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AFI 32-6005, 1 Jun 98 is supplemented as follows:

This supplement establishes procedures and responsibilities for assignment, termination, occupancy, visitation, and cleanliness of Unaccompanied Enlisted Personnel Housing (UEPH) at Edwards AFB.  This supplement is promulgated to ensure no conditions exist that are detrimental to the health, safety, good order and discipline, and welfare of dormitory residents at Edwards AFB.  This supplement applies to all military, civilian, and contractor personnel assigned to or visiting Edwards.  It defines duties and responsibilities of all occupants residing in UEPH.  This instruction implements AFPD 32-60.

UCMJ Considerations:  This supplement is punitive in nature.  Military personnel who violate the specific prohibitions and requirements of this instruction may be prosecuted under the Uniform Code of Military Justice (UCMJ).  Inquiries regarding UCMJ considerations are to be directed to AFFTC/JA.

SUMMARY OF CHANGES

This revision realigns the hospitality rooms from unit control to Consolidated Dormitory Management (CDM) control. Assignment of hospitality rooms is limited to incoming members or for other needs as determined by CDM.  Two courtesy rooms are provided for the purpose of temporarily housing members who are determined to be unable to utilize lodging facilities when they must be separated from their families or for needs as determined by the units. 

1.4.4. The Air Force Flight Test Center has determined that Consolidated Dormitory Management  personnel aligned under the Housing Division, 95th Civil Engineer Group, will be responsible for the day-to-day operation of Unaccompanied Enlisted Quarters (UEQs).

1.4.4.14. (Added)  Ensure, through the Bay Orderly Program, dormitory interior common areas and grounds meet standards.

1.4.4.14.1  Hallways, lounges, day rooms, and other interior common areas should meet the following standards:

1.4.4.14.1.1.  Floors clean and waxed; carpets clean.

1.4.4.14.1.2.  Lounges and day rooms neat and clean.

1.4.4.14.1.3.  Latrines and laundry rooms clean, not used for storage.  

1.4.4.14.1.4.  Maintenance and repair provided as necessary for furniture, appliances and facility.

1.4.4.14.1.5.  Supply and janitorial rooms kept neat and orderly.

1.4.4.14.1.6.  Flammable items not stored in dormitories.

1.4.4.14.1.7.  Trash not present in any interior common area.

1.4.4.14.1.8.  Furniture from occupants’ rooms not left in any common area, especially hallways.

1.4.4.14.2.  Dormitory grounds should meet the following standards:

1.4.4.14.2.1.  Grass mowed, trimmed, and watered.

1.4.4.14.2.2  Trees, shrubs, and bushes trimmed to maintain neat appearance.

1.4.4.14.2.3.  Weeds absent from landscaped areas and sidewalk cracks.

1.4.4.14.2.4.  Trash and other debris absent from all grounds, including the streets and street curbing.

1.4.4.14.2.5.  Dumpster covers kept in closed position.

1.4.4.14.2.6.  Abandoned vehicles should be reported to the Security Forces for ticketing and/or towing.

2.2.3.  (Added)  When members are adequately housed according to their grade and unit dormitory authorization, they will not be moved to another room  unless the unit commander or first sergeant submits a written request to Consolidated Dormitory Management Office (CDMO) for member’s relocation within  member’s unit quarters.

4.1.2.12. (Added)  Inbound senior airmen not assigned to a room, with bona fide, verifiable line numbers for promotion to staff sergeant.








RICHARD V. REYNOLDS, Major General, USAF








Commander

1 Atch

Local Requirements and Guidelines

LOCAL REQUIREMENTS AND GUIDELINES  (ATCH 1)

1.  RESIDENT RESPONSIBILITIES.

Note:  This attachment has been prepared in conjunction with AFFTCPAM 32-13, Dormitory Resident Brochure, where more detailed guidelines are addressed for occupant reference. Specific references to the brochure are found in parentheses after each item below.

a.  Assignment:  Upon assignment, the member provides CDMO with a copy of assignment orders.  A joint initial inspection is accomplished by the occupant and the CDMO representative, using AF Form 228, Furnishings Custody Receipt and Condition Report and CEHD Form 227, Quarters Condition Inspection Report.  Both forms are prepared in duplicate and condition of the quarters and furnishings is annotated. Both the occupant and CDMO representative will sign and date the forms.  The original copies are maintained by CDMO and used again at pre-final and final inspections.  The occupant has 15 calendar days after acceptance of the room to contact CDMO and annotate any condition or damage to the room or furnishings not identified at the initial inspection.  


b.  Residents should conduct themselves and encourage other persons on the premises to conduct themselves in a manner that will not disturb their neighbors. The following actions are prohibited in the dormitories:  (AFFTCPAM 32-13, para 2.6.)

