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CHAPTER 1

THE CONSOLIDATED BARCHELOR QUARTERS BILLETIRG PROGERRAM

COMSQLIDATED BACHELOR QUARTERS (CBQ} BILLETINGPROGRAM. The
CEQ billeting program is established under the cognizance of the
Rgsistant Chief of Staff G-4 (ACSS G-4), consolidating “permanent
bachelor guarters billeting” and “transient billeting” inte one

program, in order to perform the following responsibilities and
functions.

Hanage all MCAS Miramar Bachelor Quarters and transient
gquarters per reference (a). The “Consolidated Bachelor Quarters
(CEQ) billeting office” is activated within the G-4 as the primary
agency to perform bachelor enlisted and bachelor cfficer gquarters
management, and to operate all transient guarters. The billeting
affice misgion, functions, and procedures are described further in
this chapter, and are detailed in Chapter Two “Permanent CBQ
Billeting™ and Chapter Three “transient CBQO Billeting™.

Fromote mission readiness by ensuring good order, discipline,
and guality of life are sustained for residents of CBQ. Unit
commanders’ roles and actions within the CBZ billeting program are
the primary means to accomplishing this mission. Unit commander
roles and responsibilities are delineated herein, but are not
limited sclely tc the actions specified in this order. The CBQ
billeting ocffice supports the unit commanders in the performance of
this functional responsikility. This order contains rules for
perzsonal conduct of residents in all CBQ billeting facilities,
regulations on authorized activities, and hours of authorizations,
where applicable. These rules and regulations are detailed in
Chapters Two and Three, and all persons on MCAS Miramar in any
rgapacity are subject thereto.

1. Operate the MCAS Miramar billetingFund... The billetingFund
Relvisory Council, and the fund custodian, and the CBQ billeting
office perform operational overslght, custodianship, and daily
administration, respectively, as described in Chapter Five "The
billetingBPund™. b 11

q

Conrdinate command responsibilities as follows:

.

The Commanding General’s approval of all authorizations for

payment of basic allowance for housing (BRH) in lieu of assignment
to bacheler gquarters will be executed by the MCAS Miramar RC/S G-4,
excoapt for Staff Sergeant (E-6) and above reguests which will ba

EXUClL

ok

by commanding oTLioenrs,
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k. Issuance of all certificates of nonavailahility of
government guarters, Lo members reguesting transient (temporaryl
quarters. This is executed by the billeting office.

. Bachelor quarters assigrments and terminations. This is
executed by coordinated sctions of unit cﬂmmanders and the
billeting aoffice.

d. Ensuring the maximun nunber of bachelor personnel are
housed in bachelor guarters that mest the minimum standards of
adequacy and guality of life. This is executed by coordinated
actions of the AC/S G-4;, unlt commanders, and the billeting office.

. Attain CB{ Program Goals for the following:

d. Provide unit commanders with bachelor enlisted sergeant and
below quarters Lo billek personnel in contigquous unit areas that
support commanders’ fulfillment of good order and discipline -
ocbjectives, and that promote unity.

b, RAttain and sustain stability in quarters assignments to o
aveld the involuntary movement of personnel from one room to
another unless absolutely necessary.

c. Provide comfortable and affordable transient guarters to
authorized patrons.

1001, THE CONSOLIDATED BACHELOE OURRTERS [(CBQ) SILLETING OFFICE.

The CBQ billeting office, MCAS Miramar, is assigned the mission of
providing and cparating all bacheleor gquarters and transient

gquarters aboard Lhe stabtion; and is the Commanding General's

primary agency for billeting bacheler personnel and transient "
personnel. It is the central coordinating poimt, for matters

related to CBQ aboard MCAS Miramar and lmplEMEntE the policies and
procedures of this S0P.

1. CEBD billeting director. The billeting director is responsible
for the operation of all consolidated bacheler quarters. The _
director's responsibilities include the following:

a. 5taff the billeting office, in accordance with tables of
organizaticn, with military perscnnel and employvees s required;

and direct their performance to accomplish the CBQ billleting office
mission.

bB. Utilize facility assets available to provice adequate
bacheler and transient housing.

t. Procure, control, issue, and repair CBQ pecsonnel support
egquipment (PSE) . :

1=4
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d. Prepare CBQ inventory, occupancy, and utilization reports.

=

&. FProcure and control the issuance of supplies and services.

£. Ceoprdinate utilities conservation and facilities
management .

g. Serve as organizational host to unit &omnanders in CE{Q
spctors, by assisting the unit commanders on the CBD ectivities of
their units.

h. BAdvise the Commanding General, through the AC/S G-4, on all
CB) matters.

2. Ppermanent CBQ Section. The Permanent CBQ section manages all
quarters designated for permanent party bachelor personnel.

2. This section is comprised of billeting office staff members
designated by the billeting directer to perform this mission E
function, and may include both military personnel and employees of
the billeting office. g

. Permanent CBQ section functions include the daily operation
and maintenance of the permanent party CBQ bachelor enlisted and
bachelor officer facillities,

c. Permanent CBQ section bachelor enlisted facilities include
the unit CBO sectors. The unit CBQ sectors are groupings of
bachelor sergeant and below guarters buildings in contiguous areas.
sectors are provided to unit commanders at the group level for
billeting bachelor personnel of the unit, in order to promote unity
and good order and discipline. The permanent CBJ ssction is the
hosting activity for the units and will perform the host roles to
units and personnel in the seciors.

#. One or more facility managers for sach sector will ba
assigned from the permanent CBQ section Lo perforn the facility
maintenance and inventery control of the buildings and eguipment in
the sector. The facility managers will clesely cocordinate with
the unit commanders and their designated unit sector mARAFEITS UM
the management and care of the sector facllities.

a. Procedores and responsibilities of the pernanent CBL
section are detalled in Chapter Two.

2. trapsient CRO Section. The transient CBQ section manages &l1
guarters designated ifor use by vigiting personnel.

gl

11
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a. The transient section is comprised of the billeting effice
staff members designated by the billeting director to perform this
migsion function, and may include both military persennel and
employees,

b. Transient CBQ section functions include the daily operation
and maintenance of the transient enlisted and transient afficer CHQ
facilities, including all transient quarters from which fees are
collected and managed by the billeting fund. Nonappropriated fund
instrumentality (MAFI) employees within the billeting office are
merbers of thils section. i

¢. Frocedures and responsibilities of the transient CBO
section are detailed in Chapter Thres.

1002. DMIT COMMANDERS. Unit commanders retain responsibility for
the discipline, health, and welfare of personnel within their
units, including all members residing in any CBEQ billetingspaces,
at all times. WNothing in this S0P denies unit commanders their
authority to fulfill this responsibility,

-,

1. Unpit CBQ Sectors. Unit commanders, normally at the group
level, will receive a series of bachelor sergeant and below
guarters in contigueous areas as their unit CBQ sector.

a. The sector is a facility asset of the unit commander with .
respect to the unit regulations and procedures for perscnal
conduct, and for command functions such as quarters inspections and
specific rocom assignments, buildings and grounds cleanliness, and
unit safety. The unit commander will designate a member of the
unit as Sector Manager to execute these and other IeCUrring command
sector responsibilities,

b. Becters are also facility assets of the billeting office
with respect to facility malntenance {including Public Works Center
maintenance], equipment inventory contrel, #nd overall adhershce to
Lhis order.

c. The dual facility assat nature of the unit CBEQ sector requires
that the responsibilities and procedures of both the unit Znd the
CEQ billeting office be executed in concerk. Therefore, the
billeting director is designated the "Organizaticonal Host"™ to the
units, and has the duty to contact each unit commander and sector
manager to ascertain the unit®s billeting reguirements and unit
pelicies and procedures applicable to the sectar, and to inform

commanders and sector managerg on CBQ support {unctions.

tl. Unit commanders are responsible te perform the “Hosted
Activity's duties”. commanders will establizh and maintain a
reporting relationship to the billeting director with raspect to
menbers resident in the sector and activities of the unit therein.

1-G



508 POR BILLETIHG 1004
.u'tﬁ L% .|.1'..|'....._.::
Commanders are to inform 211 unit members on policies and

procedures of the organizaticnal host, especially the contents of
this order and information provided by the billeting director.

2. Inspection Progragms. Unit commanders will establish programs
to conduct inspections and visits of unit CBQ-sector facilities and
spaces assigned, as directed by current Marine Corps regulations.
unit commanders will be supported by the billeting cffice permanent
¢BY section to accomplish all inspections for command functions,
health and comfort, and good order and discipline.

3. Good Order & igcipline

a. Unit commanders will ensure the good order and discipline
"within their CBQ sector by the establishment of sector duty
Moncoamissicned officer posts and recurring sector tours,

b. Commanders retain responsibility for the conduct of unit
members residing in all other CBQ billeting spaces, as well,
gpecifically in Bachelor Staff Noncommissioned Officer guarters, in .-
Bachelor Officer Quarters, and in Transient Billeting. unit’
rosters of residents in these spaces are available from the
billeting office, to support command accountability. i
&, Unit commander roles and procedures are detailed in Chapter Two
and Chapter Thres,

1003. CBQ RESIDENTS. Residents in CBQ billeting facilities, both
permanent bacheler quarters residents and transient guarters
residents, are required to obey and enforce the contents af this
order. Residents will be made thoroughly familiar with all rules,
requlations, and restrictions herein and shall be subject to
agverse action for violatioms and failures to uphold this order.
Residential status in any CBQ facility is a-privilege which may be
abridged or revoked for disebedience or disregard of orders.

