TENANT ACKNOWLEDGMENT OF UNDERSTANDING                                        Enclosures (1)

 TENANT’S OCCUPANCY GUIDELINES

FOR COAST GUARD HOUSING

1. PURPOSE:  In accordance with Reference (a), this publication has been developed to provide instructions and information for occupants of Coast Guard Housing.  The information, rules and regulations herein have been amended by the Sector Field Office Southwest Harbor Housing Office as necessary to meet local conditions.

2. BACKGROUND:  Insofar as possible, every effort is made by the Coast Guard to provide occupants with a good environment in which to live and a standard of housing comparable with that enjoyed by other citizens having similar responsibilities and income.  Occupants can contribute to the maintenance of good environment by taking the best possible care of the quarters and equipment assigned for their use.

3.  UTILIZATION:  To realize the full benefit of the program, housing units must be occupied as much as possible.  This requires advance planning and careful scheduling of occupant changes, etc.  Quarters are normally assigned to permit use for the greatest possible part of a duty tour.  Normally housing will not be assigned for a period of less than 12 months.

4.  ACTION:  Occupants of Coast Guard housing will familiarize themselves with the contents of this publication and comply with its provisions.  Occupants are encouraged to call the local Housing Office for clarification of any housing questions at 207-244-4225 or 207-497-2200.  Reference (a) is available for review at the local USCG Unit or from the local Housing Office.

5.  CHECK-IN INSPECTIONS:  At the time quarters are assigned, you should make arrangements with the Housing office for a joint inspection of the assigned premises.  You or your dependent (with written concurrence from you) must be present at the time of inspection.  If you have any comments concerning the condition of the unit placed in your custody, you should note your exceptions on the Inspection Form and discuss them with your Housing Representative.  By your signature on these documents, you acknowledge conditions as indicated therein and your acceptance of the unit.  This will in no way preclude you from performing the required cleaning in order to check out of housing or from performing minor maintenance which would normally be required of any tenant renting in the civilian community.

6.  INSPECTIONS CONDUCTED WITH OR WITHOUT TENANT PRESENT:  A specific condition of your assignment to quarters is that you agree to permit the Government and/or the lessor or his agent  (if you live in leased housing), to enter the unit you reside in to inspect, make repairs, or take other action as may be reasonable and necessary.  You are entitled to 24 hours notice before routine visits and inspections are made.  These persons may not enter your home if you or some other member of your family is not home.  In emergencies, vacant or unattended dwellings may be entered by appropriate persons to safeguard property from further damage and to protect life.

7.  PRE-TERMINATION INSPECTION (PRE-MOVE):  You must notify the housing office at least 35days in advance of your intend to terminate government quarters.  At that time the housing office will set a date with you for your PRE-MOVE inspection.  On that date a representative of the local housing office and you will make a joint inspection to determine the condition of the unit and to identify items which require repair or replacement.  The move-in QUARTERS CONDITION INSPECTION REPORT is required to be used as the basis for determining the limit of your responsibility for restoration.

8.  FINAL INSPECTION (MOVE-OUT):
  At the same time you establish your PRE-MOVE date the housing office will also set your MOVE-OUT date.  This inspection can only be held after the unit has been completely cleared of household goods and other personal possessions.  All cleaning and repairs that are the responsibility of the tenant must have been completed.  The member or representative will be present for the final inspection, and if available, the lessor or manager (lease).  The inspection party will inspect the unit to ensure any discrepancies identified in the PRE-MOVE inspection have been properly cleaned and/or repaired.  See section titled PREPARATION FOR FINAL INSPECTION for more details.

If the unit does not conform to the specifications of cleanliness and habitability, you will be required to rectify such conditions.  If this is impractical, you will arrange for the needed work to be accomplished by professional janitorial/contractor services or the property manager (lease only), AT YOUR EXPENSE.  You will not have “cleared” quarters and will remain assigned to those quarters until you pass the final inspection.  Your BAH starting, your PCS move, or separation from service may be in jeopardy until you successfully clear quarters.


9.  ANNUAL INSPECTION:  The housing office is required to conduct a health and safety inspection at lease annually on all Coast Guard owned and leased housing.  The housing officer will give you as much notice as possible in planning for these inspections.

10.  LOSS OR DAMAGE:  You may be held responsible for loss or damage, beyond normal wear and tear, arising from willful or malicious acts or gross negligence while you are living in Government owned or leased quarters.  You will also be held responsible for loss or damage, beyond normal wear and tear, arising from willful or malicious acts or gross negligence caused by your dependents, guests, or pets.  You will be held financially responsible and shall either repair/replace the property personally, contract for repair/replacement, or reimburse the Government for the cost of repair/replacement.  A detailed inspection will be made when you move in or out of housing.  Your assignment to and responsibility for your housing are not ended until the quarters are returned clean, repaired or restored, or until you have paid for the work that is needed, where that is appropriate.

11.   CLAIMS BY OCCUPANT FOR LOSS OR DAMAGE:  If you are in Government owned or leased quarters, you may file claims for loss or damage to your personal property located at such quarters, provided such damage is not caused by your own negligence.

12.   ABSENCE FROM QUARTERS:  Inform the Housing office when you will be away from home for more than 96 hours.  Inform the local Housing Office when you are leaving and how long you will be gone.  For extended periods of time (more than 14 days) a written notice is required.  Set heating thermostats at 55 or lower.