· Altering or tampering with existing cable television or telephone lines

· Painting, loosening, or removal of light bulbs to prevent their illumination

· Residents and/or their guests are not allowed on the roofs of dormitories at any time.

· Smoking in bed

· Smoking in interior common areas of the dormitories

· Tampering with fire alarm or extinguishers  (AFFTCPAM 32-13, para 3.2. - 3.3.)

· Dismantling or removal of smoke detectors (AFFTCPAM 32-13, para 3.4.)

· Overnight guests


c.  Personal prescription drugs must be clearly labeled and current. The unit commander or first sergeant will investigate questionable drugs for medical evaluation. (AFFTCPAM 32-13, para 2.7.)


d.  Members departing for extended leave or TDY must notify the CDMO.  Members must make arrangements for security, prudent care, and periodic inspections. Pets may not be left in the room.  (AFFTCPAM 32-13, para 2.9.)


e.  Occupants are responsible for the conduct of their guests. Guests must be escorted at all times. Overnight guests are not authorized.   (AFFTCPAM 32-13, para 2.10)


f.  Before acquiring a pet, or when moving into the dormitory, occupants must receive written approval for the pet from the CDMO. (AFFTCPAM 32-13, para 2.11.)

· Only the following types of pets are allowed:

· Fish

· Seed-eating birds

· Small rodents typically considered pets such as, hamsters and guinea pigs

· The following restrictions apply:

· All pets must be housed in secured cages or receptacles as approved by the CDMO.

· No more than two pets (other than fish) per person

· No pets that are prohibited in the state of California, including but not limited to ferrets and gerbils

· No reptiles (snakes, lizards, iguanas, etc.)

· No dogs or cats

· No poisonous or illegal animals or endangered species

· No breeding of animals for resale or other purposes 

· Occupants are responsible for any damage to government property caused by their pets

· Abuse of pets will not be tolerated and will be subject to administrative action


g.  Occupants must be ready for inspections at all times by maintaining dormitory room standards as addressed in the Dormitory Resident Brochure.  (AFFTCPAM 32-13, para 2.12.-2.13.)


h.  Occupants may display works of art, pictures, etc., on room walls if they add to the room decor and are in good taste. Unit commanders may establish reasonable restrictions on displaying works of art; that is paintings, posters, etc. (AFFTCPAM 32-13, para 2.14.)

· Wall, window or door decor as listed below are prohibited:

· Pictures with exposed breasts (female) or exposed pubic area of either males or females

· Depiction/representations of sexual acts

· Profanity or lewd messages in either word or picture symbols

· Pictures that may be offensive due to race, creed, sex, or national origin


i.  Occupants may be authorized to use their personal furniture on a case-by-case basis. Prior approval from CDMO is necessary when government furniture will be displaced. Approval may be denied when storage space is not available for the government-owned furniture assigned to the room.


j.  Waterbeds are allowed on a case-by-case basis. Prior approval from CDMO is necessary. Occupants must sign a liability statement.  (AFFTCPAM 32-13, para 2.16.)


k.  Occupants are responsible for purchasing cleaning supplies, toilet paper, and standard light bulbs for their rooms. (AFFTCPAM 32-13, para 2.19.)


l.  Residents will be assigned by the dormitory-owned units to perform bay orderly duties as required. (AFFTCPAM 32-13, para 2.26.)


m. Vehicle maintenance of any kind will not be done in the dormitory complex, including parking lots. No automotive fluids will be changed in the dormitory complex. (AFFTCPAM 32-13, para 2.27.5.)


