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FA SC STMT     TEXT

670         HOUSEKEEPING

            Functional Area Manager: LFF

            Point of Contact: DARLINE MCCOY DSN 255-9767

            Date Last Revised: 18 September 2002

670 01      BARRACKS                                          

670 01 001  Do the rooms present a tidy appearance?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 002  Are bunks properly made with issued equipment

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 003  Are refrigerators and /or microwaves kept clean?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 004  Are commodes and urinals kept clean?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 005  Are wash basins kept clean?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 006  Is there wax build-up on the floors?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 007  Are carpet/rugs kept clean with a recurring schedule for cleaning?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 008  Are the inside and outside windows clean and in working order?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 009  Are showers, sinks and bright work free of soap film or other buildup?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 010  Are floors free of dirt and grit?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 011  Are wall lockers and furniture free of dust dirt and in serviceable condition?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 012  Are trash cans clean and trash placed in proper containers?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 014  Are there unserviceable mattresses and mattress covers and have proper measures been taken for disposal?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 015  Do bunks have mattress covers in serviceable condition?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 016  Are stairwells kept clean?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 017  Is anti-military, drug-oriented and pornographic/ inappropriate material displayed if so have measures been taken for removal?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 018  Do pillows have pillow cases?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 019  Are common areas/recreation rooms kept neat, clean and contain proper furnishings & recreational equipment?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 020  Are washers and dryers kept in working condition with a maintenance schedule for period work to prevent breakdown?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 021  Are equipment storage areas in good condition with adequate lighting and maintenance?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 022  Are kitchen facilities kept clean and routine pest control  performed?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 023  Is sufficient toilet paper provided in all bathrooms?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 01 024  Is there evidence of willful damage to or destruction of personnel support facilities and has appropriate disciplinary action been taken?

              Reference

              USMC BEQ CAMPAIGN PLAN, JANUARY 1999

670 02      WORK SPACES                                       

670 02 001  Do work spaces present a tidy appearance? 

              Reference

              NONE

670 02 002  Are work spaces uncrowded not cluttered due to lack of adequate storage space?

              Reference

              NONE

670 02 003  Are the floors clean?

              Reference

              NONE

670 02 004  Are carpets clean?

              Reference

              NONE

670 02 005  Is carpeting in good condition?

              Reference

              NONE

670 02 006  Is carpeting tacked down?

              Reference

              NONE

670 02 007  Are inside and outside windows clean?

              Reference

              NONE

670 02 008  Have broken/cracked/missing window panes been replaced?

              Reference

              NONE

670 02 009  Are windows in need of recaulking?

              Reference

              NONE

670 02 010  Are there windows that could not be locked?

              Reference

              NONE

670 02 011  Are window sills/ledges free of dust/dirt?

              Reference

              NONE

670 02 012  Are window blinds free of dust/dirt?

              Reference

              NONE

670 02 013  Are window blinds in good condition?

              Reference

              NONE

670 02 014  Are there light shields in good condition?

              Reference

              NONE

670 02 015  Are light shields free of dust/dirt?

              Reference

              NONE

670 02 016  Are faucets/water pipe connections free of needed repair?

              Reference

              NONE

670 02 017  Are heat and ventilation adequate?

              Reference

              NONE

670 02 018  Is office furniture free of dust/dirt?

              Reference

              NONE

670 02 019  Are office storage areas in poor housekeeping condition?

              Reference

              NONE

670 02 020  Are walls clean and not in need of repainting?

              Reference

              NONE

670 02 021  Are the walls free of holes that need patching/repainting?

              Reference

              NONE

670 02 022  Are the walls free from water damage due to leaks/seepage from  outside?

              Reference

              NONE

670 02 023  Are doors free from scars/marks/chips and in need of repainting?

              Reference

              NONE

670 02 024  Are doors in good condition?

              Reference

              NONE

670 02 025  Are baseboard moldings free from scars/marks/chips and in need of  repainting?

              Reference

              NONE

670 02 026  Are baseboard moldings in good condition?

              Reference

              NONE

670 02 027  Are floor tiles in good condition?

              Reference

              NONE

670 02 028  Are raised electrical outlets and wiring not located in foot traffic areas?

              Reference

              NONE

670 02 029  Are ceiling tiles free from warps/leaks/damage?

              Reference

              NONE

670 02 030  Are overhead ventilation duct screens clean?

              Reference

              NONE

670 02 031  Do overhead ventilation ducts have screens?

              Reference

              NONE

670 02 032  Are radiators/convector units clean?

              Reference

              NONE

670 02 033  Are heating/air conditioning units in good condition?

              Reference

              NONE

670 02 034  Are refrigerators clean?

              Reference

              NONE

670 02 035  Are stairwells clean?

              Reference

              NONE

670 02 036  Are deep sink/janitor service rooms clean?

