary Store, and Marine Corps Exchange
branches mainside and at TBS

7. Applicants are advised that waiting periods are strictly esti-

nmates based on their relative position on the waiting list as of the
date of inquiry, and are subject to change wthout notice.

3005. ASSI GNMENT _TO QUARTERS

1. Quarters shall be assigned to permt wuse for the greatest
possible duration of a duty tour, to achieve maximum occupancy rates
and reduce «costs attributable to change of occupancy. Accordingly,
students shall not normally be assigned when 90 days or less remain
on current tour of duty; permanent party personnel shall have at
least 6 nonths renaining.

2. Assignnent of sponsors to designated famly dwelling units shall
be per the general bedroom entitlements based on nunber of depen-
dents, or grade category, established in Mco P11000.22. Assignment
to smaller quarters nmay be made on a voluntary basis. However, any
public quarters wvoluntarily accepted and occupied shall be conclu-
sively presumed to be adequate for the occupant. For the purpose of
this paragraph, substandard quarters are included.

3. Service nenbers wll be provided no less than 31 days advance
notice of housing assignments, when possible.

4, Quarters designated for assignnent to the various grade cate-
gories are enumerated on Appendix C  Sites for privately owned
mobile honmes are also included in Appendix C

5. Upon availability of quarters subsequent to reporting to the
Head, Famly Housing Branch, Facilities Dvision, the followng
procedures shall be adhered to by all personnel:

a. The nunber one eligible applicant shall be contacted, pro-

vided the mninum remaining tour of duty tine requirenents can be
met. The applicant shall report to the Famly Housing Cfice for
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pickup of house keys wthin 24 hours (weekends and holidays excluded)
of initial contact by the famly housing representative. Applicants
who do not pick up keys to offered quarters wthin 24 hours of
quarters availability notification will be passed over and the non-
response counted as a refusal and the quarters offered to the next
eligible applicant. Each applicant shall return in person to the
Famly Housing Cfice to inform the famly housing representative of
their acceptance or declination of offered quarters. The following
BAQ forfeiture schedule is applicable:

(1) If quarters are accepted, BAQ forfeiture wll begin the
day of quarters availability notification if prior to 1500, even if
keys are picked up at a later date; after 1500, BAQ forfeiture wll
commence the following day.

(2) If keys are picked up and not returned to the Famly
Housing COfice wthin 24 hours, the quarters shall be presuned to be
assigned and BAQ forfeiture wll begin the day of quarters avail-
ability notification, if prior to 1500; after 1500, the next day.

(3) If keys are picked up and not returned wthin 24 hours
and quarters are subsequently declined, BAQ forfeiture shall begin
the day of notification, if prior to 1500; after 1500, the follow ng
day. BAQ forfeiture shall termnate the day keys are accepted by a
famly housing inspector after a dispossession inspection has been
scheduled and successfully conpleted by the assigned occupant.

b. Wen quarters are initially declined, for reasons other than
a legally enforceable agreement for civilian housing, the application

shall ~ be annotated accordingly, and remain in its current waiting
list position. Second offer of quarters shall be in consonance wth
the admnistrative procedures established herein. If quarters are
declined, the application shall be so annotated and automatically

renoved from the waiting list, unless an involuntary assignnent
policy is in effect.

c. Wen quarters are declined because of an unexpired lease term
of 30 days or less, the applicant shall remain in the nunber one
position wth the |ease expiration date annotated thereon. \hen
quarters are declined because of an unexpired lease term of nore than
30 days, the applications shall be placed in an *"inactive" status.

It shall then be the responsibility of the applicant to contact the
Head, Famly Housing Branch, Facilities Dvision and request reacti-
vation of his/her application. The application shall be annotated to
reflect the |lease expiration date, and placed in an inactive file.