1004. CBQ FRCILITIES. Facilities designated for CBY will not be
used for other purposes. Rooms intended for bachelor perstnnel
occupancy will be used only to house bachelor personnel .
#ecreation rooms will contain only recreation equipment and
furnishings. DRppendix A lists the facilities designated for
bachelor persormel and transient perscnnel. Diversions of CBU
rogms for okther uses must have written approval of the AC/S G-d,
vie the CBD billeting director.
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CHARPTER 2

CBQ PERMANENT PILLETING

2000, GEWERAL. CBQ permanent billeting includes the facilities
and functional activities that provide guarters to bacheler
military persomnael .

1. Bachelor enlisted personnel in the grades of sergeant [E-5} and
balow are assigned quarters in unit CBQ sectors as designated by
unit commanders and issued by the billeting office.

2. Bacheleor enlisted personnel in grades staff sergeant (E-&) and
above, that is Staff Noncommissioned Officers (SNCOs), are assigned
billeting only in the Bachelor SHCO Quarters, as designated by the
Billeting Office.

3. Bachelor officers are billeted only in the Bachelor Utiicef
Quarters as designated by the billeting office.

2001. RESPONSIBILITY. unit commanders retain responsibility for
the conduct, discipline, health and welfare of the personnel within
their units, wherever billeted aboard the station. The billeting
directer is responsible for the operation and maintenance of all
facilities to support quality of life to all residents of CBQ
billeting.

2002. CBQ ASSIGNMENT POLICIES

1. Assignment Eligibility. The following categories of personnel;
listed in priority sequence, are apthorized to occupy permanent
bachelor cuarters.

d. Personnel required Lo reside aboard the station for
military necessity. .

b. Permanent party military bachelor personnel nobt drawing
BAH.

-

c. Student militery personnel on permanent change of station
orders, and unaccompanied by dependents,

d. Permanent party military married personnel who are legally
separabed, unaccompanied and receiving BARH at the With-Dependent
race.

. Permanent party militar personnel whe are:

(1) Diwproed, unaccompanied by dependents, :nd recelvibg
BAY for dependent suppozxt.

2

Fuad
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(2) Married to another military member but geographically
separated a#nhd forfeiting single BRH.

£, Aszigoment Procedures. General procedures for guarters and

room assignments are as follows, detailed steps for checking in to
the CBQ are further described in paragraph 2011,

&. BAll sergeants and below who are eligible under the above
criteria will be &ssigned to guarters in the unit CBO sector by
first receiving a sector room assignment from the sector manager
and then receiving issus of the assigned room and furnishings from
the billeting office. Unit commanders will ensure that only
eligible personnel, per these criteria, will be guartered in their
sector, and the billeting director will ensure verification of
eligibility to all persons issued sector quarters.

b. BNCOs who are elligible under these criteria will be

assigned quarters, when requested, in the Bachelor SKCO Quartérs
directly by the billeting office.

c. Officers eligible under these criteria will be assigned
quarters, when requested, in the Bachelor Officer Quarters directly
by the billeting office.

3. Assi Residence Durine Pregnancy. Pregnant military
personnel may occupy rooms in the CBQ until delivery. commanders
may autherize a pregnant member to occupy off-base housing and be
pald BAH (if applicable at the without dependent rate) prier to the
20th week of pregnancy. From the 20th week forward, cosmanders
shall approve such a reguest as an entitlement. FPregnant members
will arrange for living quarters. after the delivery, either in
family housing or off-base (with BAH at the with dependent rate),
a5 early as possible in the pregnancy.

4. Involuntarv Assignments. Involuntary asdignments will be made
starting with the junior members first. Thé following guidelines
apply:

a. When necessary for maximum usage, involuntary assignments
may be made to available gquarters. Regardless of the standards of
adequacy, military necessity shall be the overriding consideration
in determining occupancy requirements.

b. HAssignment of bachelor permanent personnel corporal ([E-4)
and below to cn-base bachelor guarters may be made even though the
quarters may be less than the Minimum Standards of Adeguacy ([MSA).
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. Bachelor sergeants (E-5) will be assigned to station
bachelor quarters, if available. These personnel will not be
assigned to inadeguate bachelor gquarters, except for military
necessity or by voluntary acceptance of inadequate guarters.

5. Geggraphical Bachelor Billeting. Geographical bachelor
military personnel; defined as married persomnel receiving BRH or
ocupying government housing, but not accompanied by dependents at
the station, BRE WOT eligihle to occupy Permanent CBQ Billeting.
unit commanders will ensure that such personnel are not billeted in
unit CBQ sectors. Transient billetingguarters are the source of
billeting for all geographical bachelor personnel; only on
temporary space-available basis. Chapter Three “Transient CBQ
Billeting™ covers transient guarters.

2003, QCCUPRNCY STRAMDARDS

1. Maximum practical occupancy of adequate bachelor gquarters shall
be maintained at all times. The application of this pelicy,
howewer, shall avoid creating undue hardships. '

2. Ewvery reascnable effort will be made to support unit commanders
goals for unit integrity in the assignment of bachelor enlisted
guarters. However, overcrowding or under utilization of bachelor
guarters for the sole purpose of maintaining unit integrity is
prohibited. Likewise, the movement of personnel solely for the
purpose of maintaining occupancy rates and/or for justifying
submission of BAH payment requests is prohibited. &Any and all
relocation of personnel within bachelor guarters will be authorized
only through the sector manager appointed by the unit commander .

2004. INADEQUATE OQUARTERS. Except for military necessity,
personnel will not normally be required to oCoupy inadegquate or
substandard quarters when adequate guarters-are aveilable.
However, students and trainees who must reside aboard the shore
activity in order to effectively meet training reguirements may be
reguired to occupy inadequate or substandard housing. Inveluntary
occupancy of substandard andfor inadequate guarters for =
monsiderations invelwing solely the nonpayment of BRH or reduction
of per diem allowances is not & condition of military necessity as
nsed herein.

1. commanders may determine that all Temporary Rdditional Duty
{TAD) students or trainees (of a particular school or course) mus
reside sboard the station in order to effectively complete training
requirements. Limitations placed on the use of private housing k¥
bachslor TAD students and trainees will not be more restrictive
than the limitations placed on married TAD students.

=

S
-
-

"
1
Ln



=y

2005 S0F FOR BILLETING

FLE= 7y ) aranrs

2005, MILITEREY NECESSITY. Regardless of standards of adegquacy,
military necessity shall be the overriding consideratien in
delermining occupancy requirements when, in the judgment of the
respansible commander, the billeting of an individuel in a
Government-owned or controlled facility 18 reguired for mission
accomplishment, contingency operatiens, training or maintenance of
a disciplined force. Mandatory assigmnments to bachelor housing to
reduce BAH payments or to reduce per diem allowances may net be
consldered military necessity. When military necessity is
determined by a unit commander for purposes of assigning personnel
to government housing, the nature and reasons for the military
necessity shall be specified in writing to the Commending General |
who retainz final authority.

2006. BAM PQLICY AND PROCEDURES

1. BAH-Own-Bight for Staflf Sergeants (E-6] amd Abgwe, Staff”
sargeants ([E=68) and above may elect to reside off the station and
receive BAH rather than occupy government quarters. BAH

authorizations for staff sergeants and above will be approved at
the unit level,

2. Stpff Sergeants and Mbowve Certificate of Monresidency. Should
an occupant of bachelof guarters in the grade of staff sergeant or
above choose to reside off the station, a Certificate of
Honreaidency i1s reguired to start BAH payment.  That certificate
will be issuved by the CBQ 0ffice upon check-in or once the
occupant’ s room has been inspected and cleared. Written reguests
Tor the certificate are not required.

3. BRequest for BEH-Own-Right bv Sgrgeants (E-5] and Below.
BAH-Own=Right is approwved by the Commanding General based on the
recommendation of the unit commander. Requests for BRH-Own-Right
must be submitted to the AC/S G-4, MCAS Miramar, through the unit
administrative section, on 2 standard Bdministrative Rction Form,
wia the unlt commander and the CB) billeting director. Reguests
for BAH-Own-Right may be approved for the following:

a, Ho room is available to the requester.

b. Females who have reached the fifth month of pregnancy and
desire to establish off-base residency prior to child birth. R
certificate from the medical ocfficer attestipg te estimated
daelivery date is reguired.

c. Divorced personnel who can show proof of dependent child

visitation rights may be granted BAH.

(.  For aother goot and sufficient reasons at the discretian of

Lhe Commanding Ganeral.

x -
-
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Torrination of BAH. Entitlements to BARH may he terminated by
psRigmnment to government guarters when the Cormanding General or
unit commander determines that a member's continued off=-station
residency is not in the best interest of the Marine Corps.

5. Frandulent Claims

a. Any individual who submits a claim for BARH which centains
false statements or who fraudulently accepts ERH benefits is
subject to administrative or disciplinary action.

b. Drawing BAH at any rate and occupying permanent government
quarters without command approval may result in the individual
baing subject to administrative or disciplinary action.