              Reference

              NONE

670 02 037  Cigarette butt receptacles in good condition?

              Reference

              NONE

670 02 038  Have cigarette butt receptacles/ashtrays been emptied or cleaned?

              Reference

              NONE

670 02 039  Are restrooms clean?

              Reference

              NONE

670 02 040  Is toilet paper in dispensers?

              Reference

              NONE

670 02 041  Are soap dispensers in good condition?

              Reference

              NONE

670 02 042  Are towel dispensers in good condition?

              Reference

              NONE

670 02 043  Are toilets free from leaks?

              Reference

              NONE

670 02 044  Comment: a detailed list of discrepancies was provided to the  command?

              Reference

              NONE

670 02 045  Was the host-tenant agreement executed or reviewed annually?

              Reference

              NONE

670 03      GROUNDS                                           

670 03 002  Has the grass been mowed and trimmed? 

              Reference

              NONE

670 03 003  Has the shrubbery been trimmed?

              Reference

              NONE

670 03 004  Were the grounds free from cigarette butts?

              Reference

              NONE

670 03 005  Comment: buildings and grounds were well-maintained and prepared for the inspection?

              Reference

              NAVCOMPTMAN, VOL VIII, PAR 075120

680         BACHELOR HOUSING MANAGEMENT

            Functional Area Manager: LFF-3

            Point of Contact: MRS. D. MCCOY, DSN  2259767

            Date Last Revised: 11 December 2002

680 01      MANAGEMENT                                        

680 01 002  Have bachelor housing billeting spaces diverted / redesignated to other uses without prior approval by CMC?

              Reference

              MCO P11000.22, PAR 2103,1-4

680 01 003  Have implementing orders and/or Standard Operating Procedures (SOP) been published that incorporate management and administrative provisions contained in the current version of MCO P11000.22 and the BEQ Campaign Plan?

              Reference

              MCO P11000.22, PAR 2002.1

680 01 004  Are personnel assigned to spaces/rooms according to the minimum standards of adequacy (MSA)?

              Reference

              MCO P11000.22, PAR 2106.1-3

680 01 006  Were permanent party bachelor spaces assigned to dependents without prior approval from the activity commander?

              Reference

              MCO P11000.22, PAR 2102.2

680 01 007  Has the activity annually maintained the prescribed maximum practical occupancy of BEQ assets with a minimum goal of 95%?

              Reference

              MCO P11000.22, PAR 2101.1 AND  BEQ CAMPAIGN PLAN,

              JANUARY 1999, PAR 2.1,2.2.2.1

680 01 008  Are commanding officers ensuring maximum utilization of adequate assets before authorizing payment of BAH?

              Reference

              MCO P11000.22, PAR 2101.6

680 01 010  Are staff sergeants and above (or other service equivalent) informed that they may elect to live of-base and receive BAH (Own Right), rather than occupy Government quarters?  If sufficient space was not available to house all bonafide bachelors, were Senior Marines authorized BAH first?

              Reference

              BEQ CAMPAIGN PLAN, JANUARY 1999, PAR 2.2.3

680 01 012  Are bonafide bachelor personnel assigned spaces/rooms in accordance with the and in accordance with their rank?

              Reference

              MCO P11000.22, PAR 2105.2 AND & BEQ CAMPAIGN PLAN, JANUARY 1999, PARA 2.2.2

680 01 013  Are geographical bachelors assigned to quarters on a space-available basis, once all bonafide permanent party bachelors were adequately assigned space/rooms? Were they given notice of not less than 72 hours and no more than 10 days prior to being required to involuntarily vacate quarters, beginning with those having stayed the longest?

              Reference

              MCO P11000.22, PAR 2101.3, AND BEQ CAMPAIGN PLAN,

              JANUARY 1999, PARA 2.6

680 01 014  Did the activity commander designate a responsible officer, at the battalion level or higher, to be in charge of the barracks key security?  Are key security procedures established to include general key locker, master key locker, and key logbook? Additionally, were keys/combinations provided with adequate security?  Was the key log maintained properly?  Did the individual barracks buildings have key lockers with proper security?

              Reference

              MCO P11000.22, PAR 2705.1-3, AND  BEQ CAMPAIGN PLAN,

              JANUARY 1999, PARA 3.6.2

680 01 016  Are routine room inspections conducted to detect and correct maintenance problems, furnishings and utilization problems, and vandalism?

              Reference

              MCO P11000.22, PAR 2703.1, AND BEQ CAMPAIGN PLAN,

              JANUARY 1999, PARA 3.4.6

680 01 017  Does the bachelor housing billeting director have a base-wide barracks inspection program that includes permanent party and transient facilities?

              Reference

              MCO P11000.22, PAR 2702.1-3

680 01 018  Is the minimum health standard of 72 square feet of net living area per person, as prescribed in the current edition of NAVMED p-117, in Open Squad Bays for Recruits and Trainees?

