SQDNO 11101.1A

                                                   LOG

                                                   DATE

SQUADRON ORDER 11101.1A
From:  Commanding Officer                             

To:    Distribution List

Subj:  BACHELOR ENLISTED QUARTERS (BEQ) REGULATIONS

Ref:   (a) MCO P11000.22

       (b) AFO 11320.3B

Encl:  (1) BEQ Organization

       (2) BEQ Regulations                                     

       (3) BEQ Room Check-in/Out Procedures and Inventory Sheet          (4) Guidelines for Inspections

1.  Purpose.  To set forth the regulations governing the management of the Bachelor Enlisted Quarters (BEQ).  


2.  Cancellation.  SqdnO 11101.1.

3.  Information

a.  Enclosures (1) and (2) amplify the guidance in reference (a) and are intended to establish policy and procedures for the operation and management of the BEQ.  These regulations establish minimum standards for all personnel residing in the BEQ.


b.  Enclosure (3) contains a sample check-in/check-out inventory sheet used to verify the serviceability and serialization of assigned BEQ furniture and appliances, and the material condition of the room upon check-in and the same upon check-out.



c.  Enclosure (4) provides a guideline to use in the inspection of individual rooms and common areas.  

4.  Action.  All residents of the BEQ will comply with the BEQ 
regulations, enclosure (2).

                                R. A. BERUBE                             

          

DISTRIBUTION:  A

                    BEQ ORGANIZATION
1.  BEQ Billet Assignments

a.  BEQ Advisory Board 



(1) The BEQ advisory board will be comprised of the 
following members:




(a) HMX-1 Executive Officer




(b) HMX-1 S-4 Officer (BEQ OIC)




(c) HMX-1 Sergeant Major




(d) HMX-1 Squadron Gunnery Sergeant




(d) BEQ Manager



(2) The members will meet once a quarter or when necessary, to:




(a) Review BEQ regulations.

            (b) Recommend policy changes.                           

            (c) Assign Deck NCO's and Assistant Deck NCO's.               

            (d) Recommend disciplinary action to the Commanding 

Officer.



(3) Deck NCO's will be advised of meeting times and will

attend if requested by the Executive Officer.



(4) The S-4 Officer will record the minutes of each meeting and publish them if deemed necessary by the Executive Officer.


b.  BEQ Officer In Charge.  The BEQ OIC will be the S-4 Officer.  The BEQ OIC is responsible for all aspects of managing the BEQ.


c.  BEQ Manager.  The BEQ Manager will be a Staff NCO.  The BEQ Manager is accountable to the BEQ OIC and is responsible for all aspects of managing the BEQ.


d.  Deck Noncommissioned Officer.  A Deck NCO will be appointed in writing by the BEQ Manager for each deck in the BEQ.  The Deck NCO will be the senior Marine/Sailor assigned to a specific deck.


e.  Assistant Deck Noncommissioned Officer.  Assistant Deck 
NCO's will be appointed in writing by the BEQ Manager to assist 

the Deck NCO.  Each deck will be split into two wings (north and 

south) with an assistant Deck NCO responsible for each wing.  This billet will be filled by the next senior resident of each wing.  The Assistant Deck NCO will perform all duties of Deck NCO in his/her absence.


f.  BEQ Detail.  BEQ Detail will consist of two LCpl's or below who will be provided by the appropriately tasked Department Head and report to the HMX-1 BEQ Manager for a period of one month.  They will report to the BEQ Manager on the first work day of each month at 0715 and will perform various tasks as required by the BEQ Manager.


g.  BEQ Duty NCO.  Two Duty NCO's will be appointed via the squadron duty schedule for a period of one month.  They will work a day on/day off schedule from 0800 until 0800.  The Duty NCO's will be governed in their duties by applicable portions of this order and by verbal orders of the HMX-1 Squadron Gunnery Sergeant and the HMX-1 BEQ Manager.


h.  Assistant Duty NCO.  Two ADNCO's will be appointed for a 

period of one month.  The ADNCO can be a LCpl or above.  They will work the same schedule as the DNCO's and assist the DNCO's as required in performing their functions.


