Defense Logistics Agency
INSTRUCTION

DLAI 4165.63
Effective June 26, 2015

DS-I
SUBJECT: Housing Management

References: (a) DoD Manual 4165.63-M, “DoD Housing Management,” October 28, 2010
(b) DLA Instruction 4211, “Military Housing Management,” October 12, 2004
modified December 1, 2009 (hereby cancelled)
(c) Army Regulation 420-1, “Army Facilities Management,” February 12, 2008
modified August 24, 2012

1. PURPOSE. In accordance with (IAW) the authority in Reference (a), this instruction reissues
and cancels Reference (b) to update policy, responsibility, and procedures for Housing
Management.

2. APPLICABILITY. This Instruction applies to DLA Installation Support (DS); DLA
Distribution; DLA Finance (J8), DLA Finance, Distribution (J8N); DLA Installation Support
Susquehanna (DS-FS); and the Installation Commander.

3. DEFINITIONS. See Glossary

4. POLICY. Itisthe DLA policy that:

a. This instruction implements Reference (b) and Reference (c).

b. Eligible personnel and their families have access to affordable, quality housing facilities
and services consistent with grade and dependent status and generally reflecting contemporary
community living standards.

c. Installation commanders have responsibility for their military housing programs with

broad authority to decide the best use of resources to provide access to housing for eligible
personnel and their families.

5. RESPONSIBILITIES. See Enclosure 1




6. PROCEDURES.

a. The Housing Manager will be the office of primary responsibility for coordinating the
procedures of housing IAW Reference (c).

b. Obligates against the correct Military Interdepartmental Purchase Request (MIPR) for
budget activity and provides proof of service/goods to the Installation Commander and J8N.

c. The Site Director and Program Manager:

(1) Quarterly funds status reports on planned versus actual expenses on December 31,
March 31, June 30, and September 30.

(2) Monthly occupancy and general flag officers’ quarters (GFOQ) reports and
(3) When applicable, prepare quarterly construction status reports.

d. Prepare application, assignment, and termination documents IAW Reference (c).
e. Process documents needed to stop basic allowance for housing (BAH).
f. Execute Housing Inspection Report that indicates occupant acceptance of unit condition.

g. Execute Liability for Damage to Assigned Housing and Conditions of Occupancy for
DLA Military Family Housing.

7. INFORMATION REQUIREMENTS.

a. The Housing Manager completes a Government Purchase Card (GPC) Purchase Request,
DLA Form 1901 IAW GPC policy.

b. An Order Document Non-Stock Items (DLA Form 1304) is completed for other services
and supplies. The completed form is signed and approved by the Housing Manager and sent to
DLA Installation Support at Susquehanna Business Management Office along with a
Requirements Justification for Acquisitions, DLA Form 4000 (Enclosure 3).

c. The Housing Manger IAW Reference (c) will prepare application, assignment and
termination documents (Enclosure 4). Process documents needed to stop basic allowance for
housing (BAH). Execute Housing Inspection Report, DLA Form 1741 (Enclosure 5) that
indicates occupant acceptance of unit condition. Execute Liability for Damage to Assigned
Housing (Enclosure 6) and Condition of Occupancy for DLA Military Family Housing
(Enclosure 7).

d. The Housing Manager prepares budget requirements in a Monthly Obligation Plan (MOP)
(FY+1) (Enclosure 8) IAW Financial Service Officer (FSO) data call guidance.



e. The Program Manager provides the Funding Document Request (FDR) (Enclosure 9)
based on the MOP to the Funds Holder and HQ FSO.

f. HQ FSO prepares the Military Interdepartmental Purchase Request (MIPR), DD Form 448
(Enclosure 10) to issue funds to DLA Finance Distribution J8N and verifies 1080 Report against
MIPR and Enterprise Business System (EBS). HQ FSO adds the MIPR number, purchase
request number, line of accounting cost center to the FDR and returns it to the Program Manager
and the Funds Holder.

g. DLA Finance Distribution J8N provides MIPR Acceptance DD Form 448-2 (Enclosure
11) to the Program Manager and Funds Holder.

h. DLA Finance Distribution J8N issues quarterly billing status report to Program Manager
and Funds Holder.

8. INTERNAL CONTROLS.

These specific internal controls will be used to monitor DLA compliance with this policy.

a. The Housing Manager will brief the Installation Commander, Site Director and Program
Manager on housing status the first Monday of each month.

b. The HQ Funds Holder is responsible for the “certification of funds availability” for funds
under its control and can be held pecuniary liable for payments resulting from improper
certifications.

c. HQ FSO verifies 1080 Report against MIPRs and EBS.
d. The Housing Manager, Program Manager and Funds Holder retain all funds evidential

matter documents for audit trail IAW DLA Records Schedule.

9. RELEASEABILITY. UNLIMITED. This instruction is approved for public release and is
available on the Internet from the DLA Website at https://hgc.dla.mil/issuances/Pages/
default.aspx.

10. EFFECTIVE DATE. This Instruction:

a. Is effective June 26, 2015.

b. Must be reissued, cancelled, or certified current within 5 years of its publication IAW this
Instruction. If not, it will expire effective June 26, 2025 and be removed from the DLA
Issuances Website.
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ENCLOSURE 1

RESPONSIBILITIES

1. INSTALLATION COMMANDER. The Installation Commander under the authority,
direction, and control of the DLA Distribution Primary Level Field Activity (PLFA) Commander
are responsible for their military housing program with broad authority to decide the best use of
resources to provide access to housing for eligible personnel and their families.