13.   SUBLETTING:  Use quarters to which you are assigned only as a private residence for you and your family.  Do not sublet or receive remuneration for shelter from others for quarters assigned to you by the Government.

14.   GUESTS:  Prior written requests to have guests reside in quarters more than 30 days must be submitted to the Housing office for approval.  If you are in Unaccompanied Personnel Leased Housing, don’t permit anyone to visit you overnight unless you obtain the mutual consent of all other Coast Guard personnel residing with you.

15.   GUN CONTROL:  Obey Federal, State and local Government statutes and ordinances concerning firearms, including BB guns and pellet guns, their possession, use and storage, etc.  Notify the Housing office if you wish to keep any of the above in Government housing.

a. Discharging, brandishing, or any other misuse of a firearm, including air rifles, BB guns

or pellet guns is prohibited.

b. Weapons and ammunition will not be stored in the same room unless locked in an appropriate storage container.

c. Other munitions, such as hand grenades, bombs, blasting caps, etc. will not be permitted

In Government owned or leased quarters.

WEAPONS OTHER THAN FIREARMS:
  The below listed weapons are defined as lethal or dangerous and their use in any Government owned or leased housing area is prohibited:


Bow and arrows


Spear Guns


Swords


Martial arts weapons


All other objects classified by state, local or federal officials as weapons.

16.   PETS:  See attached Pet Policy.

17.   INSURANCE:  Do consider insurance coverage or renters insurance.  Such a policy not only gives protection for damages you might cause to property, but also covers your personal property.  Insurance is required for aquariums over 20 gallons and waterbeds.

18.   VEHICLES AND PARKING:  Parking shall be limited to vehicles owned by the occupants and their casual guest.  The term “vehicles” applies, but is not limited, to such items as cars, trucks, trailers, boats, motorcycles and power-operated scooters.  No vehicles will be driven across, left standing or parked upon the lawns and walkways surrounding a Government unit unless you have written permission from the Housing office.  Although minor repairs may be made to vehicles, no vehicles shall be stored, parked, or disassembled in any one spot for more than 30 days.  The use of unregistered vehicles, ATV’s, snowmobiles etc., are not allowed in the Government housing area.  RV’s are not permitted to use housing utilities.

19.   OPERATION OF A FAMILY DAY CARE HOME:  A Family Day Care Home is defined as any private residence which, on a regular basis receives children for temporary custody and care during part or all of the day.  Family Day Care Home does not mean a private residence used for informal cooperative arrangement among neighbors or relatives, or the occasional care of children with or without compensation therefore.

Occupants of Coast Guard owned or leased property may operate a “Family Day Care Home” provided the following criteria are met.

a. The Family Day Care Provider and any assistance meet the requirements of the state in which the property is located.

b. The Family Day Care Home is licensed/certified /approved as required by the state in which the property is located.

c. The owner of Coast Guard Leased property has authorized Family Day Care operation on their property.

d. The Family Day Care Provider obtains Liability Insurance in the minimum amount of $300,000 in Liability Insurance to protect the property owner (USCG or civilian lessor).

e. The Family Day Care Provider has conformed to COMDTINST M1754.6

20.  LEASE AGREEMENTS:  The dwelling in which you have been assigned is held from year to year, subjected to the renewal terms outlined in the lease agreement.  The Government can terminate the lease at any time by giving at least 30 days notice in writing to the lessor.  You are required to abide by all laws, ordinances, and provisions put out by the apartment, townhouse complex or management company.  Coast Guard personnel and their families should maintain a good relationship with the landlord (lessor), which will reflect on our image in the local community.

21.   TERM OF OCCUPANCY:  Occupancy is not guaranteed for any specific length of time.  Changes in the Leased Housing Program could make it necessary to cancel your assignment to housing at the end of or during the fiscal year.  Should a phase-out become necessary for your quarters, you will be advised at the earliest possible time.  You will be given the opportunity to stay in the quarters and pay for them yourself, if at all possible, or the Housing office will help you find other housing.

22.    CHANGES IN FAMILY COMPOSITION:  If your qualifications for leased housing increases (for instance, if you are a married member and you acquire an additional dependent, you qualify for a larger leased housing unit), the Coast Guard will attempt to meet your additional requirements.  If a unit is not available immediately, the housing office will try to accommodate you at the end of the fiscal year when your current lease expires.  Be aware that if you desire to move into a larger unit, your move must be entirely at your own expense, whether you reside in Owned or Leased housing.

23.   CUSTODIAL MAINTENANCE:  Occupants can expect repairs, replacements and adjustments to be performed to their unit by the property owner or station forces.  You will be responsible to perform small, minor maintenance of the type and nature, which would be expected of any tenant residing in the outside community.  See section titled MAINTENANCE in Reference (a), for a more detailed listing of requirements.

24.    WATERBEDS:  Waterbeds are not normally allowed in Government leased housing unless specifically permitted by the lessor who absolves the Government of any damage claims resulting from the existence of waterbeds in the unit.  Contact the Housing office to request authorization to have a waterbed in Government owned housing.  Requests for installation of a waterbed in either Government owned or leased housing must include a copy of your renter’s insurance policy clearly showing coverage for a waterbed, amount of coverage and expiration date.





I acknowledge and understand the above:_____________________________

*  When damage occurs or a need arises for work to be done on your Housing Unit.        A work order may be filled out and placed with Sector Field Office Southwest Harbor Housing Office.  