2.  Responsibilities

a.  BEQ Advisory Board



(1) Hold quarterly meetings to discuss barracks issues.



(2) Act as a liaison between the BEQ Manager and the 

Commanding Officer.



(3) Act as the governing body for all issues concerning 
geographical bachelors.




(4) Recommend policy changes to the Commanding Officer.


b.  BEQ Manager



(1) Coordinate all work requests and track their progress. Determine if a work request can be done as a self-help project.




(2) Act as the direct representative of the BEQ OIC and 

exercise the authority to:




(a) Make room assignments or recommend room changes to the BEQ OIC.




(b) Enforce the provisions of this order.




(c) Initiate appropriate disciplinary action for

violations of this order.



(3) Ensure that cleanliness and safety are maintained
throughout the building.



(4) Supervise weekly field days.  Assign specific
responsibilities to Deck NCO's for the field day of BEQ common
areas.



(5) Conduct the Friday morning field day inspection with the assigned department head; include at least thirty (30) rooms.



(6) Provide administrative and logistical support to the
Deck NCO's.



(7) Conduct daily inspections with the SDO of all
passageways, common areas, grounds, and at least ten (10) individual rooms.



(8) Maintain a bulletin board in the BEQ Manager's office 
depicting room assignments.  Highlight geographical bachelor
status and room discrepancies.



(9) Submit all work requests and emergency trouble calls 

to the squadron S-4.




(10) Maintain a work request file and emergency log book

for the BEQ.



(11) Maintain a folder on all assigned personnel.  This
folder will include, but is not limited to; the BEQ Check-In/Out
Room Inventory Sheet, Security and Valuables Check List, a copy of the Storage of Personal Effects check list, and work requests for their room.



(12) Establish locked storage areas where residents may store personal belongings.  Establish a strict chain of custody of all items.  Ensure that items are marked to identify the owner.  HAZMAT shall not be stored.  Access will only be permitted during normal working hours and the keys shall only be possessed by the BEQ Manager.



(13) Ensure that the two BEQ Detailers are present for work and are appropriately tasked.



(14) Ensure that the barracks Duty NCO has a master key and linen for personnel requiring billeting after normal working hours.



(15) Adhere to the basic safety directives, to include
assisting the Air Facility Fire Marshal in conducting appropriate 
drills.



(16) Function as the RO for the BEQ property CMR; establish proper custody chains as required.


c.  Deck NCO/Assistant Deck NCO


(1) Establish a schedule for morning cleanup and ensure

that cleanup is complete by 0730.



(2) Ensure the hallways are swept on a daily basis.



(3) Ensure the laundry rooms are kept clean; to include
emptying trash cans and wiping down the washers and dryers.



(4) Ensure the ladder wells for his/her respective deck

are policed daily when assigned by the BEQ Manager.



(5) Inspect rooms no later than Thursday of each week and ensure that the results are submitted to the BEQ manager.




(6) Supervise weekly field day of assigned decks/areas.



(7) Report any maintenance discrepancies to the BEQ Manager utilizing the discrepancy sheets provided.



(8) At the request of the Duty NCO, form working parties

for after hours, weekends or holidays for the general police of

the BEQ and/or surrounding grounds.



(9) Hold field day musters and supervise field day

activities on his/her deck.



d.  BEQ Detail.  The BEQ Detail will be responsible for:



(1) Self-help projects assigned by the BEQ Manager.



(2) Escorting maintenance personnel throughout the building.



(3) Any other projects/duties assigned by BEQ Manager.


e.  Duty NCO.  The Duty NCO will be responsible for:



(1) All aspects of managing the BEQ in the absence of the 
BEQ Manager.  The Duty NCO's post will be the BEQ front desk.