2. DIRECTOR, INSTALLATION SUPPORT (DS-D). The Director, Installation Support under
the authority, direction, and control of the Director, DLA will provide oversight of and be
responsible for DLA Housing Management to ensure it is managed in the most economical
manner consistent with this Instruction.

3. DIRECTOR, BUISINESS MANAGEMENT (DS-B). The Director, Business Management
under the authority, direction, and control of the Director, Installation Support will serve as
Funds Holder.

4. DIRECTOR, DLA FINANCE (J8). The Director, DLA Finance under the authority,
direction, and control of the Director, DLA must:

a.  Serve as the Financial Service Officer (FSO).

b. Issue procedures to the family housing budget analysts and funds holders on financing,
budgeting, and accounting for the DLA Housing Program.

c. Issue guidance to the Program Manager typically on or about July of the fiscal year (FY)
two years prior to the Program Budget Review (PBR) year.

d. Request appropriated funds for DLA Military Family Housing Operations &
Management, Utilities, Maintenance and Construction from the Office of the Secretary of
Defense and load into the Enterprise Business System (EBS).

e. Provide the Program Manager quarterly EBS reports on fund status on December 31,
March 31, June 30, and September 30.

f. Maintain responsibility for appropriated funds; provide oversight of the resource manager,
funds certifying official and authorizing official.

5. DIRECTOR, INSTALLATION MANAGEMENT (DS-1). The Director, Installation
Management under the authority, direction, and control of the Director, Installation Support
must:

a. Serve as the DLA Housing Management Program Manager.

ENCLOSURE 1



b. Issue policy and guidance for the DLA Housing Management Program.

c. Serve as the principal point of contact on all policy matters related to the DLA Housing
Management Program.

d. Prepare PBR exhibits in response to FSO data calls.
e. Prepare President’s Budget (PB) exhibits in response to FSO data calls.

f. Request appropriated funds from the Funds Holder to be issued to DLA Finance,
Distribution (J8N).

g. Participate in PBR negotiations.

6. SITE DIRECTOR, SUSQUEHANNA (DS-ES). The Site Director, Susquehanna under the
authority, direction, and control of the Director, Installation Support must:

a. Oversee maintenance program and maintain a facility condition index (FCI) rating of
Q1/Q2 for all family housing units.

b. Provide oversight of the DLA Installation Support at Susquehanna business management
office.

7. DLA HOUSING MANAGER must prepare current and out year budget requirements, along
with Monthly Obligation Plan (MOP) IAW FSO data call guidance. Oversee work
performed/goods delivered.

ENCLOSURE 1



ENCLOSURE 2

GOVERNMENT PURCHASE CARD (GPC) PURCHASE REQUEST

Print Form Email Form Clear ExportData Import Data About Check for Newer Version Contact Us

GOVERNMENT PURCHASE CARD (GPC) PURCHASE REQUEST w,% LA 2908
1 Requestors Name 2 EBSPRF 3. Seclion/Contact # . Level of Need (1 nof ROUENE) | 5. Type of Order (Selech)
[] priotty [ ] Emergency
& Date 7. Management Approval Name and Te 3. Management Approval Signature & Date
Iaw_u-lpmnq ‘Add continuation page ey & un Unit Price |E- Total Price §
Shipping Cost
Vender Sucharge (up 10 4%)
Total Estmated Cost (includes confinuation page ¥ present)

10. Describe Government Need Being Satisfied (why are you buying this)

11. Vendor Name / Address | Telephone # | POC 12 Daliver To: CH Name / Unit Name | Address | Tel #/ POC

13. Confract Data (it appiicable)

a. Contract # b. Period of Performance
14. Caraholder Reminders
1. ASILITY ONE NIBNISH Avaliable? Yes | _|No [ | www.abiiityone com - If no, keep documentation
2. DOD EMALL Avaliable? Yes | |No [ | hitpssisoc-emaldiami - If no, keep documentation
3. Government Wholesale Supply Sources Avaliable? Yes | |No | | www.gsa.gov- If no, keep documentation
4. DLA Document Services Avaliable? Yes | |No [ | www.documentservices.dia.mil- If no, keep documentation
5. Are the Items on the Pronibited andior Special Attention List? Yes | |No | | AskAPCIfin doubt
€. Wil this purchase result In a “Spit Buy™” ves | INo [ |
7. Are vendors rofated for the same fype of purchase? ves | |No | |
B. Is this Hazardous Material? Yes | |No [ |
9. Is this IT (J-6) Supplies or Equipment? ves | |No | | Attach J-E authortzation
10. Is this accountable property or 3 "piferabie” flem? Yes | |No [ | Recordinaccountabie property log "CRCARD” In WAWF
11. Is the requirement for fraining Yes | |No | | Aftach compieted SF-132
12. Is the requirement Enesgy Star / Green compiiant? ves | |No [ |
13. Are you walving the requirement o use DOD EMALL? Yes No Attach approved'signed APC walver & sup. doc.
15. Inform the vendor of ihe following 16. Order information
I.&Jmmmli Yes _NG - acal# b. Date Oroered
2. FIl or Kill (NO BACK ORDERS) ves | |No [ |
3. Charges cannot be processed prior 10 shipment ves [ |No [ ] C. Estimated Deivery Date | 0. Date Received
4. FOB Destination requestedirecelved ves | |No [ |
5. Federal Govemment fax free status requested Yes | |No | |
& No Third Party Charges (PayPal etc ) ves [Ino [T|e Actuaicost |
17. Required Signatures Prior to Purchase
a Cargholger Name & Tiie b. Cardholger Signature & Date
c. Biling OfMcial Name & Tile d. Bliling OMcial Signature & Date
18. Required After the Purchase
a. Received by Name & Title MAY NOT BE CARDHOLDER | b. Receiver Signature & Date BO STMT CERT Initial
DLA FORM 1301, MAR 2013 Repiaces 3l Simllar Forms, which are Obsoiete. Page 1of 1 PDF (DLA)
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ENCLOSURE 3