              Reference

              MCO P11000.22, PAR 2104.2

680 01 019  Was contraband material found in the bachelor quarters and proper action taken?

              Reference

              MCO P11000.22, PAR 2701.2C

680 01 020  Are male/female occupants integrated appropriately and is there a billeting plan that provides male and female occupants equitable use of the existing facilities?

              Reference

              MCO P11000.22, PAR 2102.3

680 01 021  Does the activity have a plan for repairs and improvements of the  barracks (permanent personnel) facilities with anticipated costs for the budget year plus 5 out-years on file and is included in the base budget?

              Reference

              MCO P11000.22, PAR 2300

680 01 022  Does the activity have a plan for the repair and replacement of furniture and furnishings in the barracks (permanent personnel) facilities with anticipated costs for the budget year plus 5 out years and been forwarded to HQMC in accordance with published guidance?

              Reference

              MCO P11000.22, PAR 2300

680 02      MAINTENANCE                                       

680 02 001  Are the following in adequate condition or working properly?  Decks (had cracked/missing tile) ventilation/fan/faucets commodes/showers/showerheads/nozzles/tile/drain cover/receptacles covers/light switches/air conditioners/windows/urinals/lamps interior lights exterior/lights interior/walls/night light/sink plugs/plunger towel racks/toilet tissue holder doors/door stops/door hardware/ mirrors wardrobes/wall lockers/ceiling/tiles/interior wall/trim ventilation grill covers/washers and dryers heating/cooling system blinds and screens?

              Reference

              MCO P11000.22, PAR 2300

680 02 002  Has a self-help program been implemented to correct minor maintenance deficiencies in the barracks?  Are occupants using the program to correct minor maintenance items?

              Reference

              MCO P11000.22, PAR 2304.1-4

680 02 003  Do the units have an updated, properly formatted maintenance log book and ensure timely repairs; if not, have actions been taken to correct problems? 

              Reference

              MCO P11000.22, PAR 2303.3&4

680 03      N A F I BILLETING FUND

680 03 001  Has the annual billeting fund budget been completed, reviewed and approved by the activity commander and forwarded to CMC (LFF) for information and a copy placed on file for audit and review?  Does the budget include:  operating budget, cash flow budget, balance sheet projection, five year projected capital expenditure budget, and proposed schedule of service charges for the budget year. 

              Reference

              MCO P11000.22, PAR 2511.2

680 03 002  Has the annual billeting fund financial statement been completed, forwarded to CMC(LFF) and one to the local NAFI auditor by the requested due date?  Does the financial statement include:  balance sheet, statement of reconciliation of net worth, income and expense statement, appropriated fund support summary (Schedule A) and funds invested/validated commitments report? 

              Reference

              MCO P11000.22, PAR 2511.1.

680 03 003  Were all cases involving suspected misappropriation, larceny, fraud, or robbery, reported to the installation commander and a request for an investigation done in accordance with applicable guidance?  

              Reference

              MCO P11000.22, PAR 2508.5

680 03 004  Is the manager or a designated person specifically authorized in writing to be the purchasing/contracting officer responsible for all purchasing?  In no instance should the billeting fund custodian perform this duty.  

              Reference

              NONE

680 03 005  Are procedures in place for the control of cash receipts?

              Reference

              DOD 7000.14-R

680 03 006  Is property (both APF and NAF) being disposed of in accordance with the applicable base guidelines established?  Are receipts and statements documenting the disposal placed in the files?  

              Reference

              DOD 7000.14-R

680 04      TRANSIENT ( T A D ) QUARTERS

680 04 002  Were transient quarters  redesignated from either a barracks building and/or family housing unit without prior approval from CMC (LFF)?

              Reference

              NONE

680 04 003  Is the utilization report (NAVMC 11417, Marine Corps Bachelor Housing Utilization Report) being submitted semi-annually to CMC (LFF-3)?  Does it reflect the transient billeting (TAD) data accurately?  

              Reference

              MCO P11000.22, PAR 2100

680 04 004  Has the activity maintained  maximum practical occupancy through adequate assignment (according to the MSA) for transient (TAD) personnel to of BEQ assets with a minimum goal of 75%?

              Reference

              MCO P11000.22, PAR 2101.1

680 04 005  Does the activity have a plan for repairs and improvements of the transient quarters facilities with anticipated costs for the budget year plus 5 out-years?  

              Reference

              NONE

680 04 006  Does the activity have a plan for the repair and replacement of all furniture and furnishings in the transient quarters?

              Reference

              NONE

680 04 007  Does the transient quarters have the prescribed minimum amount of furnishings, services, and amenities?  If not, are they included in the 5-year budget projection for purchase?

              Reference

              NONE