(2) Maintaining good order and discipline, keeping the HMX-1 SDO informed of any unusual occurrences or violations of this order.



(3) Patrolling the hallways, common areas and exterior of the building at least every two hours.  Ensure areas which are designated as fire exits are not used except in case of fire or

other emergency. Conduct an informal inspection of all common areas at 0900 on weekends and holidays.



(4) Maintaining a log book listing all guests/visitors and enforcing visiting hours.



(5) Assigning temporary quarters designated by the BEQ

Manager to permanent personnel of HMX-1 checking-in after normal

working hours.



(6) Ensuring that noise level is kept to a conversational level.  After 2200 noise should not be heard outside of rooms.



(7) Initiating all emergency maintenance requests after normal working hours.



(8) Contact the SDO in the event of an emergency.



(9) Coordinating with the Deck NCO's for working parties
when a police of the area is required.



(10) Supervise the check-in/out of all accountable support and recreation gear such as vacuum's, video games, etc.



(11) Keeping the BEQ OIC informed on all matters pertaining to the management of the BEQ.



f.  Assistant Duty NCO.  The ADNCO shall assist the DNCO as

required.


g.  BEQ Occupants


(1) Occupants will sign for all personnel support equipment in individual rooms upon initial check-in as outlined in enclosure (3).




(2) Occupants will sign for their room key upon initial
check-in.  Replacement of lost keys will be the responsibility of the individual.  The BEQ Manager will assist in the procurement of replacement keys.



(3) Occupants are responsible for any damage to their
assigned room and property after acceptance of quarters.  Any damage caused by the occupant or his/her guests is the occupant's 
responsibility.  The BEQ Manager will assist in procurement of

materials, etc. for repairs.  Flagrant acts of willful or negligent damage will be referred to the Commanding Officer for NJP.



(4) Occupants will ensure that rooms are maintained in a
good state of police/cleanliness and in a manner which promotes
good health and sanitation at all times.



(5) Occupants will muster for and participate in weekly
field days unless on leave or on duty elsewhere. NCOIC's are

responsible to notify the BEQ Manager of any absences.




(6) Occupants are not authorized to move into any room or change roommates without prior approval from the BEQ Manager.  A

request for a room change signed by the individual's NCOIC must be presented.



(7) Occupants will adhere to this order and all applicable orders for residence in the BEQ, and are subject to disciplinary action under the punitive articles of the Uniform Code of Military Justice for violations of these orders.



(8) Occupants will not remove any assigned gear from

neighboring rooms without approval of the BEQ Manager.

3.  Room Assignments

a.  Deck assignments within building 2106 will be made as

follows:



(1) First Deck:  HMX-1 Marines/sailors.



(2) Second Deck: HMX-1 female Marines, HMX-1 security, HMX-1 other Marines (if needed).



(3) Third Deck:  HMX-1 Marines/sailors, and MCAF personnel (if needed).


b.  Residents will be assigned to rooms by the BEQ Manager.  Room assignments may be changed only by the BEQ Manager or the BEQ OIC.



c.  Rooms will be assigned per reference (a).




(1) Sergeants will have a single room.




(2) Corporals will be two to a room.



(3) Lance Corporals and below will be two/three to a room.



(4) Bona fide bachelors have priority of room assignments per reference (a) and the above listed criteria.



(5) Geographical Bachelors will be assigned to rooms on
a space-available basis.  Per reference (a), geographical bachelors have the lowest priority for assignment to government quarters. Therefore, geographical bachelors will be the first occupants directed to vacate the BEQ when the occupancy level reaches 95%.  Additionally, geographical bachelors do not rate the same size living space as a bona fide bachelor.  All issues concerning geographical bachelors will be decided by the BEQ Advisory Board.


c.  Room assignments for transient personnel will be

made by the BEQ Manager or the Duty NCO.