REQUIREMENT JUSTIFICATION FOR ACQUISITIONS

Print Form Email Form Clear ExportData Import Data About Check for Newer Version ContactUs

I REQUIREMENT JUSTIFICATION FOR ACQUISITIONS mm
I1, REQUIREMENT NAME 2 DISTRIBUTION CENTER | 3. TRACKING NUMBER
r |
Icoonnumon AND APPROVAL I
4 ORIGINATOR (Name, Siie, DSN) 5. SIGNATURE

& COMMANDER / DIRECTOR (Name, Ste, DSN] | 7. APPROVAL | & SIGNATURE
[[] Approve
[[] osapprove
9. COST ESTIMATE 10. Required Dellvery Date or Period of Performance Start Date

REQUIREMENT JUSTIFICATION
11. OPERATIONAL NEED / FUNCTIONAL REQUIREMENT

ADDITIONAL INFORMATION

12 a ItemDescription b. Part Number c.QTY
>

13. SOURCE OF SUPPLY:
14. NOTES / COMMENTS

Commanders must ensure sufficient justification Is provided in the “Reguirement Justification” section (block 11). Commander approved requirements
valued at less than §10,000 may be submitted directly to J7 as PRs along with a compileted RJ form. Requirements valued at $10.000 or more must
be submitied to DLA Distribution J3 staff via the RJ form prior to generating PRs.

Click here to submit to J7 (DistJ7-Req@dla.mil) | Click here to submit to J3
J3 APPROVAL ($10,000 and Over)
15. 13 Approval (Name, S, DSN) 16. APPROVAL | 17. SIGNATURE
[[] Approve
D Disapprove
Inmmummmmmmwmb:mw I
PR NUMBER(S)
DLA FORM 4000, MAY 2013 Page 1of 1 POF (DLA)
9
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ENCLOSURE 4

APPLICATION FOR ASSIGNMENT TO HOUSING

APPLICATION FOR ASSIGNMENT TO HOUSING
(Heftre compiening form, reed MAecy AST STefement and NIPLCFaST o reveae,

1. TYPE SERVICE DESIRED (x ane or somy
| T |

IL HCJGNG RESRR A

SECTION | - APPLICANT INFORMATION
2 NAWE OF SPONSOR

3. PAY GRADE

fLazt, Pzt ASdcle hee)

6. ADDRESS ireer, Cy, State, Zip Cocal

7. TELEPHONE NUMBER

3. SSN T. DOD COMPONENT

8. STATUS OF APPLICANT (x ane/

n  HOME (4res Codel

b DUTY SN o MIITASY MEMEGR c. CIVILIAM

b MILTASY SFOUSE d SOSEIIN NATIONAY

10. | AM SEPARATED FROM MY DEPENDENTS (x aew)

& WOLUNTARLY I II. INVOULUNTASILY

11. | REQUEST HOUSING FOR (x amey

SECTION I - MILITARY CAREER INFORMATION jOvisns st #o fem 15,

14. DATES (Fnter io ¥YMMOD orcieri ARy ArrUCANT] MIUTARY SFOUST

& EEECTIVE RANCRATE DATE
b

ACTIVE DUTY SSRVICE COMPUTATION

. TIME SEMAPNG ON ACTIVE DUTY

3
d SFFECTIVE CHANGE IN DUTY STATION
-

RE"OST DATE

. ESTIMATED FAMILY ARRIWVAL DATE

SECTION Wl - DEPENDENT DATA

(rYRaMDO)

15. DEPENDENTS RESIDING WITH ME ( mors soece & seaced, contine on plais saser.)
— ——
b. DATE OF BATH FREMARKS (Hencicap. Aseitn rToMTS, a1pecred sdafions *o
& NAME (Laar, Mirr, Micdie in'fsl) e SEX d. RELATIONS:F -

fomity, ofc.|

SECTION IV - HOUSING DATA

16. COMMUNITY HOUSING DESIRED ox sz soicase

& PURCHASE HOUSE d. FENT HOUSE

§- FENT MONILE HOWE SPACE |} ROOM AND BOARD

b PURCHASE CONDOMMNIUN ® RENT AFARTMENT h SHARE b SUBLET
© PURCHASE MOBLE HONE f. RENT MOBILE ~OME L EENT ROOM L TRAMSENT
17. AMENITIES DESIRED (x sz anpicatie. Wihke mumber i o and 0. T8 DATE HOUSING NEEDED | 15. PRICE RARGE
i ) (Cammunt) Mauging!
& PUSNISHED o NO. BATWS
B JINPIRNIESHED f. PETS (Adowea)

. AR CONDITIONNG 8 OTHER dxpieiny

d MO. BEDRCOMS

2T REMARKS
[ZX SIGNATURE OF APPLICANT

73, DATE SUBMITTED |

SECTION V - DISPOSITION (7o se complated &y the Houzing Ofce.