n.  Vehicles (motorcycles, motor scooters, or other gasoline powered vehicles) will only be parked in appointed areas. Bicycles must be parked in bicycle racks provided. Bicycles should not be stored under staircases or balconies, or be chained to railings. (AFFTCPAM 32-13, para 2.27.4.)


o.  Storage of flammable materials, except lighter fluid for use with tobacco products and cosmetic products, and the display or use of open flame instruments, other than candles, is prohibited.  Candles or incense may be used as intended, providing they are placed in holders designed to prevent them from accidentally tipping over.  Candles or incense must be extinguished when not being observed by the occupant.  (AFFTCPAM 32-13, para 3.6., 3.7.)


p.  Excessive noise will not be tolerated at any time. Excessive noise is defined as any noise, regardless of the source, that may be heard outside the individual’s room with the door and windows closed. (AFFTCPAM 32-13, para 5.2.)

q.  All forms of solicitation are prohibited in the dormitories and such action should be reported to the Security Forces. (AFFTCPAM 32-13, para 7.2.)


r.  Occupants must obtain written permission from CDMO before painting, redecorating or attempting any alterations, additions, or improvements. When removing alterations, the premises will be returned to their original condition at the expense of the occupant. (AFFTCPAM 32-13, Chapter 8)


s.  Before vacating assigned quarters, residents will contact the CDMO at least 30‑60 days prior to expected date of departure to schedule pre-final and final inspections. 

· Pre-Final Inspection:  When possible, the pre-final inspection is accomplished at least 30 days prior to actual termination of quarters by the room occupant and the CDMO.  The member’s first sergeant is notified immediately of any discrepancies that would delay a clearance of quarters.  Loss or damage not due to fair wear and tear and which is not corrected, or correctable by occupant, is treated as follows: 

· When liability is admitted, DD Form 1131 Cash Collection Voucher, or a DD Form 362, Statement of Charges for Government Property Lost, Damaged or Destroyed, is prepared according to AFM 7-1, Volume 1, Part One, Chapter 10, paragraphs 119f and 123.

· When liability is not admitted, a Report of Survey is initiated to determine responsibility and monetary liability.

· The commander, when notified of a member’s liability, will determine liability and whether disciplinary action is appropriate.

Final Inspection:  Concurrent with actual termination of quarters, a final inspection is accomplished to determine whether loss or damage identified during pre-termination inspection has been corrected. At the time of the final inspection, the occupant will have removed all personal items, cleaned the room according to cleaning standards provided at the pre-final inspection, and will return keys to the inspector. The occupant is liable for any damages beyond those normally attributed to “fair wear and tear.”  (AFFTCPAM 32-13, Chapter 9)

· The CDMO will not grant clearance until all actions outlined are accomplished.


t.  The following items are not allowed in the dormitories:

· Small appliances for cooking other than coffee pots, air popcorn poppers and microwave ovens  (AFFTCPAM 32-13, para 3.10.)

· Automotive rebuilding parts and auto batteries (AFFTCPAM 32-13, para 2.27.)

· Decals, stickers, or posters on the exterior of doors, windows, or on furniture (AFFTCPAM 32-13, para 2.14.)

· Fireworks  (AFFTCPAM 32-13, para 4.2.)

· Flammable liquids (except cosmetic and those used for tobacco products)  (AFFTCPAM 32-13, para 3.6.)

· Flammable room decorations (AFFTCPAM 32-13, para 3.6.)

· Flammable paints  (AFFTCPAM 32-13, para 3.6.)

· Flammable pressurized gases (except cosmetic) (AFFTCPAM 32-13, para 3.6.)

· Hot Plates  (AFFTCPAM 32-13, para 3.10.)

· Multiple outlet extension cords, except surge protectors (AFFTCPAM 32-13, para 3.11.)

· Portable heaters  (AFFTCPAM 32-13, para 3.9.)

· Weapons and ammunition (AFFTCPAM 32-13, para 4.2.)