                       BEQ REGULATIONS
1.  The following regulations are promulgated to maintain a proper state of health and safety within the BEQ at all times:

2.  Inspections/Field Days

a.  Inspections



(1) Thirty (30) rooms will be inspected on Friday morning by the BEQ Manager and an assigned Department Head.  Rooms that fail Friday's inspection will be re-inspected Saturday at 0800 by the SDO.  Copies of the inspection results for failed rooms will be forwarded to the appropriate Department Head.



(2) The BEQ common areas, laundry rooms and a minimum of ten (10) individual rooms will be randomly inspected daily at 1000 by the SDO.  If the SDO determines that a room is unsatisfactory, the individual's NCOIC will be notified to take corrective action and the room will be re-inspected between 1800 and 2000.



(3) The common areas, hallways, laundry rooms and
surrounding grounds will be inspected daily by the BEQ Manager.


b.  Field Days.  When feasible, field days will be conducted

each Thursday, commencing at 1730.  All BEQ residents, except those on leave or on duty elsewhere, shall participate in weekly field day.  Personnel assigned to night crew will commence field day of their assigned areas at 1300 on Thursdays.  Deck NCO's will supervise field day of their deck and other assigned areas of responsibility.  The BEQ Manager is responsible for the overall conduct of field day, to include assigning specific areas of responsibility to each Deck NCO.  Cleaning gear will be issued by the Duty NCO.

2.  Police Responsibility

a.  Common Areas


(1) The BEQ common areas will be prepared for informal
inspection by 0730 each weekday and by 1100 on weekends/holidays.

Passageways, lounges and laundry rooms are the responsibility
of each Deck NCO. The Deck NCO is responsible to the BEQ Manager for the police of his/her assigned area.  Each deck will be assigned a different common area to maintain each month.  Assignments will be posted by the BEQ Manager.



(2) Common area trash cans will be emptied daily by 0730

and will have clean plastic liners.



b.  Individual Rooms



(1) Trash cans in rooms will be emptied daily and kept
clean.  There will be no storage of trash in rooms.



(2) Each individual is responsible for keeping his/her room clean at all times in a manner which promotes health and safety.




(3) Cigarette and cigar butts, pipe ashes and burnt matches will be placed in appropriate ash receptacles.  Ash receptacles will be cleaned every morning for daily inspections.



(4) Food will not be stored in open containers.  Leftover

food will not be kept for extended periods.



(5) Heads will be kept clean at all times.



(6) Refrigerators will be kept free of mold and rotting food or they will be removed from the room by the BEQ Manager.  Refrigerators will be kept clean and defrosted.  They will be unlocked for inspection.

3.  Conservation of Utilities

a.  Every effort shall be made to conserve the use of heat,

electricity and water.


b.  When doors and windows are open, individual room environmental control units will be turned off.


c.  Lights, appliances, and electronic equipment will be turned off when no one is in the room.

4.  Laundry Room.  The BEQ Manager is responsible for posting

the rules, regulations, and instructions for laundry facility use as well as the maintenance of the equipment.

5.  Light and Noise Control.  The BEQ is the home of every assigned Marine and Sailor.  Out of courtesy to others, the volume on stereos and televisions shall be kept at a level that does not disturb neighbors.  When leaving a room, turn off all lights and electrical equipment.  As, a guide, if the device can be easily heard outside the immediate room in which it is being used, it is too loud.  In addition to possible punishment under the UCMJ, residents who violate this rule will be told to remove the devices from the BEQ permanently.

6.  Decorations


a.  Decorations are authorized, but must not be offensive, potentially offensive, or in poor taste.  The display of material which depicts nudity, obscenity, sexism, offense to religious, ethnic, or racial groups, disrespect to our country, its leaders, and its armed forces is prohibited.  Material which glamorizes the use or abuse of alcohol is prohibited.  All decorations must be in keeping with the highest standards of the United States Marine Corps.  The use of tape to hang pictures or posters is prohibited.  Small tacks or picture hooks are permitted.  All rooms will be returned to their original condition before the responsible individual is allowed to vacate.


b.  Holiday decorations are authorized as long as the occupant adheres to safety and fire regulations.  These decorations must be removed after the holiday in a timely manner; normally, within one week.


c.  Flexibility in room arrangements is authorized provided
the occupant(s) can safely exit the room in case of an emergency.
Personal furniture is not permitted.