2007. UNIT_COMMANDER ROLES ANMD PROCEDURES . Unit commanders and
their unit personnel residing in CBO facilities are the most
important persons in the CBO billeting program. The success of the
CBQ progeam depends most on the unit commandgr and the CBO

residents, and this is especially so in CBO permanent billeting.

1. Sector manager Appoiptments. Unit commanders with a designated
spotor in the CBQ bachelor enlisted quarters are responsible for
the appointment of one member of the command with sufficient
seniority and expertise to be the sector manager. Sector meanagers
supervise the billeting activities of the unit and coordinate
mutual support with the CBQ office. Functions of sector managers
are detailed in paragraph 200EB. .

2. Good order and Discipline. Unit commenders will ensure the

good order and discipline within their CBQ sector by the :
estahlishment of the sector chain of comnand and sector duty posts,
and recurring tours and inspections. -

a. Chain of Commapsd. copmanders will publish a CBQ sector
chain of command to include barracks [(Building) nanconnissioned

officers in charge, and the senlor Marine or Sailer in each room.

b. Duty Persopnel. Unit commanders will establish mandatory
duty NCO posts of 24 hour duration within their secter, and will
post assistant duty Hoos and fire wakches &5 the commander
determines are required. Posts will be established by written
orders, and will be issued special orders for the enforcement of
requlations and procedures contained in this S0P and in unit
directives governing conduct of unit personnel.

e, Impy 0ffices. The billeting director will equip and
Furnish sne cifice within each CPQ sechtor for a duty pagk, with
duty/emergency +elaphones, desks, chairs, and other necessaly iteams
for an awake dubly post. )
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d. Tgurs and Inspections. Commanders will direct duty

officers, duty SNCOs, and duty NCOs to tour barracks areas and to
provide a visible presence. Instructiens for tours are to
emphasize adherence to regulations on visitor hours. all members
of the unit chain of command and Staff that the commander directs
will be a part of tours and inspections of CBQ facilities and
rooms, both during and after normal working Heurs. Tour and
inspection personnel will ke afforded all available support from
the billeting offices in these procedures.

B. Searches. Unit commanders’ authority to search bachelor
quarters room is not affected by this Order.

4. Hegalth and Welfare. Commanders” responsibility for unit

Personnel health and welfare extends to the unit CBY sector without
limitation.

@. The health and welfare responsibilities for bachelor -
enlisted quarters are recegnized to be preeminent, and will be
directly supported by the billeting director. The unit commander

b. commanders are to include adequate hours daily in the unit
routine for CBD residents to complete individual housekeeping and

area cleanliness duties, with recurring daily monitoring to ensure
accompl ishment .

2008. SECTOR MAMAGERS. Upen appointment, sector managers will
identify themselves to the billeting director and will attend a CBO
billeting program briefing at the earliest cccasion. The sector

manager is responsible for the following functional activities andd
duties.

1. Management of assignments to buildings afid rooms within the
unit sector, for quartering personnel of the unit in hachelor
Jquarters. The sector manager or his designated representative
Will assign unit members in the grade of sergeant and below.to —
their room within the CBQ sector, on the written CED Room
Assignment Notice. The regulations contzined in paragraph 2010
will govern room assignments to sergeant and below, and will be
strictly applied by the Secter Managar.

2. Submitting a monthly billeting report to the bpilleting director
by Che fifth dzy of sach manth. Appendiz B is a sample format to
be utilized for this report.

4.  Conduct routine, recurring tasks to ensure the ssctor area i
in & good =state of police and thart buildings and rooms have the
proper state of cleanliness to support health and welfare of
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residents. -S5eckor managers will desionate cleazning and policing
procedures in their sector and, will cinsure the timely notification
to facility managers as to dates and times of unit field days, for
the delivery of cleaning equipment and supplies. Supplies and
equipment will be purchased by the CB(Q pffica and stored within the
sector community building for issue and use in cleaning and arca
police. The sector manager will notify the facility manager of the

unit inspection programs to meonitor cleenliness and correct
discrepancies. .

200%, FACILITY MRMAGERS. Facility managers are assigned members
af the CB) permanent billeting section, whose duties are the
management of all physical assets of CBQ facilities.

1. Res ilities. Facility managers will conduct the gperation
and maintenance of billeting rooms, community buildings, laundry
rooms, recreation areas and refuse disposal areas; and will hold
the physical inventory and issue of CBQ room equipment and
furniture to residents.

a. Facility managers shall establish a CBQ secter facility
manager office within the sector community building or spaces,
shall set the optimum operating hours in coordination with the
sector manager, and shall sustain the office operation with
physical presence during set hours. Operating hours shall be set
to accommodate maximum pericds of perscnnel checking in and
checking out of the sector, and the conduct of maintenance support.

b. The Facility manager will ensure the furnishing of complete
and serviceable eguipment and furmiture to all bachelor guarters
spaces in the sector, and to all community buildings and spaces.
This includes responsibility for safety features of facilities and
for fire detection, fire alarm, and fire extinguishing asseLs.

2. Duties. Facility managers perform the follewing duties and
tasks.

‘a. Joint room inventory and property control to residents
checking in to and vacating rooms in the secter: F

{1} Receive residents checking in, after their registraticn
and room issue at the CBQ office front desk, and conduct & joint
inventory of CB{ property in the assigned rocm. Verily the
resident’s acknowledgment of mandatory seven days advance notice to
facility manager prior te vacating, in order to accomplish
reinventory and recovery af room property and correction of
discrepancies and damages.

{Z) Inspection and reinventory for residents vacating.
Schedule snd conduct joint inventory not less than five days prlor
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to resident’s date to vacate (clear} CBQ reom. Report findings of
damage or loss to the room, fixtures, snd CBQ property to the
sector manager and the CBQ front desk, for correction/replacement
by the resident prior to clearing, as reguired.

b, Collection and review of daily kuilding occupancy reports.

. Insgpection of common areas for cleanliness and general

repalir) notifying the appropriate unit representative of status and
any necessary corrections

d. Aocquire and maintain the cleaning equipment and supplies
for housekeeping, as well as for unit field day. Supplies and
equipment will be purchased by the billeting office and stored
within the sector community building for use. The facility manager
will be the point of contact for distribution and access,

&. Process all maintenance requirements with the CBQ r
Maintenance & Repair Request, HELF NEEDED CARD, Appendix D. The
Help Weeded Card is the first step in the maintenance and repair
program for CBQ facilities. These forms are filled out by
residents or by the facility manager. Residents will turn the Card
into the facility manager office, depositing it in the baox
provided. Help MNeeded Cards are to be used to regquest maintenance
and repair only. They are not used to order furniture or
equipment, to request self-help supplies or assistance, or to make
administrative requests for a different room, ete. The faclility
manager submits the Card to the maintenance supervisor for CBQ
malntenance work or for work request entey to Public Work Center.

. Pericdic maintenance work reconcillation with sector
manager, on a minimum weekly basis.

{. PBoom key and master key usage. Facility managers are not
to retain CBQ or sector master keys. When reguired Lo escort
maintenance personnel into an occupied CBQ foom without the
resident present; the facillty manager will obtain the single room
kay from the CBQ front desk, and will leawve a note to the resident
with the reascn for entry, and the time, date annaotated and legible
signature. Facility managers and DNCO0s will rafer unlt inspection
and security personnel to the CBQ front desk for other instances of
room key requirements to enter rooms in the absence of residents.

k. Each facility manager will also serve as an zlternate
facility manager for another set of facilities, and each facility
manager will keep the designated alternate facility manager
informed on any unidque reculremsnts of the secter, should the
primary Lacility manager be unavailable fpr duty.
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2010, CBO SECTOR RGOM ASSIGHMENTS

1. hAssignment of sergeants and belew to bachelor quarters will be
made by the unit commanders, through their sector managers. The
billeting office will issue rooms to individuals in accordance with
the room assignments designated by sector managers.

2. The bachelor enlisted quarters are intended solely for the
billeting of permanently assigned persomnel who are bachelers and
meet the eligibility requirements of paragraph 2002.1. Requests to
billet other than authorized permanent personnel will be referred
Lo Lhis headquartfers, to attention of ACSS, G-4.

3. FRoom cccupants will be of the same sex.

4. Assignment To rooms with private bath and tollet facilities
will be made without regard to sex.

3. MAssignment to adjoining rooms with access to a shared bath or
toilet will be the same sex.

2011. RESIDENTS REGULATIONS AND PROCEDURES. Personnel reporting
aboard to their permanent duty station will be assigned as a CBp
resident to a permanent room in the unit CB{ sector after they are
joined to thelr unik.

1. heck ures. Personnel on PC3 or TADSTDY orders, upon
their arrival will first check in to The Joint Reception Center
[JRC} during normal working hours, receive further orders to their
unit/section and report to their unit for CBQ room assigrment, if
eligible. BSergeants and below will next be joined to their unit
and repart to the unlt CB] sector manager to be issusd & CED Room
Assigrnment Notice Form. They will then proceed te the billeting
office, with the notice form and their orders, for appropriate
gquarters. Personnel who arrive after nermal working hours or on
weekends or holidays will check in to the Command Duty Officer
(CDO) office also located at JRC. Once the CDO or Command Duty
Clerk (CDC) signs and dates the individuals' orders, they will
proceed to the billeting office front desk for temporary room _.
assignment until jeined te their unit and assigned 2 permanent
room.

a. FPersennel on PCS orders shall be assigned guarters by their
unit sector manager, and will be issued a2 key to their assigned
room by the hilleting office. Unit integrity is a priority; all
efforis will be made to quarter personnel with other members of
their unit and rank eguivalent.

b. The billeting office front desk will take zl1 personal date
from the residents, register them into the current database and
file, and igswe & room key and a furnishings inventory form.