The Head, Famly Housing Branch, Facilities Dvision, shall strive to
effect assignments prior to, or wthin 30 days subsequent to, |ease

expiration dates. If mnimum tine requirenents can be nmet pursuant
to paragraph 3003.1 of this Mnual, the first offer my be declined
without loss of waiting list position. No applicant shall interpret
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this subparagraph as an expressed or inplied guarantee that quarters
wll be available for assignnent prior to the lease expiration date,
or wthin 30 days subsequent thereto. However, every effort wll be
made to effect assignment during such period.

d. Applicants allowed to decline offered quarters twice, for
reasons other than obligations for civilian housing, wll normally no
longer Dbe eligible for assignment to famly housing during their
current tour of duty at this Command. Requests for another offer,
however, shall be acted upon by the Head, Famly Housing Branch,
Facilities Dwvision provided an admnistrative action form is
submtted via the normal chain of command setting forth in witing
the extenuating circunstances which precluded acceptance of previ-
ously offered adequate quarters. Such requests shall not nornmally be
approved if the previous declinations were based on such things as:
sponsor's preference for ground level quarters instead of accepting
an offered second or third floor apartment, a bi-level or tri-level
unit; or, preferred to live on the first or second floor in lieu of
an offered third floor apartnent; or, offered locations were not
considered desirable for pets. Exceptions may be nade when waiting
lists are exhausted and there is no foreseeable need for quarters,
and in those cases when the Health Care Advisor recomrends favorable
consideration due to nmedical reasons.

e. Wen requestors are approved for a third offer of quarters,
an application shall be added to, or integrated into, existing
waiting lists wth a control date identical to the date of approval.
Refusal of the third offered quarters shall again constitute
automatic renmoval from the waiting list, wth no further offer nade.

f. Wen all qualified applicants on a waiting list have been
considered, and there are no inbound commtnents, available quarters
shall Dbe offered to the applicants of the next |lowest grade qualify-
ing for the nunber of bedroons available. First considered shall be
those personnel selected for promotion, to be followed by personnel
of the sane grade not selected for promotion. If all personnel
decline, the quarters shall then be offered to personnel who have the
requisite grade but wth a Ilesser bedroom requirenent. This para-
graph specifically prohibits the assignnent of enlisted personnel to
designated officer quarters, and vice versa.

3006. DURATION OF ASSIG\MENT. Quarters shall be occupied for a
mnimum period of six nonths before consideration wll be given to a
request to vacate. Exceptions to this are receipt of PCS orders,
change in narital status, or any unusual circumstance/situation that
has arisen since assignnent to quarters, wth conplete justification.
Al requests to vacate wll be submtted to the Head, Famly Housing
Branch, Facilities Dvision, by an Admnistrative Action (AA) Form
via the normal chain of command.
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3007.  ASSIGNMENT OF | NTERNATIONAL M LI TARY TRAI NEES

1. International mlitary trainees acconpanied by dependents wll be
assigned wthin available assets based on nunber of dependents or
grade and the follow ng:

~a.  International officers wll be placed on the applicable
waiting list for the wequivalent grade of his Mrine Corps counter-
part.

b. Their position on the waiting list wll be determned by the
control date contained in their orders. This control date is the
date the applicants departed from their native land. If they have
been assigned interim duties elsewhere, the control date wll reflect
the date of detachnent therefrom
2. International mlitary trainees occupying governnent quarters
wll Dbe governed by the policies, rules, and regulations set forth in
this Mnual .

3. The Head, Famly Housing Branch, Facilities Division wll furnish

all possible assistance to international officers who express a
desire to live in the civilian comwunity or for whom quarters aboard
the Command are not available.

3008. ASSIGNMMENT TO MRE THAN QN SET OF QUARTERS.  Assi gnment/
occupancy of nore than one set of public quarters at the same tinme at
different duty stations is prohibited. It is the responsibility of
the Commander at the new duty station to ascertain whether an
individual and his/her dependents have termnated previous assignnent
to public quarters at the old duty station.