24. MILITARY HOUSING

- b APFLICATION GSECTIVE /Y TMMDOY
IYYMADD and Seme)

———————————————————————
= APPUCANT FLACED ON WAITING LIST . EFRCTIVE FLACEMENT (TTRAMDO)

1

ingicedes on DD Mo 1 74T)

—————
h  DATE UNIT ASSIONED (T TMMDO)

SECTION VI - HOUSING REFERRAL CERTIHCATE

On thiz date | have recemved a listing of the housing restrictions approved
by the Installation Commander, and | will not reside in any property on the

In addition, i any facility refusez to rent or sell to me or | have
reazon to bebeve | am being dizcriminated against, | will promptly notify

restricted list. | have been briefed on (1) the services provided by the | the Housing Office.

Houzing Office, (2] the DoD program on equal opportunity for military [25. SIGNATURE OF APPLICANT | 26. DATE SIGNED |
parzonnal in off-baze housing, and (3} nondizcrimination bazed on physical IYYMRADDY

or mental handicaps.

DD Form 1746, SEP 93 Previous eaifions may be used Adcte Frotessons 5 0

10
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ASSIGNMENT TO FAMILY HOUSING

DS-FSQ DATE
LOG NO FY-XX- XX
TO: See Distribution

FROM: DLA Installation Support at Susquehanna, Family Housing Office

1. The following individual is assigned to Family Housing:

SSN: Name:
Rank: Branch:
Pay Grade: UIC/Name:

2. This individual is assigned to the following Family Housing dwelling:
Address:
3. The effective date of assignment is:

4. Action is is not an intra-post move.

5. This move is for the convenience of the government.
6. Basic Allowance for Housing (BAH) will cease upon assignment to these quarters.
7. 1AW AR 420-1, a minimum of 6 months occupancy is required when accepting family housing.

8. All Service Members in the grade of E4 and below must have a senior service member present at their final
inspection. NO EXCEPTIONS.

9. UNIT: The service member listed above is residing in government quarters; your unit should ensure that
his paperwork is processed immediately to STOP his/her BAH. The unit must verify that the service member
has cleared family housing before terminating him/her from the unit for terminal leave or on PCS orders. The
unit will be responsible if the service member departs without properly clearing his/her family housing.

Name/Phone: Date:

FOR THE COMMANDER: KASANDRA T. WHITE
DLA Distribution
Housing Manager

DISTRIBUTION:

Service Member 2
Housing Office 1
Finance Office 1

11
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TERMINATION FROM FAMILY HOUSING

DS-FSQ
LOG NO FY-XX- XX
TO: See Distribution

FROM: DLA Installation Support at Susquehanna, Family Housing Office

1. The following individual is terminated from Family Housing:

SSN: Name:
Rank: Branch:
Pay Grade: UIC/Name:

2. This individual is terminated from the following Family Housing dwelling:

Address:

3. The effective date of this termination is:
4, AUTHORITY: 420-1

5. This move is for the convenience of: Government

6. Basic Allowance for Housing (BAH) should be reinstated on the date indicated above.

For the Commander:

KASANDRA T. WHITE
Housing Manager

Distribution:
Finance Office
Service Member
Housing Office
Unit Assigned

PPN

12
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ENCLOSURE 5

HOUSING INSPECTION REPORT

HOUSING INSPECTION REPORT

QOCCUPANT NAME

OCCURANT ADDRESS

GRADE

:JIJI.J_'
=5

BER OF
ROOME

DATE ASSIGNED

DATE CHECK-IN
INSPECTION

DATE PRELIMINARY
IMSPECTION

DATE CHECK-OUT
INSPECTION

INSTRUCTIONS: Indicate the condition of each of the following items by these abbreviated codes:

5 - Satisfactory

D - Damaged Tsable

E - Repair/Replace

U - Unsatisfactory

ITEM

CHECK
IN

REMARKS

CHECK
ouT

REMARKS

CHARGES

CEILING'WALLS

FLOOR

WINDOWS/SCREENS/ISHADES

LIGHT FIX AND OUTLETS

WALL CABINETS

BASE CABINETZTOPS

COOKING RANGE/BROILER

REFRIGERATOR

SINK

KITCHENUTILITY

COUNTER TOP

GARBAGE DISPOSAL

VENT FAN AND RANGE HD

UTILITY RM/WATER HTR

DOORE

CEILING'WALLS

FLOOR

WINDOWS/SCREENS

LIGHT FIX AND OUTLETS

DOORS

DINING ROOM

DRAPES/SHADES/RODS

PATIO DOOR/SCREEN

CEILING'WALLS

FLOOR

WINDOWS/SCREENS

LIGHT FIX AND OUTLETS

DOORE

STORAGE CLOSET

DRAPES/SHADES/RODS

LIVING ROOM

TV JACK OR CABLE

FURMNACE/SPACE HEATER

DLA FORM 1741, JUN 84 (EG)

13
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HOUSING INSPECTION REPORT (Continnation)

OCCUPANT NAME

ITEM

CHECK
N

REMARKS

CHECK
ouT

REMARKS

CHARGES

STAIR

CEILINGNWALLS

FLOORS/STAIRS

LIGHT FIX AND OUTLETS

STORAGE AND CLOSET

FURMACE AIR WVENT

MAIN BATHROOM

CEILINGWALLS

FLOOR

WINDOWSE/SCREENS/SHADES

SHOWER RODITOWEL BAR

SOAP DISH/PAPER HOLDER

MEDICINE CABINET

LAVATORY

TUBE

SHOWER

COMMODE AND SEAT

DOORS

LIGHT FIXWVENT FAN

MASTER BEDROOM

CEILINGMWALLS

FLOORS

WINDOWS

LIGHT FIX AND OUTLETS

CLOSET DOORSSHELVES

DOORS

DRAFPES/SHADES/RODS

MASTER BATHROOM

CEILINGNWALLS

FLOOR

WINDOW S/SCREENISHADES

SHOWER RODITOWEL BAR

S0OAP DISH/PAFPER HOLDER

MEDICINE CABINET

LAVATORY

TUB

SHOWER

COMMODE AND SEAT

DOORSE

LIGHT FIX/WENT FAM

DLA FORM 1741, JUN 84 (EG)