]
]
-
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€. The resident will repert to the facility manager of the CBO
sector with the room furnishings inventory form and a joint room
inventory will be conducted. Onee the inventory is completed and
signed, the resident will be provided a copy and the hilleting
office will retain a copy on file.

d. Once assigned to & room, the resident will not change roocm
without the approval of the sector manager, who must notify the
billeting office. The resident will complete check cut and check
in procedures for new room assignment, including room inventories.

2. Ch Out Procedures. Termination of CBQ residency may be
through PCS5 orders, TAD orders, separation from armed forces,
change in marital status, or as directed by Commanding General.

a. Check out procedures will be performed during normal
billeting office work hours: Monday-Friday, 0700-1530. only
emergency check oub will be conducted oukside these hours. :

b. Residents will check out during working hours by first
contacting the facility manager to complete & joint room
inspection, inventory of assigned rocom furnishings, and turn in of
bedding and linen supplies. Residents are responsible for cleaning
their guarters prior to a final inspection, and are liable for
rapair cests incurred as a result of negligence. Discrepancies
found during the check out will be resolved prior to the
termination of residency. Residents having any missing, damaged or
destroved government property will initiate a missing, damaged or

destroyed government property statement and will not be permitted
to check out wntil the sitvation is resolved. Emergency check out

will be conducted through the billeting office front desk, and will
include the inspection, inventory, and turn in delineated above.

d. Personnel checking out will present the completed facility
manager's joint inventory form, linen, and keys to the billeting
office, to have a check out card completed. | Once the card is
signed by the billeting office manager, it will be put on file for
a periocd of one vear.

3. Becurity. Rooms will be kept locked when not cccupied.

Windsws will be properly secured. Ewvery tenant is responsible for
the personal support equipment (PSE), that is government furniture
and equipment, in their rooms. Wardrobes, lockers and closets will
be locked with a personal padlock. In the event the padlock key
ia lost, the occupant will report it to the sector manager or DNCO
who will ensure a witness is present when the leck is cut. After
Wwarking hours, the residant will contact the DHCO who will witness
Che cutting of the padlock. The resident will pot, undsr any
circumstances, attempt to force the door open or to disasserble the
unit, as such action is considered destruction of goverhment
proparty. Government locks will not be used as perzonal padlocks,
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4. Alpohol: Possession and consumplicn of alcohal beverages is
avthorized only for persons age 21 years or older. Contribution of
alcohol substances to anyone under the age of 21 is unlawful.

a. Sergeant and corporal [E-5 and E-4] CBO residents may
possess a maximum of two six packs of beer or two one liter bottles
of unfortified wine (less than 17% alcohol). ™

Ir. Lance corporals and below [E-3 and below) CBQ residents may
possess a maximum of one six pack of beer or one liter bottle of
unfortified wina.

c. Possessicn and consumption of distilled spirits (liquor) is
prohibited in all CBQ Sector areas. Unit commanders have the
authority to restrict the possession and wse| of alcohol by members
of their command residing in bachelor guarter spaces to smaller
maximum gquantities if they determine necessary.

d. The possession and use of alcohel in moderation is
pernitted in the lounges, courtyards and individual gquarters.
Residents must ensure that they do not contribute to undérage e
alcohol use in the exercise of this privilege.

¢. Drenkenness and abnse of aloocholic heverages in or around
the bachelor guarters area is prohibited.

5. Wisitation Procedures.

a&. Visitors and guests are synonymous and are defined as
anvone who i3 not a resident of the bachelor guarters. Residents
are fully responsible for the conduct of thoir wisitors and will
ensure that all rules and regulaticns are fallowed. Unaccompanled
rigitors will met be allowed to loiter in the bachelor facilities.
Ciwilian visitors under the age of 1B years of age must be
accompanied by a parent or legal guardian., =

h. Sergeants and below are authorized vwisiters in the secter
bachelor guarters between the hours of 0800 and 2200 on Sunday
through Thursday, and between 0BOO and 2400 on Friday and Saturday.

c. Rll visitors to bachelor guarters in unit CBQ sectors will
check in snd check out with the appropriate DNCO when conducting
their visits. Owvernight stay by visitors are not suthorized. unit
commanders should ensure wvisitors and areas |are sufficiently
monltared to protect the good order of the area.

Smokino., Smoking is not permitted within CBQ gector bacheler
Guariers l.\.ll .:.l\,,l i ngs.
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7. Sookeless Tobacco. Use of smokeless tobacco is allowed in
individuwal rooms; and is prohibited in lounge and courtyard areas.

B. Hoigse. Sound equipment, sterec and televisions will not he
played at & volume objectionable to other residents. Between the
hours of 2200 and 0600, the volume will be tprned down so that it
cannet be heard by sloeping roommates or in adjacent rooms. Tha
use of headphones is strongly encouraged. Persistent offending

individuals will lese audio eguipment privilege and the equipment
Wwill be boxed and stored.

9. Electrical appliances. oOnly televisions, radios, stereo

systems, personal computer systems, fans, razors, irons,
microwaves, refrigerators, and coffee makers are permitted. All
electrical appliances will be provided by the residents.

Electrical sppliances are permitted at the owner's risk with no
lizbility to the U.5. Government for theft, loss or damage, The
above mentioned appliances will use a wall blocks or extension cord
with a surge protector reset button, all others are unauthorized,
Refrigerators and microwave oven will be plugged directly. to the
wall cirecuit. Electrical appliances must be turned off when the

room is unoccupied. Tampering with electrical, plumbing, heating
fixtures or control devices is prohibited.

10, Fire and flame prohibition. The use of hot plates, camp

stove, heat tabs, electric skillets, ovens and other similar
devices are not permitted. The heating of food and beverages in
microwaves is permitted. The use of tossters, coffee makers and
microwave oven is autherized. The burning of incense, candles, and
other open flame products are prohibited. Open flame coocking is
permitted only in the designated barbeque/picnic areas.

11. Room Decor. Rooms should be kept in a neat, clean and orderly
mannar. Bunks will be made in a military manner; personal sheets
and bedding are allowed. Decor shall be of a high professional
standard. Care shall be taken to ensure rooms are not damaged by
decorations. Displaying paraphernalia from any organization that
e@spouses supremacist causes; attempts to create illegal
digcrimination based on race, color, creed, sex, religion, -or =
national origin; advocates the use of force or violence; or
otherwise engages in efforkts to deprive individuals of thair civil
rights is prohibited. The display of paraphernaliz that advocates
tllegal drug use and the display of pornographic material is also
probibited.

12. FPetg. Pets ol any kind are prohibited. This prohibition is
to all mammals, fish, reptiles, birds, amphibians, and insects.

The wizitation of pels in rooms, lounges ot any CBD space iz
prohibited. Plants are permitted, provided they are not controlled
or illegal substance. Plants must be properly conteined to prevent

water damages.

Ll
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13. Gamblifg. Gambling is not allowed in the rooms or anmy other
area of the CBD.

14. Weapops. Possession, storage and use of firearms, ammunition,
‘fireworks, explosives, or other dangercus weapons i: nob allowed.

15. Herzardous materials. Mo gasoline, paint} charcoal or abher
highly flammable liquids are allowed in the CBU rooms.

16. Clothing and laundgy. Hanging or drying clethes or other
items on fire sprinklers, wentilation blinds, lamps, furniture, or
Wwindows is prohibited.

17. HRbsences. Residents going on temporary duty travel or annuél
leave in excess of 30 days are to notify the Facllity Manager.

18. Telephone gngd Cable Service. Telephone service outlets and
cable television connections are available in each BEQ room. It is
the responsibility of the room residents to arrange for the cable
television service and pay for all connection, monthly service and
disconnection charges. Commercial interior antennas may also be
psed. Exterior or makeshift antenna systems are net allowed.
Satellite dishes will not be attached to any part of CBQ structure.
The sharing of cable where lines are spread Irom room to room ar
holes in bulkhead made by the residents is prohibited. Cable
service is a privilege not a right, therefore if for any official
reason the resident is reassigned the individual will be
responsible for his/her reconnection fee.

2012, PRIVATELY OWNED VEHICLES (POVS)

1. PoVs for purposes of this order includes all bicycles and
motorized two or more wheeled wehicles.

5 There will be no individually designated vehicle spaces in the
parking area. Parking will be on a first come, first serve basis.

3. Hotorcycles and similar vehicles will be parked in Spages —.
specifically identified for them.

4. ALl station vehicle regulations will be strictly enforced in
the bachelor housing areas. Viclations could reselt in loss af .
driving privileges, eviction frem guarters, and/or disciplinary
arkion.