3009.  CHAPLAINS. Bachelor and unacconpanied chaplains may be
assigned mlitary famly housing when it 1is determned that such
housing is essential to the performance of their professional and
pastoral duties. Miltiple occupancy is recomrended where there s
more than one bachelor/unacconpanied chaplain. Diversion of famly
housing for use Dby bachelor chaplains shall conform to the policy
outlined in MCO P11000.22.

3010. OCOPANCY COF FAMLY HOUSING

1. General Information. Housing is assigned primarily for use by
the sponsor to whom it is assigned and to his or her dependents.
Dependency is discussed in MCO P11000.22. Social visits, which mght
occur in private housing, are acceptable as long as guests neet
standards of conduct prescribed for residents in paragraph 3010 of
the Famly Housing Handbook.
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2. Double Occupancy bv Fanilies of Two Sponsors. Double occupancy
of a single set of quarters by the famlies of tw eligible service
nmenbers in excess of 90 days is considered to be assignment to
quarters for both sponsors and will cause both sponsors to forfeit
their BAQ and variable housing allowance (VHA), 1f applicable.

3. Extended Visits of Quests. Visits which are expected to extend
longer than 30 days may be approved by the OGO MXB, for up to 1 year.
Procedures for guest visitations are discussed in the Famly Housing
Handbook.

4. Semi-permanent Residence of Wards, Nondependent Relatives, and
Eoster Children. Request for extended (sem -pernanent) occupancy
privileges for court-approved wards, nondependent relatives, and
foster children may be approved by the CO M®B. Each case will be
considered on its own nerit, considering requirenents of the nenber
as well as the Mrine Corps. In no such case will approval guarantee
assignment to a unit wth nore bedroons than the nenber is ordinarily
entitled to, although the CO MXB may authorize such a nove at the
menber's expense if no waiting list exists for the larger quarters.
Wen approval of cases involving foster children is granted, portions
of funds awarded by local governments and welfare agencies for

housi ng considerations nmay not be accepted from the proffering
governnment agency.

5. Sublettins of Quarters. Public quarters, including substandard
quarters and nobile hone spaces, may not be sublet by the occupant or
used in any manner for which the nenmber mght be conpensated.

6. Tenant Responsibilities. Tenant responsibilities are discussed
in MCO P11000.22 and are pronulgated in the Famly Housing Handbook.

3011. TERM NATION OF ASSIGNMENT. (Quarters assignnent is normally
termnated wthin 30 days of the effective date of PCS orders, except
where continued occupancy by dependents of overseas absentee sponsors
is authorized (see paragraph 3012.3 following). Oher conditions
necessitating termnation are covered in MCO P11000.22. Mbile hones
will be renoved prior to final termnation of assigned nobile hone
spaces, unless specifically authorized by the Head, Famly Housing
Branch, Facilities Division.

3012. SPECAL RETENTION CF QUARTERS

1. Authority to Remain in Quarters after Separation. Personnel

di scharged, released from active duty, or retired my remin in
public quarters for up to 60 days after the effective date of such
orders in hardship cases wupon approval of a witten request.

Requests for extensions beyond 60 days shall be submtted by AA Form
to the Head, Famly Housing Branch, Facilities Dvision. Such
requests wll set forth the wunusual circunstances which warrant
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consideration of the requested extension. Al occupancy after
separation wll be on a rental basis at the nornal Q plus VHA rate
for the individual's grade.

2. Retention of OQuarters--Menbers in a Nonpay_Status. Assignnment to
quarters wll not be contingent on the right to receive pay.

Students on the Excess Leave Program may retain currently occupied
quarters. Mlitary and/or dependent nenbers may be authorized to
remain assigned to quarters ile in a nonpay status during an
unauthorized absence for a period not to exceed 60 days from the
first day of absence, occupancy of quarters may continue by
dependents, at no cost to the dependents, under the follow ng

condi tions:

a. The nenber has been in an unauthorized absence status for
mre than 29 consecutive days.

b. The dependent(s) applies for continued occupancy and the
application is received by appropriate authority wthin 30 days after
the date absence comenced.