7.  Repairs.  Each Marine and Sailor will immediately report any

equipment malfunction or property damage to the BEQ Manager.
Occupants of the BEQ shall not tamper with, remove, modify, change, open or close electrical circuits or steam valves in the heating system.  Fan controls on individual heaters/air conditioners may be adjusted.  Individuals will be held responsible for the repair of any items they damage.  Individuals will also paint their own rooms if assigned by the  BEQ Manager to do so.

8.  Guests

a.  A guest of the BEQ is any person who does not reside in the BEQ, Bldg 2106.  A guest of a resident is any person who does not reside in the room assigned to that resident.


b.  Guests are the responsibility of their military sponsor and sponsors will be held accountable for the actions of their guests. Guests must be logged in and out by the BEQ Duty NCO.


c.  Rules, regulations and standards of decorum and morality
will be observed at all times while guests are in the BEQ rooms.


d.  Visiting hours are from 1000 to 2400.


e.  Under no circumstances will a guest remain overnight.


f.  Guests under the age of 18 will be restricted to the first floor common areas and are not allowed in rooms.


g.  BEQ residents must notify HMX-1 Security of their guests

pending arrival.  Unsponsored guests will be turned away at the Air Facility gate by the sentry.


h.  No agents, solicitors, salesmen or vendors will be allowed in the BEQ.  In no instance will a BEQ resident meet with these individuals in the BEQ area.

9.  Telephone Calls.  The duty telephone is an official phone and 
will not be used for personal calls.  Collect calls will not be
accepted on the BEQ duty phone.
10.  Fire Bill.  All hands are required to familiarize themselves 
with the Fire Bill for the BEQ as promulgated in reference (b).  A copy of the fire bill shall be posted on all bulletin boards.  Fire exits are for emergency use only.  Normal entry and exit from the BEQ shall be through the main entrance doors.  Fire doors will remain closed at all times.

11.  Parking


a.  Parking is permitted in the parking lots behind and in
front of the BEQ.  Parking is not allowed on the curb along the
front entrance nor along the curb on the north side of the BEQ.

Cars which block the trash dumpster or are parked in unauthorized 
areas/reserved spaces will be ticketed and/or towed.


b.  POV accessories will not be stored in the parking area.
Truck caps may be stored under the awning for up to thirty days
with the approval of the BEQ Manager.  Items left unattended for a period of thirty days or longer; or that are not properly
marked for identification purposes, will be considered abandoned and will be removed from the BEQ area.  All vehicles parked aboard MCAF must have the proper identification stickers clearly visible.


c.  Boats and trailers will not be stored in the BEQ parking
lot.  These items may be parked in the MWR storage lot


d.  Maintenance of automobiles is prohibited in the BEQ parking area.  Automobiles on jacks, with flat tires or otherwise 
inoperable will be towed at the owner's expense.


12.  Car Wash.  Car washing is not permitted at the BEQ.  Use the base car wash.  The only car washes authorized aboard the Air Facility are those authorized for fund raisers.

13.  Room and Personal Gear Identification

a.  Each individual is responsible for having a door card
properly displayed.  This card will be typed by the BEQ Manager

upon check-in.  The door card will be placed at eye level on the
exterior of the room and wall locker doors.  The door card will contain last name, initials, grade, work section/phone number and duty section, night crew if applicable (with date individual started night crew), and be prepared in the following manner:



MARINE


I. M.



SGT



Locker #1/Rack #1



S-4



x2445



DUTY SECTION: 1



NIGHT CREW (DATE) (if applicable)



b.  No other stickers, posters, message boards or graffiti will be displayed on the door.