. Mopods and similar motcrized vehicles will be secured only in
he racks provided in the bachelor housing parking area. TLasge
vehicles will not be taken into bachelor housing rooms.  Bleyoles
may be secured at these racks, or bicyeles may be stored in Lhe
rezidenl's room or unit storage area., Such intericr storage shall

< 'n

-

iUh



2012 S0P FOR BILLETIHNG

DEC 091338

not soil or damege the flesr covering, walls, or furnishings in any
Way.

6. Recreational vehicles, Lrailers, boats, motor homes, CAmpRES
and buses may not be parked overnight unless they are the primagy
transportation of the members. Storage of these vehicles will ha
cogrdinated by the director, Morale, Welfare and Recreation [MWR).
The Frovost Marshal will coordinate storage of the aforementicned
vehicles for deploying active duty personnel.

1. Bachelor housing residents are authorized ta perform minor
repair or service work on their personal vehlcles in parking areas,
MNonresidents are prohibited. Minor repairs are those repairs that

do not prevent the vehicle from being moved under its own power for
mara than 4 hours.

8. Mo repair or service work te any motorized vehicle is permitted
in areas not designated for bachelor housing resident parking or
adjacent properties. The Autoe Hobby Shop is the only authorized

location for major repairs and is available te all authorized
patrons.

9. Residents must exercise proper care to ensure that noe vehicle
flulds are discharged onto the pavement. Such repair/service work
shall not result in petrochemical gpills that damage the pavement
or pollute the environment. Vehicle parts, packaglng materials for
the same, and tools must be disposed of or secured in the vehicle
at the conclusion of work for the day.

10. Tt is the responsibility of the individual sarvice member Lo
plan what to do with a POV in the event of leave, TAD,
hospitalization, or confinement. The preferted action is to store
the wehicle in an authorized area.

11. W¥When participating in unit deployments or TAD in excess of 30
days, ccoupants will contact their wnit représentative at the PMOD
and arrange for the storage of their POV. Vehicles will not be
laft in the bachelor housing parking areas.

et

-

1Z. It is illegal to abandon any POV aboard MCAS Miramar. Owners
who abandon vehicles aboard the statien may be subject to
disciplinary acticn. pAbandoned vehicles are described as being any
of the following: an eyesore, flat or missing tires, missing
doors, missing engine parts, missing fenders, or having two or more
broken windows.

13. Rll wmotorized vehicles must be registered with BMO.
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2013, CARE OF FACILITIES AND PROPERTY

1. PSE will not be removed from rooms or buildings, nor may it be
moved from room to room without permission from the CBQ director.

2. Lounge furnishings and equipment will not be removed L[rom the
lounges and placed in rooms or hallways.

3. Any damage to PSE or the quarters will be reported immediately
to the facility manager. SNCOs and officers will report damage to
the consolidated hilleting office. E

4, Painting of any bacheler housing surface, interior and
exterior, must be approved by the CBQ director. This is not
intended to discourage authorized self-help projects but rather ke

ensure that compliance is met with overall bachelor housing
regulations.

5. Placing decals or stickers of any type on any bachelor housing
interior and exterior surfaces (to include PSE, doors, windows, and
mirrors}) is prohibited. ' Eag

6. HNo pictures, paintings, posters or other wall hangings may be
permanently affixed to the bulkheads with any device such as nails,
screws, picture hooks or other fastensrs that will cause permanent
damage to the bulkhead. These items may be temporarily afflxed.
All tape and residue must be removed when vacating quarters and any
damage to the surface repaired.

7. Tampering with or attempting to maintain, discomnect or repair
any TV antenna, electrical device, intercom or fire alarm system is
not authorized. Problems will ba reported to the facility manager
who will arrange for maintenance service through the CBQ office.
officers and SHNCOs will report preblems te the CBQO office.

E. FResidents may be held responsible for any damage to the room,
bachelor housing building, or the furnishing and egquipment caused
by misuse, misconduct or negligence.

9. Free standing wall lockers present a safety risk in case of an
earthquake, therefore permanent wall lockers will net be removad
from the bulkhesd in any bachelor housing.

Z014. EEY CONTROL FROCEDURES

] Inforpation. CBO quarters rooms have either g copbination of
key lock to gain entry into residents Individual ovartens.
mezidents are responsible to safeguard theiry key from being
misplaced, damaged, lost, stelen or given tg a nonresident ef their

Fu17
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assigned quarters being shared with other individuals. The Same
responsibility applies to combination locks.

4. Room keys are the property of the U.5. Government and will
not be duplicated.

b. The room keys will not be marked with the room number or
building number. A code will be assigned for each key. If a key
ls marked with & room number, it should be replaced immediately and
the new key will be marked with the proper code.

©. The billeting office shall organize an appropriate key
control management program,

d. Keys are to be kept secure at all times under a double-lock
security system.

2. Key Replacement. All CBQ residents use a key lock to gain
access Lo individual rooms. Residents will report to the billeting

office for replacement of lost, stolen or misplaced keys and will
be subject to a replacement charge.

8. Under no circumstances, will tenants residing in bachelor
housing be allowed to change or modify their key lock. Reguasts to
change the room lock will be made to the billeting director.

b. If a key lock malfunction is determined to be caused by
anything other than normal use, wear and tear, or other reasocnable
malfunction, the current room occupants will be considered to be
ligkle for the reimbursement costs associated with the repair and
replacement of the lock. Other than normel wse includes wandalism,
abuse, tampering and attempted unauthorized repair.
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POLICIES RMD PROCEDURES FOR. TRRHSIENT BILLETIRG

3000, GE . Bhll tramsient billeting operated by the billeting
office is administered through the nonappropriated fund
instrumentality titled the MCAS Miramar billetingFund.

1., Mission., The CB) hilleting office operates designated
transient guarters primarily to provide a service to duty transient
personnel and TRAD/TDY students, and to conserve appropriated funds
through reduced per diem payments.

2. RAuthority. The MCRS Miramar Billeting Fund will be operated
under the control of the Commanding General, subject te the
authorization contained im MCO 11000.22, instructions and
precedures contained in DoD 7000.14-R, and such additiopal  --
instructicons as may be issued by the Commandant of the Marine Corps
and the Comptroller of the Navy.

3001. POLICIES RBHND TS5 OF TRANS

1. Authorized Patropg. The following personnel are entitled to
accupy designated transient gquarters on a confirmed reservation
basis:

a. Military personnel and Department of Defense civilian
members on TAD/TDY crders.

b. BAmerican Red Cross and Wavy Relief Society officers or
emplovees on official business.

¢. U.5. and foreign citizens traveling as guests of the Armed
Forces. Fe

d. Reserve personnel in a TAD/TDY statws, unit training status
or on annual training.

g. TAD/TDY foreign nationals or foreign military traifiees
engaged in or sponsored by military assistance or similar training
programs.

f. Femily members on medical TAD/TDY orders.
g. Military personnel, or their family members, arriving at or

departing from MCAS Miramar on PCS orders when TLT or permanent
nowsing 15 not immediately available.
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h. Official guests of the Commanding General.

2. Space Avajlable Patrons. The following personnel may occupy
dasignated transient quarters on space-avallable basis:

a. Geographical bachelors.  Geographical bachelors are not
enkictled to bachelors guarters at no cost and shall be assigned
Jquatters only on a space-avallable basis. Geographical bachelors
may be assigned to shared rooms. Space available assignments may
ba terminated at any time, after reasonable notice, when the =pace
is needed for occupancy by personnel in higher priority categories.
Reasonable notice is conmgidered to be 7 calendar days to arrange
Tor off-station guarters. Geographical bachelors will be assessed
the tramsient billeting daily fee for services provided, at
prevailing room rates.

. HMilitary retirees.
. Military personnel on leave,

d. Family members or guests of military personnel asﬁigned Lo
MCAS Miramar.

3. For personnel whe are neither on TAD nor traveling as dguest
of the Armed Forces, the maximum pericd for occupying transient
guarters is 30 days. The 30 day limit may be waived by the
Commanding General ocn a case by case basis for reasons of military
pecessity or personal hardship.

i. Hon Transients. HNon-duty transients may be accommodated on
a space-available basis only. HNon-duty transients shall be advised
at the time of registration that ecccupancy is strictly on a day tom
day, space available basis and that they must vacate no later than

the following day if the guarters are required for duty transients.

5. Reservations for VIP Quarters. Reservations and policies for
pfficer VIP quarters are made exclusiwvely by the 0ffice of the

Commanding General. Reservations may be made up to three months in
advance. MCAS Miramar hosts senior flag officers, and other senior
government personnel, including the Commander-In-Chief. Although
every effort will be made to avoid it, personnel with resarvations
may be displaced by senior flag or government parsonnel wWith very
little advanced notice. The billeting director may assign other
quests (06 and abowve or Dol civilian eguivalent) to the VIFP
guarters after 1600 for one night on & spece savalilable basis.
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6. Groups, "Conferences and Exerciges. Large groups ol porsonnel
wha are traveling to MCAS Miramar for inspectlons, monitor visits,
conferences or exercises may make reservations requests to the
Billeting office as far in advance as 5ix months. Specific
requirements for those groups will be worked out on a case by case
basis. Direct communication from the group coordinator to the
billeting director is encouraged. T

7. Certificates of Hon-Rvailabiliby. Certificates of
non-availability [CHRs} are issued at the front desk in building
4317. CHAs are only given to personnel on TAD/TDY orders Lo MCRS
Miramar. A CHA will be given to any patron if gquarters are
unavailable for any part of the duration of their temporary duty.
[f adequate transienl guarters are available for the duration of an
individual’s (or group’s) stay, a CMA will not be issued.