_ c. No positive information has been received that the dependent
is residing or has joined the nenber at the place of absence.

d. No payment of BAQ may be made.
3. Gonti nued oOccupancy/Retention of Quarters by Dependents of

Absentee Sponsors. Dependents of absentee sponsors  (sponsors  Serving
on an unacconpani ed dependents restricted overseas tour of duty) nay
retain quarters during the sponsor's absence, subject to the follow
ing provisions:

a. The sponsor has not rejected an acconpanied tour.

b. This policy is not applicable to leased public quarters or to
quarters outside CONUS or Hawaii .

c. Ceneral officer and Dbillet-designated quarters are excluded
from the provisions of this policy. Dependents occupying such
quarters are eligible for priority assignment to other quarters, if
available, at the same shore activity, with novenent chargeable to
PCS funds. Quarters provided to dependents of general officers in
this case wll not e considered general officers’ quarters.

d. Requests for retention wunder this policy shall be submtted
to the GO MB (C 044) at least 30 days prior to date of departure.
Requests shall contain a conpleted statement of understanding (see
Appendix D).
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e. To be eligible for retention of government quarters, the
sponsor nust have been assigned in witing to the quarters prior to
the date of departure from MOCDC

f.  Personnel retaining housing wunder this wpolicy and who are
reassigned to MXDC wupon conpletion of their dependents’ restricted
tours may continue to occupy quarters upon their return, but they
must provide the Head, Famly Housing Branch, Facilities D vision
wth a copy of their PCS orders to MXCDC

g. Personnel retaining housing wunder this policy, but who are
reassigned following their dependents@ restricted tour to other
activities are required to clear quarters wthin 90 days after return
to CONUS or Hawail pursuant to PCS orders. Requests for extension
beyond this period shall be forwarded to the ad, Famly Housing
Branch, Facilities Division and wll not generally be approved.

h. Sponsors whose famlies remain in quarters during this period
are responsible for keeping the Head, Famly Housing Branch, Facili-
ties Dvision inforned of changes in status which nmay affect the
sponsor's continued eligibility for quarters or projected date of
return from overseas. Sponsors who request and/or receive extensions
of their overseas tours should inform the appropriate Famly Housing
Director. Authorization for continued occupancy of public quarters
wll be automatic in such cases.

i. A the discretion of the OF quarters occupied by dependents
under this policy my be involuntarily termnated when dependents are
involved in msuse or illegal wuse of quarters as outlined in Chapter
1, paragraph 1003 of the Famly Housing Handbook, or other m sconduct
contrary to safety, health, or norale, or when mrital status changes
to make dependents ineligible for occupancy of public quarters.

Refer to MCO P11000.22 for information pertaining to changes in
marital and dependency status.

j. The GO MB, strongly encourages service nenbers to execute a
l[imted power of attorney prior to their departure for overseas when
they take advantage of this policy, in order to permt their depen-
dents to act in their behalf during their absence in natters
pertaining to housing, transportation entitlements, auto registra-
tion, etc. This service is provided free of charge by the MXDC
Legal Assistance Oficer.

~ k. Sponsors whose dependents remain in quarters under this _
policy shall register wth the Famly Service Center before departing
for  overseas.

4. Retention of Quarters W.en Sponsor is temporary additional dutv
(TAD), Deployed, or Servina on an Unaccompanied Tour and Dependents
are  Absent  from Quarters

a. Wen sponsors are serving on TAD, extended deploynent, or an
unacconpanied tour which causes them to reside away from assigned
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quarters, and dependents desire to absent thenselves from quarters at
the sane time, the CO MB, at his option may permt retention of
quarters for periods not to exceed three nonths of nonoccupancy. BAQ
will continue to be forfeited; and, for purposes of utilization
reporting, the quarters will be considered occupied.

bh. The Head, Famly Housing Branch, Facilities Dvision is
encouraged to establish guidelines to ensure ready access to and
mai nt enance of the nonoccupied governnent quarters/property in
question, to include the followng:

(1) A limted power of attorney should be provided to the
Head, Famly Housing Branch, Facilities Dvision permtting access to
quarters for required maintenance.