PAGE 2 OF 4 PAGES
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HOUSING INSPECTION REPORT (Continuation)

OCCUPANT NAME

ITEM

CHECK
IN

REMARKS

CHECK
ouT

REMARKS

CHARGES

BEDROOM (1)

CEILING/WALLS

FLOOR

WINDOWS

LIGHT FIX AND OUTLETS

CLOSET/DOORS/SHELVES

DOORS

DRAFESISHADES/RODS

BEDROOM (2)

CEILING/WALLS

FLOOR:

WINDOWS/SCREENS

LIGHT FIX AMD OUTLETS

CLOSET/DOORS/SHELVES

DOORS

DRAPES/SHADES/RODS

EEDROOM (3)

CEILING/WALLS

FLOOR:

WINDOWS/SCREENS

LIGHT FIX AND OUTLETS

CLOSET/DOORS/SHELVES

DOORS

DRAFPES/SHADES/RODS

HALF BATH

CEILING/WALLS

FLOOR

WINDOWS

TOWEL BAR/PAFER HOLD

MEDICINE CABINET

LAVATORY

COMMODE AND SEAT

DOOR

LIGHT FIX/VENT FAN

EXTERIOR

ENTRY DOOR

LIGHT FIX AND OUTLETS

FATIO PORCH/IGROUNDS

FPORCH RAILING AND WALK

CLOTHES LINES

DLA FORM 1741, JUN 84 (EG)

15
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HOUSING INSPECTION REPORT (Continuation)

OCCUPANT NAME

CHECK

ITEM N

REMARKS

CHECK
ouT

REMARKS CHARGES

QUTSIDE STORAGE

GARBAGE CAMNS/HOSES

CARPORT

PAINT/SIDING

EXTERIOR

KEYS/MAIL BOX

QCCUPANT COMMENTS (Check-In)

QCCUPANT SIGNATURE (Check-In)

DATE

INGPECTOR COMMENTS (Check-In)

INSPECTOR SIGNATURE (Check-In)

DATE

QCCUPANT COMMENTS (Check-Out]

QCCUPANT SIGNATURE (Check-Out)

DATE

INSFECTOR COMMENTS (Check-Out)

INSFECTOR SIGNATURE (Check-Ouf)

DATE

DLA FORM 1744, JUN 84 (EG)

16
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ENCLOSURE 6

DEFENSE LOGISTICS AGENCY
LIABILITY FOR DAMAGES TO ASSIGNED HOUSING

1. Public law makes military residents of Government housing units legally responsible for damage to the
units, or for damage or loss of Government- issued appliances and furniture. This notice explains the rules,
which apply to family and permanent part unaccompanied personnel housing. You should read it carefully and
keep a copy for your records.

a. First, you can be held liable when your government housing, appliances or furnishing are lost,
damaged, or destroyed as a result of your negligence or abuse. You are negligent if you act carelessly, or
if you are aware that your family members, or those you allow on the premises, are likely to act carelessly
and do not take proper steps to prevent or minimize such conduct. Abuse means either willful misconduct
or the deliberate unauthorized use of housing.

b.  Second, DLA has limited your liability to an amount equal to one month's basic pay, unless the
damage or loss is caused by your gross neglect or willful misconduct; in such case, you are liable for the
full amount of the damage or loss, which could amount to thousands of dollars. You are grossly negligent
if you act in a reckless or wanton manner, or if you are aware that your family members or persons you
allow on the premises are likely to act recklessly and you do not take proper steps to prevent or minimize
such conduct. In other words, if you know that damage is likely to result from willful misconduct or
reckless behavior of family members and guest, and despite such knowledge, you fail to exercise available
opportunities to prevent or limit the damage; you are grossly negligent and will be charged for the full
amount of the loss.

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

d.  Fourth, special rules for housing-related reports of survey permit commanders to waive claims for
damage or loss when such is found to be in the best interest of the United States. This wavier authority is
similar to forgiveness of the debt. If you request a wavier and fail to get it, you can appeal the matter
through report of survey channels.

2. The purpose of the housing liability law is to let us set limits for your liability and to waive claims in
appropriate circumstances. The potentially great liability created by the law makes the question of insurance
very important. However, only you can decide whether your potential risks warrant the purchase of insurance.
DLA does not require it, but you may want insurance for your own protection and peace of mind.

I have read and understand the policy contained herein.

NAME: DATE:
HOUSING ASSIGNMENT
SIGNATURE:
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ENCLOSURE 7

CONDITIONS OF OCCUPANCY FOR DEFENSE LOGISTIC AGENCY
MILITARY FAMILY HOUSING

Occupancy

is assigned to to be occupied as military family housing
of the United States effective

Resident Use

The residents will use the premises solely as a single family residence for themselves and their dependents.
Use of the unit for any other purpose, including the shelter of any additional number of persons, except
temporary guests, is prohibited without prior written consent of the housing manager.

Resident Conduct
As the service member you are responsible for conduct of your dependents and your guests. Residents should
live in a normal manner and engage in activities which do not infringe upon the rights of others.