14.  Storage of Personal Effects.  Storage of personal effects is 
the responsibility of the individual.  Limited space is available in the BEQ.  Residents are encouraged to rent storage lockers in the local area for the storage of excess personal effects.

15.  Bulletin Boards.  The bulletin boards will contain pertinent 
orders and regulations and will be maintained by the BEQ Manager.  A copy of the following will be maintained at all times:


a.  BEQ Regulations


b.  Fire Bill


c.  Request Mast Order


d.  Plan of the Week for HMX-1


e.  Maintenance Request Sheets


f.  Commandant's Statement on Equal Opportunity

16.  Gambling.  Gambling in any form is prohibited.

17.  Tobacco.  Smoking in bed is prohibited.  Smoking and chewing tobacco are only permitted in individual rooms.  Tobacco products
will not be used in common areas.  Residue and byproducts of
chewing tobacco and dip will be put in appropriate containers for  
disposal; do not use trash cans or water fountains for this purpose. If one occupant is a nonsmoker, the room will be designated a non- smoking room.  This is a valid reason to request a room change.

18.  Fire and Open Flame.  The use of any device that presents an open flame or spark (except matches or lighters for smoking) is prohibited.  This includes but is not limited to candles, space heaters, camp stoves, lanterns, insect coils and incense.
19.  Pets.  No pets will be permitted in the BEQ.  The only

exception will be appropriate fish aquariums that do not exceed 20 gallons.  Aquariums that are not kept clean will be removed.

20.  Possession of Weapons.  Possession, storage, use, transfer or sale of any weapons to include: firearms, bows are arrows, air rifles/pistols, BB guns, pellet guns, knives  with blades greater than three (3) inches, knives that open by spring or mechanical means regardless of size, straight razors, metal knuckles, and oriental fighting weapons is prohibited.  For storage of any personal weapons and/or ammunition, contact the MCAF armory located in the BEQ basement.  Requests for exceptions, such as ceremonial swords or karate training equipment, must be submitted in writing to the BEQ Advisory Board for approval.  A copy of approval must be posted on back of door for room inspections.

21.  Narcotics and Drugs.  Possession, use or distribution of
illegal drugs, narcotics, or drug related paraphernalia within

the BEQ is a direct violation of the UCMJ and is prohibited.

22.  Alcoholic Beverages

a.  Only those personnel 21 years of age or older are authorized to possess or consume alcohol as long as the laws that govern their purchase and consumption are obeyed.


b.  Beer, wine-coolers and wine, in amounts not to exceed one (1) six-pack (beer wine, coolers) or one (1) bottle (wine) per person, will be permitted in the room.  No kegs, vats or barrels of beer will be allowed in the BEQ.  Distilled spirits such as gin, rum, vodka, bourbon, or any other bottled liquor whether on display full or empty is prohibited.


c.  The consumption of alcoholic beverages is authorized in BEQ rooms only.  It is not authorized in the common areas, to include hallways or outside the BEQ.


d.  The display of any alcoholic beverage container which glamorizes alcohol use or abuse is prohibited.


e.  Noncommissioned Officers, Petty Officers or the senior
person in each room are responsible for ensuring that only those

persons 21 years of age or older possess or consume alcohol.

23.  Small Appliances.  Appliances; electric or otherwise, that

are primarily designed to heat food or beverages are prohibited

with the exception of personal coffee makers, refrigerators, and

microwave ovens that are less than 1.74 cubic feet in size.

Refrigerators must be kept clean and unlocked. Portable heaters are prohibited.

24.  Restricted Areas.  Personnel are not allowed on the roof or in the attic of the BEQ without the permission of the BEQ OIC.

The RF&P Railroad right-of-way is out of bounds to all military personnel, except at authorized crossings with gates or signs.