(2) Arrangenents should be made by the occupant for grounds
care, etc. The name of the individual performng the service(s)
should be provided to the Head, Famly Housing Branch, Facilities
Di vi si on.

(3) The shore activities provost marshal should be inforned
of the period of nonoccupancy.

(4) Pets should be boarded or otherwise accomodated.

(5) Delivery of mil, newspapers, etc., should be stopped or
rerouted.

c. Periods of such nonoccupancy in excess of three nonths
require approval of the GO MB, and wll generally be approved only
in cases of extrenme hardship, for humanitarian reasons, or where
medical reasons are denmonstrated. Requests for nonoccupancy beyond
90 days wll be submtted by AA Form to the CO MXB. Circumstances
must be of such severity as to present a personal problem that is
more severe than those normally encountered by Mirines and their
famlies in the normal course of mlitary service. The follow ng
situations are exanples of such cases that may be deened worthy of
favorable consideration for retention of quarters when periods
exceeding 90 days of nonoccupancy are requested:

(1) Illness of a nenmber of the immediate famly when the
attending physician predicts a short life expectancy.
(2) Illness of a mnenber of the immediate famly when it is

manifest that the presence of the service menber or nenmber's spouse
is necessary for the recovery, as substantiated by a statement of the
attending physician.

(3) Illness of spouse or child where facilities of the |ocal

installation are unable to provide necessary treatnent to ensure
recovery, as substantiated by the attending physician.
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(4) Situations which inpose a severe problem on the Mrine or
a menber of the Mrine's imediate famly, the solution of which can
be achieved only through the presence of the Mrine or Mrine's

spouse.  Housing allowances will continue to be forfeited, and, for
purposes of utilization reporting, the quarters wll be considered
occupi ed.

d. Periods of such nonoccupancy in excess of 90 days for which
approval has not been granted will be considered abandonnent.
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CHAPTER 4
SUBSTANDARD PUBLI C QUARTERS

4000.  GENERAL. There are 53 substandard quarters at MXCDC.  The
primary distinction between adequate and substandard quarters is the
amount  of basic allowance for quarters (BAQ forfeited by the occu-
pant. (Qccupants of substandard quarters generally forfeit less than
the entire amount of their BAQ and all of their variable housing
al | owance.

4001. ELIGIBLES

1.  The 53 substandard quarters mainside are designated for occupancy
by personnel in the grade of E3 and below

2. For assignnent purposes, bedroom requirenents are conputed csjer
paragraph 2003.1 of this Munual. Assignnents to all substandar

public quarters are made strictly on a voluntary basis; mandatory
assignments are not applicable.

4002. REPCRTING  APPIICATION  ADMNSTRATION CF WAITING 1IST AND
ASSI GNMENTS.  Reporting, application, waiting list, and assignnent
procedures are as contained in Section IlIl of this Mnual. In
addition, the sane standards of utilization and maintenance apply as
do rights, duties, and liabilities of the Jlandlord and tenant. _
Detailed instructions of occupants' responsibilities are contained in
the Famly Housing Handbook.
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CHAPTER 5
GOVERNVENT  OMED MBILE HOME  SITES

5000.  GENERAL. Mlitary personnel wll apply for spaces in

essentially the same manner as for famly housing, and a single
waiting list wll be naintained.

5001. STANDARND R__MRB HOM] \ I Mobi | e
hones shall not be of a smaller size than 10 by 40 feet and nust be
in a good state of repair and appearance. By "the specification of a
mninum size, it is intended to preclude the use of canping trailers
and the like from being used as pernmanent hones.