Curfew/Noise Abatement Policy

There is a curfew policy in effect for DDSP Housing occupants. This curfew is in effect for persons under the
age of 16 and is as follows:

Monday — Thursday — 2200 to 0500

Friday — Sunday — 2300 to 0500

These are also the times for our noise abatement policy (loud music, barking dogs, etc.).

Condition of Property

A housing representative and the resident will inspect the property at assignment and will agree that the
property is in a fit and habitable condition. The occupant will receive a move-in inspection report that lists any
damages or malfunctions noted during the assignment. Any additional items noted by the resident must be
submitted in writing and received by the housing office within 15 days of occupancy. If additional items are
not received within the 15-day period, these items will not be added to the move-in inspection report and the
resident will be held responsible for these items.

Good Repair and General Maintenance

The housing office will maintain the property in good repair and will be responsible for all repairs not due to
the abuse or negligence of the resident, their dependents or guests. Repairs or replacement of equipment due
to normal wear and tear will also be at the expense of the housing office. The residents must maintain their
assigned quarters and adjacent grounds in a neat, clean, sanitary and orderly condition. In addition residents
will at their own expense keep up and preserve in good condition any lawn, vines and shrubbery; keep personal
fences in good repair; remove leaves, sticks and other debris that accumulates on their property; promptly
remove ice and snow as necessary or required; and furnish their own incandescent light bulbs. The consent of
the housing manager must be obtained before the resident places any exceptionally heavy items such as
waterbeds in a unit, which may damage the unit’s structural integrity. If the resident willfully or negligently
destroys, defaces, damages, impairs, or removes any part of the premises (including fixtures, shed and
appliances) or willfully or negligently permits any person to do so, replacement or repair will be at the
resident’s expense.

Utilities/Smoke Detectors
The residents will conserve utilities. Repeated waste of utilities may be considered to be misconduct and
constitute possible grounds for termination of housing. The resident will not install or use any equipment that
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will overload any gas, water, heating, electrical, sewage, drainage, or air-conditioning system of the assigned
property. It is the responsibility of the resident to check smoke detectors periodically during occupancy and
replace batteries once a year or sooner, if necessary. Smoke detectors should be vacuumed frequently to
remove dust and dirt. Any malfunctioning smoke detector must be reported to the housing office immediately.

Work Order System
Family Housing residents will call directly to the Family Housing Office for work orders during duty hours
(0600 to 1700) Monday thru Friday at 770-7251 or 770-8938. Residents should call the Fire Department at
770-6270 for after duty hours emergencies. Work orders should be called in as soon as a problem occurs. Any
repairs identified as neglect or abuse may be charged to the occupant. When calling in a work order provide
the following:

a. Your address

b. Your phone humber

c. If you give the workman permission to enter

d. A description of the problem
If you do not give permission to enter, you must be home when the workman arrives or you can set up an
appointment to have the work done.

Preventative Maintenance

Preventative maintenance must be done several times during the year to maintain the systems in your quarters
(changing filters, warranty work, etc.). When possible, you will be notified in writing at least two weeks prior
to the day the work is to be performed. The letter will state the day and time, the type of work to be done and
any special requirements. The letter will also state “If you do not want us to enter, please contact the family
housing office immediately to set up an appointment.” If you fail to set up the appointment we will enter. It is
your responsibility to call us.

Utility Rooms
Utility rooms will not be used for storage. In some units the utility rooms will be locked and the occupants
will not have access. Engineers/Fire/Police will have a key to the room for maintenance or emergencies.

Range

If you have a gas self-cleaning range, please do not use commercial oven cleaning products. Commercial oven
cleaning products will harm the oven surface and cause caustic fumes. Mild soap and water will clean away
any residue left behind from self-cleaning. Oven/range tops should be kept free of grease to avoid fire.

Dishwasher

All dishes should be rinsed and food scraped before placing in dishwasher. Food will clog the lines. If this
occurs, you will be charged. Do not use liquid dish detergent instead of automatic dishwasher detergent; doing
so will cause an overflow problem.

Garbage Disposal

Your disposal is for food items which can be easily ground. Any non-food items or bones found damaging
your disposal will result in a charge to you. The best rule of thumb is if in doubt, do not put it in the disposal.
Please allow a constant stream of water to flow before, during and a few seconds following the grinding
process.

Refrigerator
The frost-free refrigerator is a great convenience and needs only a mild detergent and water to clean. If there is
a spill, do not use sharp objects to remove, it could puncture the unit.

Dryer Vents
The dryer vents on the outside of your house need to be cleaned out periodically to prevent a buildup of lint
and possibility of a fire.
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Redecorating and Alterations

The resident will obtain written permission from the housing manager before redecorating (painting,
wallpaper, border, etc.) or making any alterations, additions or improvements (sheds, fencing, satellite dishes,
etc.) to either the inside or outside of the family housing unit. If installing a satellite dish it may not be
attached anywhere on the quarters or shed. When removing approved alterations or improvements the
premises must be returned to its original condition at the expense of the resident.

Termination of Family Housing
Family Housing will be terminated by the service member under the following conditions:
a.  When the installation ceases to be the permanent station of the service member. Housing should
be notified at least 60 days prior to termination to set up pre-inspection and final inspection.
b. When the service member or dependents no longer reside in housing, except in those cases of
joint custody where dependents reside with the service member for more than 6 months per year.
c. Upon the sponsor’s retirement or separation from service.
d. Upon request of the service member for personal convenience when termination does not result in
vacant housing.
Government housing may be terminated at the discretion of the installation commander under the following
conditions:
a. For medical, hardship or compassionate reasons.
b. For misconduct of the service member, dependents or guests.
c.  When residents are involved in misuse or illegal use of housing contrary to safety, health or
morale.
d. Upon request of the sponsor when approved retirement date has been established.
e. For repeated waste of energy resources (to include utilities).
f. In cases of involuntary termination, written notification will be provided to the resident at least 30
days prior to termination date unless otherwise directed by the installation commander.