9. Checking In. Rll personnel checking in te transient quarters
will do so at the billeting office front desk, which is open ...
hours a day, 7 days a week. A credit card imprint or a deposit |
{equal to the service fees for the length of tha stay] will be -
required at that time. )

10, Pules of Condygt. The follewing rules of conduct apply to all
personnel while they ocCupy transient guarters aboard MCAS Miramar.

a. Guests may visit non-private rooms during the hours of 0600
to 2200, Sunday through Thursday, and from DE00 Lo 0100 the next
day, on Friday and Saturday [and the night before a haliday) .

b. Guests may visit private rooms at any time. However,
overnight guests must be raported to the front desk for proper
pdjustments to the sarvice fee.

. Personnel under the age of 21 will not censume, transport
or possess any aleoholic beverage. Personnel age 21 and older may
consume, transport and possess any alocholic beverage, provided
they follow other applicable laws, rules & regulations. Occupants
who store alesholic beverages in non-private rooms also bear the
responsibility to ensure that only personnel 21 and older congume
it.

d. Gambling is not allowed in any trangient Blilleting
facilily.

g. The best way to aveid pest infestation 15 To properly store
food. ALl food in & room will be storec in the refrigerator or in
a sealed plastiz or metal container (not & cardboard box] .

F Common xsnge and courtesy must prevail whah lond music o
~onversacion is concorned. Occupants of trgnsisnT pilleting
co-ilities mmst realize that some ocoupents| work unusual haurs, and

may wily have Low ppportunity for slusp during LVhe day., OoCcupdhss
! 3=5
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should pot.hesitate to ask somecne to respect guiet hours. If you
are asked, be cocperative.

9. Pets are not allowed in any transient billeting facilities.

h. Bmoking is prohibited in all transient billeting
facilities,

i. The washing machines and dryers located within the
transient billeting facilities are to be used for personal clothing
and uniforms only. Personnel may not wash or dry combat boots,
shoes or field equipment in these machines. ([The Statien
Laundromat has coin-operated machines that can handle heawvy-duty
loads. )

J. Viclations of any of the rules listed above should he
reported to the front desk. Violation of any rules may result in
administrative action {including removal from transient quarters)
and punitive action.
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MCAS MIRAMAR BILLETING FUHD

4000. GENERAL. The MCAS Miramar Billeting Fund is established
and operated for Lhe purpose of providing transient billeting
support services not otherwise available at reasonable cost, and
for maintaining the well being, morale and gfficiency of the
command end its tenasnt units.

1. AUTHORITY. The MCAS Miramar billetingFund will be ocperated
ander the centrol of the Commanding General, MCAS Miramar, subject
to the suthorization contained in Commandant of the Marine Corps
{CMC] ltr LFF-3 EC:CBL of 12 November 1380 gnd instructions and 'y
procedures contained as per the current editions of references (al
through (g}, and such additicnal instructions as may be issued by
the CHMC and the Comptroller of the Navy. -

2. CONSTITUTION AND BY-LANS. The MCAS Miramar Billeting Fund will

be governed by the Constitution and By-Laws which are provided in
Rppendices E and F.

3. ORGRNIZATION. The MCAS Miramar Billeting Fund will consist of
a Consolidated Bachelor Quarters (CBQ) Office and spch facilities
as may be authorized and established with the approval of the
Commanding General, MCAS Miramar to meet the requirements of the
command.

4. RADVISORY COURCIL ' 5

a. MCAS Miramar billetingFund Advisory Council will consist of
the following appointed members: .

(1] Station Assistant Chief of Staff (AC/S), G-d [Chairman] ;

{2y Station Public Works Divisien/hssistant Public Works
Division Qfficer;

-

(3] Station AC/S Comptroller/Deputy Capptroller;

{4) BAC/S, Horale, Welfare and Recreatiocn {MKR) /Deputy AC/E,
MW

(5} 3d Marine Alrcraft Wing (HAW} Field Grads Officer;

‘6] HKarine Alrcraft Group 46 Field Grad= Dificer;

(77 Custodian, MCRS Miremar Billeting Funci
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h. Internal Review/NAF Specialist {Non-Vating Member): and
i. CBQ billeting director

2. The advisory council will meet at least once each gquarter or
more often as deemed necessary by the chaimman. It will consider
all recommendations pertaining to the management and operational

policies of the billeting fund and make recommendations to the
Commanding Geheral.

4001. BE . LITIES. The affairs of the MCAS Miramar billeting
Fund will be conducted by the custodian of the billeting fund under
the staff cognizance of the ACSS G-4. The custodian of the
billeting fund will be the AC/S G-4, Resources Management Offjicer
{5ER3) . A Miramar billetingFund Advisory Council will recommend
management and operational policies for approval by the Commanding
General. MAdministration of the MCAS Miramar billetingFund will he
conducted from the CHZ billeting office located at Building M31Z,
MCAS Miramar. The CBQ billeting office will be operated by the CBQ
billeting director.

4002, CUSTODIAN

1. The custodian is the legal administratoer of the MCAS Miramar
billetingFund and will be responsible for the financial operation
of the fund according to current directives, requlations and as set
forth in Appendix G. Such responsibilities for the efficient
operation and management contrel of the billetingFund shall
include, but not be limited to, the following:

a. Executing the policies and directives set forth by the
Commanding General, MCAS Hiramar.

. Budgeting all contracts by and for tfhe billeting fund.
This authority may not be delegated. R11 contracting will be done
through an established contracting office.

i

z. All acts or omissions of the billeting fund management
personnal,

d. The adequacy of maintenance and security of the billeting
fund cash, stock and property.

2. Providing the Chairman of the Advisory Counczil a copy of
the following monthly reports.

(1] Rewvised/actuesl figures =-- profiftl and lcss budget.

o
|
e

ey

&=
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{2) "~ Monthly statements of operatlons.

{3) Any other reports that pertain to the MCAS Miramar
Billeting Fund.

£. Providing guidance to the advisory council 2s required, and
attending meetings inscfar as practicable.

g. Exercising control over assigned military and civiliam |
personnel. g

h. Making unscheduled periodic inspecticns, inventories and
cash eounts to ensure adherence to proper management policies and
that any/all handling of cash complies with existing regulaticns. °

i. Establishing the hours of cperation and requiring the
presence of an appointed tashier during the time the billeting fund
is open for business. b

|

j. Establishing procedures to ensure the collection of

appropriate fees from tenants of transient facilities. ' i

k. The assignment of transient personnel to appropriate
facilities as per current billeting directives.

1. Submission of the MCAS Miramar billetingfund cperating
budget as set forth in current directives. i

m. Ensure purchasing procedures conteined in references (b
and i(c) and this manual are complied with in thelr entirety.

n. Submission of the MCAS Miramar billetingFurd Annual
Financial Statement as set forth in current directives.

2. When the custodian is relleved, an invelde shall be prepared
for the successor for all funds, property, accounts and memorandum
receipts of the billeting fund and the successor will receipt the
game. A combination invoice and receipl, prepared a5 per current
directives, will be used for this purpose. The original shall.be
retained in the files and signed copies shall be furnished to the
relieving and relieved parsonnel.

3. When a custodian is assigned, a bank specimen signature letter
shall be prepared for the Commanding General's approval.

4. The custodian shall be & member of the MCRS Hi-amax
billetingFund Advisery Council with full veting pr vileges,

&  The custodian shall maintain current files on =1l OEGErs and
directives pertaining to the MCRS Miramar Billetio: Furnd,
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4003. ACCOUNTING CLERK. The MCAS Miramer Billetins Fund
Aocounting Clerk shall:

1. Ensure that all revenue generated daily is posted to the
correct cost center. Prepare accounting documents for Boocounting.

2. Ensure that a Daily Activity Record is prepared by sach cashier
for each day's receipts and is supported by a certified bank
deposit slip and serialized receipt documents. The receipt
documents are reguired to be used in numerical  sequence for
internal control purposes.

4004. CBQ DCCOUNTING, Accounting may be contracted to the local
MWE activity, a commercial enterprise or by the G-4 Rescurces Plans

and Operations Analysis Division, as appropriate. Sevices provided
will include:

El

1. Full payroll maintenance.
£. Generation of payrell and personnel reports and services.
3. Full service personnel and administrative support.

4. Provide all the above services for an annual fes as
negotiated in reference (h}.

4005, BILLETING FEES

1. Billeting fees will he charged to all persons using the
following transient billeting facilities;

a. Transient Officers Quarters,

b. Geographical Bachelor Quarters.

Z." Transient Enlisted Quarters.
2. Billeting fees will be recommended by the MCAS Miramar
Billeting Fund Advisory Council and approved by the Commanding
Ganscal.

3. Only approved fees shall be collected by appointed billeting
cashiers,

4. Serielized receipt documents will be prepared for all fees
collecied and a copy provided Lo the guest.

S. A Daily Service Charge shall he applied, |if mers chan thirty

i-h
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(30 minutes, once the individnal has checked in.

4006, EREDIT. HNeo extensicn of credit to any individual
patronizing the billeting fund is authorized. All charges are
payable on or before the date of departure from assigned
facilities.