A

5002. ASSIGWWVENT TO MRBILE HOME SITES

1. The first applicant on the waiting list whose nobile honme can be
accommodated by the length and wdth boundaries of the site available
shall be contacted. The applicant shall have 24 hours (weekends and
holidays excluded) to notify a famly housing representative of
acceptance or declination. =~ Failure to accept or decline the site
within 24 hours shall result in the billing for paynent of rent as of
the date of notification if before 1500; 1if after 1500, the follow ng
day. Wen declined, the site shall be offered to the next applicant
meeting the test of length and wdth.

2. Acceptance requires the applicant to physically report to a
representative of the Fam'lyl_ Housing Ofice to sign a lease (NAVDOCKS
Form 2018) for the site, hat contractual agreement is in addition
to the provisions of this Mnual and MXCDOO 11300.1.

3. A copy of the lease shall be taken by the tenant to the
Facilities Mintenance fice where arrangements shall be nmade for
utility connections to the nobile hone. Tenants are not permtted to
connect or disconnect utilities.

4, It is the ower's responsibility to position and level his nmobile
home.  Homes shall be supported with cinder blocks or jacks; no other
materials are authorized. The trailer hitch nust not extend into the

street, and all additions and/or alterations nmust be nade according
to Chapter 16, paragraph 16005 of the Famly Housing Handbook.

5. Mbile homes wll be conpletely skirted wthin 15 days of trailer

installation, Skirting wll ‘enclose the wunit from its bottom edge to
thhe ground and wll be of style/type commensurating wth the nobile
one.
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5003. RENIS AND (HARGES

1. Tenants shall pay, on a nmonthly basis, a flat rate for water,
sewage, and trash collection established by MXCDCO 11300.1.
Electricity shall be billed on the basis of netered consunption and
the kilowatt hour price established in MXDOO 11300.1. Propane gas
shall be billed on the basis of netered consunption and actual cost
to the governnent.

2. Additionally, tenants shall pay for the follow ng:

a. Site rental at the single lot rate of $101.19 per nonth;
double lot rate of $119.71 per nonth.

b. Initial hookup of utilities by station maintenance personnel,
plus any additional costs involved in providing increased electrical
service to accommodate total electric hones. Hones having a greater
than normal electrical demand shall be billed on the basis of actual
cost to the government.

c. Disconnection of utilities by station maintenance personnel
at $33.60. Additional hookup and disconnect charges shall be nade
for novenent for requested reassignnents of any nobile home within
the project boundaries.

3. The wpolicy for delinquent trailer site rent is as follows:

a. Bills are due on or bhefore the 17th of each nonth.

b. After one delinquent (late) bill, the occupant wll be
notified.

c. After two delinquencies, the sponsor's comand wll be
notified.

d. Three delinquencies wll result in a possible eviction from

the trailer site.

5004. SECURITY DEPOCSIT. A security deposit, as required by NAVCOWT
Manual, Volume 3, is established at $33.60 and is retained for the
disconnect of wutilities. Upon final settlenent of rent, utility
charges, and other expenses incurred, the wunused portion of the
security deposit wll be refunded.

5005. DI SPOSSESSI ON. Tenant nmust report to the Head, Famly Housing
Branch, Facilities Division to conplete a vacate notice, in witing,
before vacating.
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CHAPTER 6
HOUSI NG REFERRAL  SERVI CES

6000. GENERAL. Gf-base famly housing referral services are
provided by the Famly Housing Ofice for personnel of MXDC and the
Naval Medical Qinic. Responsibilities and functions are further
detailed in MCO P11000.22.

6001. MANAGEMENT POLICIES AND OPERATING PROCEDURES. Managenent
policies and inplementi nP procedures for the operation of the
off-base housing referral program are as follows:

1. The Mlitary Personnel Oficer wll ensure that Mrines enroute
to MXDC under permanent change of station (PCS) orders who are
eligible for famly housing, report to the Head, Famly Housing
Branch, Facilities Dvision, Building 3049, in conjunction wth the
check-in process.