Cleaning Incident to Vacating Housing

Residents are responsible for cleaning their own housing at their own expense and will leave the housing in a
condition suitable for immediate reassignment. Exceptions may be made and the housing cleaned at
Government expense when major maintenance and repair work is scheduled between occupancy and a
complete cleaning will be required after the work is complete.

Access to Property by Housing Manager and their Duly Designated Representatives

The installation commander may direct the housing manager, security, fire or any other duly designated
representative to enter your premises in order to; a) inspect the property, b) make emergency or necessary
repairs, alterations or improvements; and supply necessary or agreed upon services. Before entering the
resident will be notified, if the residents are not available a representative from the residents command or unit
will accompany the individual entering the housing unit.

I HAVE READ AND UNDERSTAND ALL OF THE CONDITIONS CONTAINED HEREIN.

Service member: /s/ Date

Spouse: /s/ Date:

Housing Representative: /s/ Date
20

ENCLOSURE 7



Activty: Fazmily Brusing Sammary ($000)
T =D
Opasations =P 1008 B2 2
Managemant - [BP 180 L Lis
- Sarvices -mPg . 4
- Furmsshings - B9 130) 3 »
Ueflitien =P 1205 an -
Mutstesance  (BF 300y e "
TOTAL: 208 m3
An ocr ol
P 100 (rfraricna = el
140 -Managemest 250 230
110 - Services 14 14
130 - Pernishangs 1.0 e
8P 130 Ueiites 100 2o
BP 200 M e ance as0 400
ToTALS: w2 »
ACTUAL FT13 ocr L rod
BF 100 Crpararons - -
140 -Managemest son 343
110 - Services R ] b
130 - Pamibangs a0 b
&P 120 Utiition wn ns
5P 300 Mar e ance =1 s
TOTALS: ss bl
ocr wov
BP 100 Opararons = °
150 -Managemest sn ..
110 - Services 173 s
130 - Pumishags no ocged
BP 120 Untatian Ll [l
B 200 Mas e ance oan e
TOoTALS: an m
Parcartags of Astus to Pian 0o Ll

* Minnur B0% obligatad by and of menth.

ENCLOSURE 8

eficslel .. anl ;
;

33111 |

gl®

HR L BT

331

ggd

t:ul

LT Hli.aﬂli

3341

sif

21

" HIEI L

1L

sbi

1\e
14
(7-]

0o

3so

oo

LR
a7

0=
04
oo
mey
wmr
s

aTen

me
L4
ao
o

244
ac
ac
LA

oey
]
aoc
3]
7.

TASN

41

ADG ==r
24 »
242 m3
ao oo
ao oo
L na
aas ns
=8 57
ADG sEP
] ]
nmn 12
(L] 14
.oy oo
o 05
Pae  pam
e [

e 100%

ENCLOSURE 8



ENCLOSURE 9

FUNDING DOCUMENT REQUEST /7 REQUEST FOR OBLIGATION

MIPR BASIC: Operations Appropriation Year(s)
MIPR AMENDMENT:* Capital
CONTRACT BASIC: PDW | |
CONTRACT MOD:* RDT&E
DOCUMENT NUMBER: o&m
OTHER: Other Type: |
I e
Date:
Requesting Office/Org:
POC Name:
Address:
Phone/Fax/E-mail:

POC Name:
Address:
Phone/Fax/E-Mail:
Final Invoice Copy to: COR: COTR:
Amount Basic: $ Amend 1: $ Amend 2: $
Required: Amend 3: $ Amend 4: $ Total: $
Cost Center: PProject Name/Program Category:
Object Class:
PProject #: __ |IRB/DBSMC Cert: Approval Date or
-
WBS Element: fn Reason N/A
Vendor Code or DODAAC: :>~ Date Funding Doc needed:
c
Complete LOA: 8 U-65 Approved By:
IProduct and Service Code(PSC):  For J6 Use Only Date:
INorth American Industry Classification System (NAICS) Code: For J6 Use
IPortfolio Mgr. approval: For J6 Use Only

Initials:

INTERNAL ORDER #:

IT-43 Line(J6 only):

ASSIGNED PR NUMBER:

PURCHASE ORDER #:

DOCUMENT NUMBER:
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http://www.acquisition.gov/
http://www.census.gov/eos/www/naics/

ENCLOSURE 10

MILITARY INTERDEPARTMENTAL PURCHASE REQUEST

1.

MILITARY INTERDEPARTMENTAL PURCHASE REQUEST

mcE 1 oF PAGES

TR 3.CONTROL SYMBOL NO. A DATE FREPARED < MIFR NUNEER &.ANEND MD.