§007. APPROPRIATED FUND SUPPORT. The MCES Miramar Billeting Fund
iz authorized appropriated fund support as outlined in the
appropriate directives.

 dm

4008, PETTY CASH FUND. The MCAS Miramar Billeting Fund is -
authorized & petty cash fund not to exceed 3300.00, as allowed by
reference (b). The specific amount of petty cash in the Miramar
billetingFund is cited in Appendix G.

1. Petty cash expenditures will net exceed §150.00 for any one
transaction. Splitting of purchases to circumvent the $150.00
limitation is prohibited. (5200.00 for emergency clrcumstances. )

2. Each petty cash expenditure shall be suppoited by a
pre-numbered petty cash Veucher and the vendors invoice. This
voucher will be approved by the Custodian and will be filled cut in
its entirety.

3. Petty cash funds shall be replenished pricr to the close of
businass each month. Petty cash funds may be replenished on a more
frequent basis if deemed necessary.

4. The petty cash fund shall not be commingled with appropriated,
ather nonappropriated, or personal funds. 5

4009. CHANGE FUND. The MCAS Miramar Billeting Fund is autherizéd
a change fund as allowed in reference (b). The furd is to provide
funds to the cashiers for making change and shall not exceed
5800.00. _ L

§010. PURC I FROC E

1. Purchases (other than those autherized by peragraph 6008 of
thiz manual} will be accomplished through the use »f a Purchase
Order (MAVCOMPT Form 2213), issued and approved by the custodian,
The Contracting Dfficer, Supply Pepartment, HWORS Hlramar; is !
desiguated as the purchasing agenl for tae billeiing furd. The
custodian will only issue a puechase order for tnise itams

authorized for purchase wWith nonappropriatpd funit, a3 DPEI eyigting
regulations.  Subsequent to the custodlen's approval, the following
purchese order procedures shall he complied wits .» thelr entirety:

4=T
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#. The white copy will be given to Lhe vendor.

: b. The blue copy will be filed in numerical seguence by the
bookkeaper and retained in the CBD affice,

©. The green copy will be completed by the designated
recelving agent and, along with the vendor's|inwoice/cash register
tape itemizing the expenditures, it will be returned to the
custodian at the CBQ office.

d. The yellow copy will he completed and retained in the CBQ
office.

4011. EXPENSES. Each_expenditur& will be mades by check, or VISR
{IMPRC) credit card except for authorized petty cash disbursements.

4012, SURFRISE CASH VERIFICATION. Unscheduled cash verifications
are authorized to be conducted at any time as directed by the

Commanding General or the custodian. Such verification must be

done at least guarterly as per the current edition of reference
{bi.

4013. SECURITY OF CASH. All cash shall be maintained in a locked
safe when not under the physical control of the appainted cashler,
Under no circomstances will cash be left unattended by a cashier
unless it is secured in a locked safe.

4014. SAFE COMBINATIONS. Personhel responsible feor the
safekeeping of any funds will furnish via the BC/S, G-4 to the
Commanding General the safe combination inm & doubls sealed envelops
with the date and signature of the respective personnel recordad
thereon. Safe combinations shall be changed| at least annually,
whenever responslbllity for the safe changes [i.e., relief of
custodian, reassignment of safe, etc.) or when deemsd necessary for
other reasons, as per reference (o). - -

4015, EPROEERTY AHD EQUIFMERY. The custodian 1ls responsible for
maintaining accountability of all property and equipment belonging
to;, and/or assigned to, the billeting fund.

dad16.  INVENTORY. BAn annual physical inventory i required of all
nepexpendable propesty. Ouantities counted must be receonciled with
Lhe guantities which appear on the Stock Records, =nd the dollar
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walue listed on the Property and Eguipment Inventory Records.
Adjustments shall not be made until approved by the Commanding
Ganeral.

4017. CERTIFICATE OF DISPOSITION. Henexpendable billeting fund
property will not be dropped from the properly records until a
tertificate of Disposition, has been approved by the Commanding
Ganeral.

4018. INTERMAL AUDITS. The Marine Corps Honeppropriated fund
Audit Service [MCHAFAS) Ruditer, Marins Corps Recruit Depot (MCRD),
San Diego, CA, a representative of the Fiscal Director of the
Marine Corps, has been assigned audit cognizance and will conduct
andits of this fund at such times:and under conditions prescribed
as per the current edition of reference [e]. Internal audit
reports prepared by the MCMAFAS Ruditors are submitted to CMC--{FDR)
with a copy provided to the Commanding General. PResource
Evalustion and Analysis/NAF Specialists are authorized Iree access
to the activity to perform surprise cash counts, conduct ' raviews, =
or to observe operations. Reports issued by the HAF specialisk,
Resource Evaluation and Analysis, are submitted, via the AC/ S,
Comptroller, te the Commanding General.

4019. CIVILIAN PERSONMEL SERVICES. Marine Corps kir Station
Miramar billetingFund employee servicing will be socomplished under
the cognizance of the directer, MHR, as per Marine Corps directives
for Nonappropriated fund Instrumentalities {HAFL) .

4020. PAYROLL ADMINISTRATION. Marine Corps pir Statbion Miramer
Billeting Fund employee Limekeeping and payroll administration will
comply with the current edition of reference (b} and NAFI personnel
directives. *|
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BACHCLOR QUARTERS MONTHLY OCCUPANCY REPORT

BiDG. | TOTAL | BOWAFIDE BAGHELORS | FiL_| RANA [NETSPAGE] OCC | UNIT Hum @Bs |
numgeR |penspace | E1E4 | ES | E6€d | Tuwe | ADJ | UTLEED |RATE L ASGN | ASGN
oyd| 3| use 7 T IS 320, 100%|  MALS-11
5701 a8 30 i 34 3| 85%| HOMAGT|
sroa| 48| a4 44 T 4| W]  WMFAZES|
| srod| 72| 64| 5 “Bn | okl YMPA-323| 1
[ sres| - | WMFAIS '
T GiAl 44| B S B B i B I
57| 24 L | VMFA-1T AP
sT08| gal - | WMFAMZ
BT0G| 4B | VMFASM
5111 24 I v
5712 45 | WhFA-314
ToTAL | Toz| e 43| a7 462|  59% )

Single personnel residing ol basa and receiving BAH at the without-dependsni rate

W08
EG-ED:
E1-ES:
Total

E1-E5 parsonned without dependents, rasiding off base, forwhom adequate government
guarters are assignad of aveilabla: ___

Becly [Managers Signaiure, Dates
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REQUEST FOR PERMISSION TO RESTIDE IN BACHELOR QUARTERS

UNITED STATES MARINE CORPS

Headguarter and Headguarters Squadron f
Marine Corps Air Station Miramar
san Diego, California 92145

|Date)_

FROM ¢ ¥
[FANE, LAST WAME, FIRST NAME, M1, SSN, BRANCH OF SERVICE)

(UNIT, WORK SECTION, WORK PHONE NUMBER]
TO: Commanding General, MCRS, Miramar (Attn: LER)

SUBJ: REQUEST FOR FERMISSION TO RESIDE IN BACHELOR o
ENLISTED/OFFICER QUARTERS e ?

Ref: (a} 5taD P 11100.4

1. Per the reference, request that I be permitted to reside in’
Bachelor Quarters. My present status is: [circle one)

a. SINGLE
b. SINGLE/LEGALLY SEPARRTED: Drawing BAQ with dependent rate

©. Married; active duty spouse is stationed at
I am currently not drawing BAQ or VHA

d. GEO-BACHELOR; I do mot fall into any of the above .
categories; therefore, I do not gqualify for bonafide quarters. My
dependents are located at - and

I am applying for geographical bacheler quarters.
PPLY grap

2. By my signature, I certify that all of the above information is
true and correct toe the best of my knowledge. I understartl that
this is an official document, and if the statements contained
herein are false and result in an assigmment to quarters which

would otherwise e unauthorized, I may be disciplines pursuant to *
the DCHT. ;

Signature and Date
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FIRST ENDORSEMENT (ENLISTED WRARINES CHLY)

From: Sergeant Major _+ (UNIT)
To: Commanding General MCAS Miramar (Attn: CBQ Manager)

I have interviewed this Marine, reviewed his/her marital status:
geo-bachelor/legal separation/divorce documents ([Lif applicable/,
and have verified his/her eligibility to reside in government
guarters vice guarters off station. I have advised this Marine of
his /her responsibility to keep me informed if thers is & change in
marital, dependent, or legal status which may render him/her no
longer eligible for the type of guarters being reguested.

[ SGTHAJ s Signature)
(DATE)

SECOND ENDCRSEMEMNT

From: CO/MXOSBDI S ADMING lunit)
To: Commanding General, MCAS Miramar (Attm: CRQ Manager)

1 have verified the accuracy of this Marine’s request against
his/her pay records. I certify he/she is/is not drawing BRQ/VHA;
records have been corrected to draw BRQ(Type)

for and VHR (Type] ; which meet the
requirements of this request.