2. The Head, Famly Housing Branch, Facilities Division is respon-
sible for establishing and operating the MXDC Housing Referral
f

Gfice per MXCDOO 11101.3.

3. Those personnel requiring off-base assistance wll be required to
view a short video providing information for renting in the civilian
comunity. Publications and listings of off-base housing wll also

be given to the service nenber by a referral assistant.

4, Qidelines for the <conduct of mlitary personnel in off-base
housing are contained in reference (d).

5. Those mlitary personnel wth PCS orders from MXCDC to other
Marine/Navy installations nay obtain a co_Py_ of the PCS house for that
installation to which they are going. his wll provide general
information needed for on-base and off-base housing.
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APPENDI X A
ADM NI STRATION OF WAITING LISTS

1. Separate waiting lists have been established per paragraphs 3003
and 3004, and a separate waiting list (called "exception" list) wll
be maintained for certain single wunits designated for field grade
officers as an exception to the regular list of field grade wunits.
Applicants wll be placed on this exception list by seniority, and no
10% frozen zone wll be mintained. An application wll be placed
according to the officer's nunber listed in the (NAVC P-1005),
Gficers on Active Duty in the Mrine Corps, and wll be displaced by
officers wth higher nunbers. After refusal of two units of their
dependency standard, the application wll be renmoved from that

waiting list; a third unit wll not be offered.

2. The relative position of the top 10% of the personnel on each
waiting list will be stabilized and not altered by placing new
applicants within the top 10%, regardless of the grade or duty
assignment, wth the followng exceptions:

a. Designated key and essential mlitary or civilian personnel
may be assigned to available housing upon arrival or placed in
position of priority on the list. Applicants given a firm housing
conmtnment should not be displaced.

b. Wen unusual circunstances warrant, as determned by the
Commanding Cficer, Marine Corps Base. In cases involving hardship,
determnation for priority assignnent wll be based on witten
docunentation verifying the need for mlitary versus civilian famly
housi ng.

3. Qher actions that can affect the waiting lists are:

a. Reassignnents due to extreme structural repairs required to
be perforned. These applicants wll be placed on the appropriate
waiting list below the "frozen zone."

b. Reassignment predicated on dependency increases. The
applicants wll be integrated on the applicable lists wth a control
date of acquiring additional dependent(s) wupon receipt of proper
substantiation, provided it is wthin 30 days of acquiring the
dependent .

c. Priority assignnent or reassignment due to bona fide hardship
resulting from nental and/or physical incapacities/inpedinments.
Applications wll be placed on the appropriate waiting list below the
frozen zone.

d. Pronoted, denoted, or reverted personnel - those individuals

not occupying quarters wll retain their original control date
provided the Head, Famly Housing Branch, Facilities Division is
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notified of such changes wthin five days. Oherwise, the control
date wll be changed to the date the Head, Famly Housing Branch,
Facilities Dwvision is notified.

e. Reverted personnel, occupying government quarters, wll be
placed at the bottom of the waiting list for their respective grade.
Reassignments shall not be effected, however, unless six nonths or
more remain on the current tour of duty.

f. Lieutenant colonels promoted to the grade of colonel, occu-
pying governnent quarters, wll be integrated wth the date of actual
pronotion. Seniority shall determne the waiting [list position.
Reassignment shall not be effected unless six nmonths or nore renmain
on the current tour of duty.

g. Applicants acquiring an additional dependent(s subse uent to
reporting, but prior to assignnent. If such ‘increase maets
adequacy test for an additional bedroom the application wil I be

changed to the appropriate waiting list wth the same control date.