25.  Weight Room

a.  Personnel utilizing the weight room will put equipment in its proper storage area at the completion of the workout and will police the area before departing.


b.  Any broken equipment will be reported to the BEQ Manager 
immediately.


c.  The weight room will be locked when not in use.  The key
will be kept by the DNCO at all times. The BEQ Manager will maintain a log book indicating all personnel who sign the key out.  The person who last utilized the room will be responsible for policing the weight room and locking it.

26.  Key Procedures

a.  Room keys will be signed for upon check-in.



b.  Loss of the room key will result in another being made at the occupant's expense.


c.  A second loss of a key will result in a lock change at the occupant's expense and new keys will be issued.


d.  Keys will be returned to the BEQ Manager in accordance with established check-out procedures.
                                                    

27.  Violations.  Repeated room inspection failures, disobedience of this order, or blatant disregard or disrespect for fellow Marines or sailors will be brought to the attention of the Commanding Officer for appropriate disciplinary action.

28.  Electrical Connections.  Residents will not modify, alter or tamper with electrical outlets and fixtures in the BEQ.  Use of UL approved electrical extension cords must be routed so that they are not a trip hazard.  They will not be coiled up, or wrapped around metal objects.  The use of devices that multiply wall sockets thereby causing electrical overloads is prohibited.
29.  Discrimination and Segregation.  Segregation of residents because of race, national origin, color, or religion is prohibited.  Segregation within individual rooms by sex is required.  Women and men will not be assigned to occupy the same room.


30.  Fire Alarms and Smoke Detectors.  Fire alarms and smoke detectors shall not be modified or disabled in any manor.

31.  Dress and Personal Appearance.  Residents shall be fully clothed whenever they are outside of their assigned rooms.

BEQ ROOM CHECK-IN/OUT PROCEDURES
1.  Check-In Procedures

a. All personnel will physically report to the BEQ Manager
for their room assignment and room key.  All personnel will sign

and comply with the room Check-in/Out Room Inventory Sheet as shown in this enclosure.


b. Personnel requiring temporary billeting or who check-in
on weekends/holidays will be assigned to quarters by the Duty NCO 
after checking-in with the HMX-1 SDO.

2.  Check-Out Procedures

a. All personnel are required to physically report to the BEQ Manager as part of their normal check-out procedures.  Check-out will be done with the BEQ Manager Monday through Friday during normal working hours unless otherwise specified.  Departing personnel will be held accountable for lost or damaged property and willful or negligent damage to the room.


b. No military personnel will be detached until all property accounts are settled.  Unit diary entries to start BAQ/VHA will not be made until the BEQ Manager has determined that the individual has complied with the BEQ check-out procedures.  The lower portion of the check-in/out sheet with the BEQ Manager's signature must be turned-in to S-1 before housing allowances are reported on the unit diary.

3.  Room Changes.  Personnel desiring to change rooms must have
the approval of his/her NCOIC to request a room change.  The BEQ OIC has the final authority to approve room changes.  Upon approval, the BEQ Manager will hold a complete inventory and key issue as stated in the Check-in/Out procedures.

BEQ ROOM CHECK-IN/OUT INVENTORY SHEET
_________________________________________________________________

NAME                              GRADE          SSN

_________________________________________________________________

SQUADRON       WORK SECTION
     WORK PHONE #      BEQ ROOM

1.  I have this date _______ been assigned to the above BEQ room.  I have inventoried the following items of government property, for which I am solely responsible:

KEY, ROOM
ROOM #:_________  
LOCKER: A / B    QTY:_______   INIT:_________

KEY, REISSUE
DATE RE-ISSUED:________
INIT:_______

REASON:_____________________________

(SECOND REISSUE WILL BE A PAGE 11 ENTRY) DATE OF OFFENSE:__________








  INVENTORY


  CONDITION

ITEM




SER#

QTY
INIT
EXC
SAT
UNSAT

a. Bunk bed, single
 
_____  

___
____
___
___
___

b. Mattress, single
 
_____  

___
____
___
___
___

c. Bookshelf, bunk
 
_____  

___
____
___
___
___

d. Lamp, bunk bed
 
_____  

___
____
___
___
___

e. Secretary

 
_____  

___
____
___
___
___

f. Chair, desk

 
_____  

___
____
___
___
___

g. Area rug


 
_____  

___
____
___
___
___

h. Refrigerator

 
_____  

___
____
___
___
___

i. Night stand, 1 dr. 
_____  

___
____
___
___
___

j. Night stand, 3 dr. 
_____  

___
____
___
___
___

k. Other


 
_____  

___
____
___
___
___






 
_____  

___
____
___
___
___






 
_____  

___
____
___
___
___

2. I have examined the assigned room including the head & A/C unit and have found the following discrepancies:

_________________________________________________________________

_________________________________________________________________

ROOM DISCREPANCY SHEETS MUST BE FILLED OUT AND TURNED INTO THE BEQ MANAGER, SHEETS ARE LOCATED AT THE DUTY DESK

3.  I have read and understand these regulations. I understand that I am responsible for all government property, both personal and communal, within my assigned room. I further understand that any government property for which I am responsible that is lost, stolen, or damaged must be reported immediately to the BEQ Manager or Duty NCO.

                                  _______________________

                                  OCCUPANT'S SIGNATURE

                                  _______________________ 

                                  BEQ MANAGER'S SIGNATURE

BEQ CHECK-OUT
l. A complete inventory has been conducted this date _______ of all government property for BEQ room #________. The following discrepancies are noted:

__________________________________________________________________________________________________________________________________

_________________________________________________________________

2. I have received ROOM KEY(s) A / B from the detaching BEQ occupant.

                              BEQ MANAGER'S SIGNATURE

                              OCCUPANT'S SIGNATURE 

Copy to S-1 (Unit Diary)

GUIDELINES FOR INSPECTIONS
Barracks 2106


Room _____



  Date __________

OVERALL AREA GRADE
( ) Pass


 ( ) Fail (copy forwarded to Department Head)


ROOM SETUP
_____ Furniture/equipment (item: __________________)

_____ Unacceptable posters/pictures displayed

_____ Electrical outlets overloaded

_____ Gear adrift

_____ Racks not properly made

CLEANLINESS
_____ Dust

_____ Carpet not cleaned/vacuumed

_____ Shower dirty/film

_____ Sink dirty/film

_____ Toilet dirty/stained/film

_____ Head deck dirty

_____ Walls dirty/stained/holes

_____ Deck dirty

_____ Curtains dirty/stained

_____ Mirrors dirty/cracked/broken

_____ Odors

_____ Trash cans not emptied/dirty

_____ Foot gear dirty/improperly displayed

_____ Refrigerator dirty/odors/not defrosted

ADDITIONAL COMMENTS
     _____________________

          Inspector

COMMON AREA INSPECTION GUIDE
DECK _____





DATE __________

( ) Pass





( ) Fail

LAUNDRY ROOMS
_____ Washers not cleaned (soap under lid, etc.)

_____ Dryers not cleaned (lint in filters)

_____ Trash cans not cleaned

_____ Gear adrift

_____ Blinds not dusted

_____ Windows/window sills dirty

_____ Tables and chairs not cleaned

_____ Deep sink not cleaned

_____ Ironing boards not properly stored

_____ Floors not cleaned/waxed/buffed

_____ Walls not cleaned

TV ROOM
_____ Rug not cleaned/vacuumed

_____ Furniture dusty

_____ Trash cans not emptied

_____ Walls dirty

HEADS
_____ Not cleaned/restocked

HALLWAY
_____ Floors not cleaned/waxed/buffed

_____ Exit doors not cleaned (including windows)

_____ Ledges not dusted

_____ Water fountain not cleaned

_____ Fire bottle charged with inspection card attached

_____ Walls not clean

_____ Vents in walls not dusted

DAMAGES NOTED
     __________________

          Inspector