__Tgignature and Dalta)

THIRD ENDORSEMERT )

Fram; ) (individual)
To: Commanding General, MCAS Miramar ( Attn: CBQ Manager)

Under the provisions of this request, I understand if my marital
status changes or any dependency changes cccur which affect my= BAQ
and for VHA status, it is my responsibility to inform the
Centralized Billeting Office, my unit SgtMaj and my unit
Adj/AdminQ. Any deviation from this which may indicate fraud, may
result in disciplinary action pursuant to the
CHTI>

[Signature and Date)
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APFPERDIX E

BILLETING FUND COMSTITUTICH

-2

III.F.TICLE- 1 - NAME

This activity shall be titled “MCAS Miramar Billeting Fund.”

ARTICLE IT - PURPOSE

The MCRS Miramar Billeting Fund is established and operated for the
purpose of providing transient billeting support services not -
available through other channels at reasonable cost, and for
maintaining the well-being, morale, and efficiency of this command
and tenant units.

El

BRTICLE III - AUTHORITY b

The MCAS Miramar Billeting Fund is established by the authority of
the Commandant of the Marine Corps (CMC) in reference (f], and
shall be cperated as per the procedures contained in the current
editien of reference (b} and this manual.

ARTICLE IV - OBGBMIZATION

The MCAS Miramar Billeting Fund shall censist of a Billeting
ivision Offiece, located in Building M312, and such other facilities
as may be authorized and established with the approval of the
Commanding General, MCAS Miramar, to meet the immediate needs of
the command.

BRTICLE ¥ — PROFITS

The Billeting Fund shall not be operated for the financial benefit
of any person, group, or combination of persons. Further, no
individual shall have any enforceable financial interest or right
in any manner whatsoever in any property used, acquired, or held in
the operation of the subject fund. Profits and surplus funds-shall
be limited to such as may be necessary for capital improvements and
the purchase of supplies, property items and other items essential
to the operation of the subject funds which are not available
through appropriated fund sources.

ARTICLE VI - MEMBERSHIF

Membership is nob applicable to the MCAS Miramar Billeting Fund.
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I SRTICLE V11 = CUSTODIAN

The Billeting Fund Custodian will be the legal administrater of the
MCAS Miramar Billeting Fund and will be responsible for the
financlal operation and management of the billeting fund.

ARTICLE WITI - ADWISORY COUNCIL

1. MCAS Miramar Billeting Fund Advisory Council shall be appointed
in writing by the Commanding General, MCAS Miramar. It shall
consist of not less than seven members, all with Full wotling
privileges, The Internal Review/HAF Specialist will also be an
ex-officio mexber. See paragraph 4000.4. The members will
includa:

a. MChS ﬁﬁfs, G=4 (Chairman) .

L. HMCAS Public Works Division/Bbssistant Public Works Division
oftlcer.

o. MCAS ACYS Comptroller/Deputy Comptroller.

id. HMCAS AC/S, WWR Officer

il

MCAS Miremar Custodian, Billeting Fund.

f. MCAS Miramar CBQ Director.

g. 3d MAW Field Grade Officer

k. MRG 46 Field Grade Offlcer

i. Internal Review/HAF Specialist [(no voting member).
2. ALl matters requiring action by the ccﬂ&anding General, not of
an emergency nature, will be submitted throwgh the MCAS Miramar
Billeting Fund Bdvisory Council. Only in cases of axtreme urgency

will matters be submitted directly to the Commanding Genermal for
appropriate action.

ARTICLE IX - VOTING PHD DECISIONS

All transactions will be woted on by the Council with at least 60
percent of the membars present. A simple majority vote will decide
all matters.
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The facilities operated by the MCAS Miramar Billeting Fund will be
avajlable for use by all appropriate members of the Armed Forces ol
the United States and U, 5. Government esployees, and personnel
authorized as per Marine Corps directives. -

ARTICLE XI - FUNDING_METHOD AND SOURCE

The funding of the MCAS Miramar Billeting Fund will be by
nonappropriated funds generated from fees charged for lodging and
services provided by the fund. All administration and

accounting will be accomplished by the AC/S G=4, Resources
Management Officer. All disbursements frem deposited funds will be
made on behalf of the fund through checks signed by the Resources
KManagement Officer, However, no single purchase shall be made in
excess of $5000.00 without the prior approval of the Council and
the Commanding General, MCAS Miramar.

ARTIC ¥IT — ALOPTION

Upon acceptance by a simple majority vole of the HCAS Miramar
Eilleting Fund Advisory Council, and upon approval of the
Commanding General, MCAS Miramar, the Constitution will become
effective.

BRTICLE XIII — AMENDMENTS

Each proposed alteration, amendment, and addition to this
constitution shall be presented in writing to the Council, subject
to the approval of the Commanding General, MCRS Miramar.

ABRTICLE XIV - DURATICN
This fund shall continue in existence until!

a. The installatien to which it pertains is inactivated or
placed in standby status.

= -
-

k. Otherwise dissolved by competent authority.

ARTICLE XV - DISSOLUTION

Dissolution of the MCRS Miramar Billeting Fund shall be as per
pertinent directivas.
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AUPEMDIX F

BILLETIMG FUMD EY-LAWS

ARTICLE T - MEETIMGS

1. The MCAS Miramar Billeting Fund Advisory Council will meet each
quarter at a time te be determined to review the finamcial
statement of the preceding quarter and take actions deemed
necessary on recommendations presented to the council.

2. The minutes of the Advisory Council meeting and a copy of the
financial statement, corrected as necessary, will be submitted to
the Commanding General, MCAS Miramar, for review/approval mot later
than the 10th workday after each meeting. The criginal recerd of
minutes and action of the Commanding General thereon will be
maintained in the files of the MCAS Miramar Billeting Fund and
copies with enclosures, furnished to the Commandant of the Marine
Corps [(M3M5) and the local HAFI Auditor for information only.

DGRTICLE II - ADOPTION

Upon acceptance by & simple majority vote of the MCAS Miramar
Billeting Fund Advisory Council, and upon approval of the
Commanding General, MCAS Miramar, these By-Laws shall become
effective.

ARLICLE I1J - AMENDHENTS

Each proposed alteration, amendment and addition to these by-laws
will be presented in writing to the Council, subject to the
approval of the Commanding General, MCARS Hiramar.
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APEEHMDIX G

FROCEDURES POR FIMAHCIAT. MAMACEMENT OF THE MCAS MIRAMAR
BILLETING FUND

1.  Purpose. To publish procedures for the Financial Management of
the MCAS Miramar Billeting Fund. The procedures set forth herein
Will be used in conjunctien with general financial management
policie= and standards prescribed by the current edition of
references (a) and (g).

2. Policies and Procedures. This section defines the financial

management responsibilities of the billeting fund.

a@. Commanding General. MNonappropriated Fund (MAF)
administration and supervision are Command functions; conseguently
the command has the same responsibility for administration of .the
HAE's as for any other functional element of the command. Specific
responsibilities are contained in paragraph 202 to reference (b).

b. Custodign. The custodian is the direct representative of
the command and exercises executive control over the MAF activities
and is charged with specific duties and responsibilities.

Paragraph 203 to reference [h) refers.

c. Appointing Order. The Commanding General will appoint, in
writing, the Custodian of the MCAS Miramar Billeting Fund.

d. Accounting Svstem. The uniform accounting and reporting
system applicable to a nonappropriated fund is contained in the
current edition of reference (b)l. Procedures contazined in
reference (b) are to he used by Accounting for the billeting fund.

(NOTE: Paragraph 6012 and 6020 does not apply te the MCAS Miramar
Eilleting Fund.] libi

-

3. Cash. Cash includes petty cash funds, change funds, bank
accounts and cash receipts. General details of these are as
follows: B

a. Pefly Cash., Where a volume of small cash purchases is
necessary, a petty cash fund operated under the imorest method mav
be established. petty cash expenditures will not exceed $150.00
for any one transaction {$200.00 for emergency conditions]. The
Commanding General must authorize, in writing, the establishment of
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thig fund. -The HWCAS Miramar Eilleting Fund Custodian will
determine the individual responsible for the petkty cash fund. The
fund will be administered as per paragraph 211 to reference ([b].

b. Change . The Commanding General will authorize, in
writing, the established of this fund. The change fund will not
exceed SBOD.00. The fund will be administered per reference (b).

4. Income. Income is money or money equivalents (checks, money
orders) earned during the acceunting periods. Income moneys
include:;

a. Cash Receipts. Cash receipts require the fullest possible
measure of contrel. It is vital that accurate and timely records
be kept of cash receipts. Cash recelpts accountability applies to
money and charge documents. In order Lo segregate the functions of
handling money &nd cash items and keeping the records, someone
other than the accounting clerk must prepare a list of receipts.

b. Sales Slips. In absence of cash registers, sales slips
pust be used. They are renumbered serially and stocks will be im
the custody of a person other than a cashier. Sales slips will be
issued to cashiers as required and all slips must be accounted for
in sequence. A1l void slips will be so annotated and filed.
should there be any missing slips, appropriste verification must be
accomplished te explain the reason for discrepancies.

©. Bank Accounts. The bank checking account is used primarily
for depositing daily receipts, making disbursements by check
through the Resources Management Officer and obtaining change.
Savings accounts may be established for excess funds. Billeting
funds will be deposited per reference (a). Bank records fer
Billeting Fund accounts will bear the title "Hon appropriated fund
Inetrumentality”, record the “Public unit” status and designate the
Commandant of the Marine COrps as weyerpseorin interest.
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