h. Reactivation of applications held in abeyance because of
enforceable contracts for housing in civilian comunity. Upon
availability of government quarters and the applicant declines to
accept them because of a binding legal agreement, and the unexpired
term of the agreement is nore than 30 days, the application wll be
placed in an "inactive" status. The inactive applicant nust contact
the Famly Housing Cfice and request reactivation of this applica-
tion. It wll then be placed on the appropriate waiting list wth
the original control date, but wll not be placed in the 10% frozen
zon_e.d The application shall then be annotated to reflect the |ease
period.
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APPENDI X B
REASSI GNVENT  OF QUARTERS
1. The Head, Fanily Housing Branch, Facilities Division wll be
notified, in witing, of changes in sponsor status. Above notifi-
cation wll be made on the followng occasions:

a. Date of pronotion from Ilieutenant colonel to colonel.

b. Wen promoted from enlisted to officer grade. Application

wll be placed at the bottom of the waiting list for the new grade.

c. Wen reverted from officer to enlisted grade. Application
w'IId be placed at the bottom of the waiting list for the respective
grade.

d. Acquisition of additional dependents, which increases bedroom
requi rements.

e. Intervening physical or nental incapacities as certified by
the Health Care Advisor.
2. If occupying government quarters, sponsor will ‘be allowed to
remain until quarters appropriate to grade are nade available.

3. Wen the sponsor is notified that quarters are available for
reassignnent, the following shall be strictly adhered to so as to
mnimze vacancy |oss:

a. ily one dwelling unit shall be offered unless nore than one
unit is simultaneously ready for occupancy.

b. Refusal of the offered unit(s) shall constitute renoval from
the waiting list except when reassignment is based onh reversion . from
officer to enlisted or enlisted to officer grades. Those reassign-

ments wll have to be made unless six nonths or less remain on the
current tour of duty.

c. Five calendar days, excluding the day of notification, shall
be allowed for novenent of personal effects and cleaning of the
vacated quarters. Upon acceptance of the offered wunit, the sponsor

shall arrange wth the Famly Housing Cfice for the, prelimnary and
final termnation inspections of the vacated wunit. If ~ the = sponsor

fails to nmeet established standards for formal dispossession of the
fifth working day, he shall be liable for paynent on the quarters on

a cash basis in an amount equivalent to basic allowance for quarters
and variable housing allowance, Pro-rated on a 30 day basis.

4. No reassignments will be effected wunless six nonths or nore
remain on the current tour of duty.
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APPENDIX D
STATEMENT OF UNDERSTANDI NG

(DATE)

From
To: Commanding Cificer, Marine Corps Base

Subj:  STATEMENT OF UNDERSTANDI NG

1. This statement is forwarded as acknow edgment of the conditions
under which ny request for dependents to remain in governnment
quarters was  approved.

2. The following is fully wunderstood by both nyself and ny
dependents:

a. Quarters retained by ny dependents nmay be termnated if ny
dependents are involved in msuse or illegal use of the quarters or
condlljct thenselves to the detrinent of comunity safety, health, or
nor al e.

b. | agree to notify the Head, Famly Housing Branch, Facilities
Dvision and nove ny wfe/husband imediately if n}/ marital status
changes to make her/him ineligible for occupancy of public quarters.

c. | agree to notify the Head, Famly Housing Branch, Facilities
Dvision immediately in the event | am discharged from the service
while ny wfe/husband occupies public quarters.

d. | have been counseled that should | 1lose ny entitlenent to
occupy quarters due to a change in ny marital status, ny wfe/husband
my be required to vacate quarters. Should she/he decline to vacate
quarters by a date specified, action may be initiated through the
US District Atorney for her/his eviction by court order.

3. It is fully wunderstood by both nyself and ny dependents that all
directives and policies established by the Command relating to the
responsibilities of famly housing occupants rmust continue to be
complied wth.

4. | have attached a copy of ny official orders detaching ne from
MCCDC.

(Sponsor's  Signature)

Home Phone

Spouse's  Wrk  Phone (Spouse's Signature)
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