2.  UNIT RESPONSIBILITIES


a.  To ensure their members requesting hardship assignments to dormitories have a legitimate hardship, Commanders will review the contents of the request along with supporting documentation to determine whether the condition is a hardship. (Hardship is defined as a unique and unusual circumstance not normally encountered by other members of similar grade that imposes an extraordinary burden on a member.) The letter should include a plan of action, including length of time necessary for correction of the problem. Written documentation supporting the hardship must be attached. Then, if the commander deems the situation a hardship, he/she should endorse the letter and forward it, including documentation, to 95 CEG/CEH. Approval authority is 95 CEG/CE, as designated by 95 ABW/CC.


b.  Inspections of individual rooms will be performed by the dormitory occupant’s commander or designee. Frequency is determined by the commander with regard to individuals’ privacy. Purpose of the inspections is to ensure discipline, cleanliness, safety, and general hygiene for all dormitory occupants..

· Model standards and inspection criteria/form are contained in AFFTCPAM 32-13, Dormitory Resident Brochure, Atch 1.  This checklist should be used when performing health and safety inspections.  A copy  of the checklist should be provided to the resident.  Copies of all completed inspection checklists should be filed in a centralized location and used for monitoring violations.  Follow up should ensue to ensure violations are corrected and not repeated.  Unit commanders should be made aware of the need to take disciplinary actions.


c.  Inspections of common areas should be performed periodically by the owning dormitory commander or designee to ensure compliance with standards. Owning is defined as the unit which “owns” the major portion of the bed spaces in a dormitory. See para 1.4.4.14. for standards.


d.  Unit commanders are responsible for unit-owned dormitory equipment not on the itemized master furnishings inventories maintained by the Furnishings Management Office (FMO). Each January, unit representatives will conduct an annual inventory of these items and forward results to the FMO.


e.  Units ordering equipment or furnishings for use in dormitories must first coordinate through the CDMO to ensure compliance with standards set by the Quarters Improvement Council.


f.  Units owning dormitories should assign Bay Chiefs to assist residents and oversee the dormitories. They will act as the “eyes and ears” of the unit, ensuring residents follow established policies and procedures; and that common areas are kept in a manner that shows unit pride. Bay chiefs will act as liaisons between the residents, the units, and CDMO. Three-story dormitories should have at least three bay chiefs and two-story dormitories should have at least two bay chiefs.


g.  On a quarterly basis, units owning dormitories, after receiving a roster of residents from CDMO, will assign by name members to perform weekly bay orderly detail, provide the CDMO with names and dates of detail, and ensure those assigned report to the CDMO for duty. Units owning 32-54 room dormitories will normally provide 1 bay orderly per week; units with 55-72 rooms, two bay orderlies per week. If personnel assigned do not report, the unit is responsible for providing a substitute. Units will be responsible for discipline of bay orderly personnel who do not report or unsatisfactorily perform duties as assigned.


h.  Units desiring to be temporarily exempt from the bay orderly program must request exemption in writing from the ABW/CC through the CDMO. Requests may not be for a period to exceed 3 months.

3.  CONSOLIDATED DORMITORY MANAGEMENT OFFICE (CDMO) RESPONSIBILITIES.


a.  Assignments to dormitory rooms at this installation are made through the Consolidated Dormitory Management Office (CDMO). They will issue keys and linen, document room condition, and brief residents regarding their responsibilities.


b.  Unit integrity will be maintained to the maximum extent possible as long as it does not result in the issuance of Basic Allowance for Housing (BAH). If, upon an individual’s arrival, quarters in that individual’s unit are not available, he/she is assigned to another unit’s dormitory. When an appropriate space in the member’s unit becomes available, the member’s unit commander or first sergeant may request the individual be moved to the appropriate dormitory.


c.  Report unaccompanied housing utilization to the Housing Office and forward occupancy data to the MAJCOM.


d.  Initiate single-rate BAH/ actions and provide to Military Pay Office for processing.


e.  Maintain a locator system for dormitory residents and provide units with monthly rosters of dormitory occupants.


f.  Control and secure storage rooms in each dormitory to provide occupants reasonable storage. All items will be stored neatly and in an orderly manner. Stored items not in individual lockers should be neatly marked to include occupant’s name, grade, and area identification. 


g.  Storage of flammable items such as paint, gasoline, oil, etc., within dormitories is not authorized unless specifically approved by the Base Fire Chief. The CDMO is authorized to establish one storage area, outside of the dormitory building, for flammable items mentioned above. The storage area must be inspected by the base Fire Department inspector or a representative for final approval. CDMO is responsible for strictly controlling and monitoring the flammable items storage area.


h.  CDMO will maintain the BAH waiting list for members desiring to reside off base and collect BAH. When the dormitory occupancy rate and the projections of inbound and outbound personnel indicate that there will not be adequate housing for all unaccompanied members in grades E-1 through E-4, the Housing Officer may offer single-rate BAH to an appropriate number of personnel on the BAH Waiting List. Members released must receive unit approval on AF Form 291, Unaccompanied Quarters Assignment-Termination Record.  (AFFTCPAM 32-13, para 1.8)

· The BAH Waiting List is maintained in order of rank and then by date of rank.