7. TO: B FROM:  (Agency, nama, takiphona rumber of anginabor)

O.MEMS | | A | | ARE NOT INCLUDED N THEINTERSERVICE SUPFLY SUFFORT PROGRAMAND FEQUIRED INTERSERVICE

SCREENNG | | HAs | | HASNOT BEEN ACCOMPLEHED
p— DESCRPTION arv | umr ESTMATED T
o [Fadsral stock numbsr, nomencaturs, spechication and/or drawing No, etc) PRICE FRICE
a b < a . t

10 SEE ATTACHED PAGES FOR DELIWERY SCHEDULES, PRESERWATION AND PACKAGING INSTRIUCTIONS, SHPPING INSTRUCTIONS AND 11. GRAND TOTAL
INSTRUCTIONS FOR DISTREUTION OF CONTRACTS AND RELATED DOCLUMENTS,
TZ TRANGPORTATION ALLOTMENT [Used I FOB COntractors part] T3 MAIL FVOKCES T0 (Fayment Wil ba mad by]
PAYOFFICEDCOMD |
14. FUNDS FOR PROCUREMENT AREFROPERLY CHARGEABLE TO THE ALLOTMENTS SET FORTH BELOW, THE AVAILABLE BALANCES OF WHICH
ARESUFFICIENT TO COVER THEESTIMATED TOTAL PRICE.
ACRM ATRCPRIATION ... SUPPLEMENTAL ACCOUNTING CLASSIPICATION ACCTE ST AMCUNT
15 AUTHORIING OFFICER [Typa name and tkia] 16 SIGMATURE 17.DATE
DD Form 448, JUN 72 PREVIOUS EDITION 15 OBSOLETE B Adste Dasigesr 7.0
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ENCLOSURE 11

ACCEPTANCE OF MIPR

ACCEPTANCE OF MIPR

1. TO (Reguiring Achwity Address vincude ZIF Code)

2. MFR NUMBER

4. DATE (MIPR Signature Date)

3. AMENDMENT NOC.

5. AMOUNT (As Listed on the MIPR)

6. The MiFR identfied above is accepted and the liems requested will be provided as Dilows: (t-liecluw)

o

ane

SUBMISEION OF BILLINGS.

ALL ITEMS WILL BE PROVIDED THROUGH REINBURSEMENT (Category [}
ALL ITEMS WILL BE PROCURED BY THE DIRECT CITATION OF FUNDE (Categary IT)
ITEMS WILL BE PROVIDED BY BOTH CATEGORY | AND CATEGORY Il AS INDICATED BELOW

THES ACCEPTANCE, FOR CATEGORY | ITEMS, IS QUALIFIED BECALISE OF ANTICIPATED CONTINGENCIES AS TO FINAL PRICE. CHANGES
IN THIS ACCEFTANCE AIGURE WILL BE FURNISHED PERICODICALLY UPON DETERMINATION OF DEFINITIZED PRICES, BUT PRIOR TO

D MPR [TEM NUMBERIS) IDENTIFIED IN BLOCK 13, "REMARKS" IE NOT ACCEPTED (IS REJECTED) FOR THE REASONS INDICATED.

8. TO BE PROVIDED THROUGH REIMBURSEMENT 9. TO BE PROCURED BY DIRECT CITATION OF FUNDS
CATEGORY | CATEGORY B
ITEM NO. QUANTITY ESTIMATED PRICE ITEM MO QUANTITY ESTIMATED PRICE
- b c - b c
d. TOTAL ESTMATED PRICE e. TOTAL ESTMATED PRICE
— e —e —
10. ANTICIPATED DATE OF OBLIGATION FOR CATEGORY Il IMEMS 11. GRAND TOTAL ESTIMATED PRICE OF ALL ITEMS

[T FUNDS DATA (Check ¥ Agpicabie)
a

b. FUNDS IN THE AMOUNT OF §

ADDITIONAL FUNDS IN THE AMOUNT OF §

ARE NOT REQUIRED AND MAY BE WITHDRAWN

ARE REQUIRED See jusification in Bloct 13)

—
13, REMARKS

14, ACCEPTING ACTIVITY (Complete Address)

15. TYPED NAME AND TITLE OF AUTHOREED OFFICIAL

16. SIGNATURE

DD FORM 448-2, JUL 71

7. DATE

PREVIOUS EDITION WILL BE USED UNTL EXHAUSTED.
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BAH

DLA
DLAI
DoD
DoDl
DS
DS-B
DS-D
DS-FS
DS-1

EBS
FA
FCI
FDR

FSO
FY

GFOQ
GPC

HQ
IAW

J8
J8N

MIPR
MOP

PB

PBR
PLFA

Q1/Q2

GLOSSARY

PART I. ABBREVIATIONS AND ACRONYMS

Basic Allowance for Housing

Defense Logistics Agency

DLA Instruction

Department of Defense

DoD Instruction

Installation Support

Director of Business Management, Installation Support
Director of Installation Support

Installation Support Susquehanna

Director Installation Management, Installation Support

Enterprise Business System
Financial Analyst

Facility Condition Index
Funding Document Request
Financial Service Officer
Fiscal Year

General Flag Officers Quarters
Government Purchase Card

Headquarters
in accordance with

DLA Finance
DLA Finance, Distribution

Military Interdepartmental Purchase Request
Monthly Obligation Plan

President’s Budget
Program Budget Review
Primary Level Field Activity

Q1 =FCI 100-90% Q2 = FCI 90-80%
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PART Il. DEFINITIONS

Unless otherwise noted, these terms and their definitions are only for the purposes of this
Instruction.

Housing Manager. On site professional responsible for daily operations and maintenance; serves
as a channel of communication between the Commander and the housing residents.

Program Manager. Headquarters DLA Acquisition Specialist responsible for President’s Budget
planning, programming, budgeting and execution management; serves as advisor to senior
leaders, Office of the Secretary of Defense, and the Army on matters pertaining to military
family housing.

Funds Holder. The office holding an administrative subdivision of funds operating target;
responsible for incurring obligations against the administrative subdivision or target
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