· If a member on the BAH Waiting List is authorized to receive BAH, he/she has 30 days from notification to clear the dormitory room or the authorization then becomes null and void.

· If a member is offered BAH the second time and does not clear quarters within 30 days, the member will be removed from the list and may not reapply until after 90 days.


i.  Conduct the annual furnishing assessment in conjunction with the Furnishings Management Office (FMO). 


j.  Accept from occupants any requests for maintenance / repair and forward to the proper agency


k.  Report furnishings and equipment maintenance/repair requirements to the FMO or appropriate agency.


l.  Bay orderly program. Bay orderlies will report to CDMO and sign in every morning and sign out at the end of the duty day.  Exception: Bay orderlies from Dormitory 5510 may verbally sign in and out by telephone. CDMO will:

· Provide a roster of occupants to units “owning” dormitories for use of unit assignment of bay orderly detail.

· Instruct bay orderlies and inspect their work

· Ensure supplies, including functional lawn equipment, are available

· Report “no-shows” for bay orderly duty to the member’s unit

· Report poor performance of bay orderly duties to the unit

3.m.  (Added)  HOSPITALITY ROOMS.  Six hospitality rooms are located in Building 2515 and are assigned and controlled by the CDMO.  These rooms are assigned to incoming members who cannot be accommodated with permanent rooms when they arrive or for other reasons deemed appropriate by the CDMO, such as for an occupant who has been temporarily displaced by a maintenance issue.

· Keys to hospitality rooms are issued at the CDMO during duty hours.  After duty hours, a first sergeant or unit representative may contact the on-call consolidated dormitory manager for assignment and keys to a room.  A schedule of on-call CDM personnel will be provided to all units and the Command Post.

· Sponsors of incoming personnel should be encouraged to check with CDMO in advance of arrival of the member to ascertain availability of rooms and assignment policies.  If the member will be arriving after duty hours, CDMO will allow the sponsor to sign for the room and take the key until the member reports to sign for the room and keys on the next duty day following arrival.

· Hospitality Rooms will be designated as non-smoking rooms.

· Linens will be available through CDMO and will be issued upon assignment.  These linens will be signed for by the occupant and will remain with the occupant during assignment at Edwards AFB (exception:  when the occupant is assigned to a dormitory with beds of a different size, in which case the linens will be exchanged by CDMO for the proper size).

· Occupants of Hospitality Rooms will clear the room by scheduling a final inspection and meeting all requirements for cleanliness at time of final inspection.  Linens and the key to the room will be returned to CDMO at the final inspection.

COURTESY ROOMS.  Courtesy rooms are double-occupancy rooms for the purpose of temporarily housing members who are determined by their first sergeants to be unable to utilize base lodging facilities when they must be separated from their families or for needs as determined by the units.  Smoking is not allowed in Courtesy Rooms.

· An occupant will not be assigned to these quarters for more than 7 consecutive days.

· CDMO controls assignment of Courtesy Rooms by issuing keys to first sergeants or unit representatives on a first-come, first-served basis.

· Keys to courtesy rooms are issued at the CDMO during duty hours.  After duty hours, a first sergeant or unit representative may contact the on-call consolidated dormitory manager for assignment and keys to a room.  A schedule of on-call CDM personnel will be provided to all units and the Command Post.

· Linens will be available through CDMO and will be provided upon assignment.  

· Occupants of Courtesy Rooms will clear the room by scheduling a final inspection and meeting all requirements for cleanliness at time of final inspection.  Linens (if applicable) and the key to the room will be returned to CDMO at the final inspection.

�EMBED CorelDraw.Graphic.8���











4
5

_995962235.unknown

