2016 Basic Allowance for Housing (BAH) Data Collection Process Updates:

This year’s data collection process will be mostly the same as 2015, the Defense Travel Management Office (DTMO) and the contractor commissioned to lead the BAH data collection efforts, Robert D. Niehaus (RDN), have made a few changes aimed to further streamline data collection and communication between stakeholders. The complete 2016 BAH Collection Process Guide can be found below. MHOs should already be familiar with this document. 




Process changes:

1. The contractor now has a single MHO coordinator to address questions and concerns.

2. The data exchange of Homes.mil data with MHO Portal has been suspended.  
MHOs may continue to find suitable rentals for BAH through HOMES.mil, however, the data must be manually added to the MHO Portal.

3. Primary MHOs are now able to notify RDN, Regional Representatives, and Service Representatives that they have reviewed and approve of their MHA’s census tract exclusions prior to the 1st Milestone.

4. RDN has also added checkboxes on the Unit Form for “Broker’s Fee” to indicate whether or not the monthly rent input on the Portal includes a pro-rated broker’s fee (only applies in MA, NJ & NY).

5. RDN has added checkboxes and a timestamp to the Contact Form for “Website Up-to-Date.” RDN will use these fields as part of the verification process to better track whether or not the Contact’s website has current and accurate information on rental listings.

6. There is a new field in the Unit data table indicating which MHO has the responsibility to review the Unit.

7. The Summary Report, used by Service and Regional Representatives to monitor data collection real time, was redesigned this year to include more information.

8. In an effort to provide improved guidance for MHOs and RDN regarding suitability criteria, DTMO and RDN are developing guidelines for unit size (square footage) specific to each MHA and housing profile.

The 2016 BAH Data Collection time-line below applies:

Now:
1. Census Tracts are reviewed in the MHO Portal.  Primary MHOs shall designate tracts as either included or excluded for data collection. RDN will not collect additional rental data from excluded census tract areas.  Review must be completed by 6 May 2016.
2. Real Estate Professional (REP) contact information is collected and entered into the MHO Portal. MHOs shall provide accurate and reliable contact information for REPs familiar with the local market.  MHOs should aim to initially provide at least 50 quality Contacts by 6 May 2016.
3. RDN enters rental data and contact information in early start MHAs into the MHO Portal. MHOs in these areas may also add available units now.

1 Apr 2016: Official start of regular rental data collection period.
1. MHOs begin adding properties into the MHO Portal.
2. Rental data collected by RDN will be available for review in the MHO Portal. MHOs should monitor, accept or flag the rental listings collected by RDN on an ongoing basis through 19 Aug 2016.
3. RDN begins verification of MHO properties.
4. Census Tracts continue to be reviewed and designated.
5. REP contact information continues to be collected and entered into the MHO Portal.

6 May 2016: First MHO Progress Review Milestone.
1. Census tract review is complete.
2. Contact and rental information continues to be collected by RDN and MHOs. MHOs also continue to monitor and review rental listings collected by RDN.

7 May - 22 Jul 2016:
1. Second MHO Progress Review Milestone is 10 Jun 2016. Collection and verification process continues.
2. Third MHO Progress Milestone is 22 Jul 2016. Collection and verification process continues. Deadline for MHOs to add new unit data is 22 Jul 2016.

23 Jul – 26 Aug 2016:
1. 23 Jul - 12 Aug 2016: RDN (only) will continue to collect data. 
2. 13 Aug - 19 Aug 2016:
(a) MHOs continue to review RDN collected data 19 Aug 2016.
3. 20 Aug - 26 Aug 2016:
(a) RDN will end its final quality assurance review on 26 Aug 2016. 
 Resources:
1. The MHO Portal provides interactive MHA maps, process guides, tutorials, and links for designating census tracts and submitting/verifying data.
2. USPS.com provides tools to verify property addresses.  No property should be submitted that is not verifiable in the postal service database.
3. Google Maps (street view) can be used to evaluate the condition and surrounding location of a property considered for submission if unable to physically view a property.
4. Office Communicator Live-Meeting can be used to train and provide real-time feedback to units to ensure quality submissions.

Other Responsibilities:

1. Area Housing Officers (AHO) track unit(s) progression through the final milestone for their AOR and provide assistance as appropriate. Provide quality assurance reviews and regional assistance. Identify and address training needs for the MHO POCs.

2. PSC-PSD-fs will provide assistance, perform quality assurance, track overall process progression, and provide feedback to AHOs. A member(s) of the staff will attend the All Service Data Review meetings after first MHO Progress Review Milestone.
3. RDN will maintain the MHO Portal; provide user access, process guide and training opportunities to MHO POCs; collect and post rental data into the MHO Portal; verify rental units added by MHOs on an ongoing basis; analyze MHO progress; and provide technical and customer support.

Recommendations to MHO POCs:

1. Become familiar with the RDN MHO Portal now.
2. Verify census tract exclusions now.
3. Submit contact information for Real Estate Professionals (REP) now.
4. Provide regular progress reports and a final brief to command cadre.
5. Participate in the 12 April online training if you were not able to attend an on-site training session. Information is available on the MHO Web.
6. Seek assistance from your AHO and PSC-PSD-fs as needed. A regular dialogue will ensure process success in your MHA.

Additional information regarding BAH, including FAQs, rates, and a BAH Educational Primer can be found at: http://www.defensetravel.dod.mil/site/bah.cfm

For questions or information regarding execution of this process within your MHA, contact your supporting AHO.

PSC- PSD-fs POCs:
Mr. John Rusch at 757-628-4797 Mr. David Marchuk at 510-437-6634
 (
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The two components of BAH: 
(1) Median rental cost 
(2) Average utilities cost 


“BAH is a US-based allowance 
prescribed by geographic duty 
location, pay grade, and 


dependency status. It provides 
uniformed service members 
equitable housing compensation 
based on housing costs in local 


civilian housing markets within the 
US when government quarters are 
not provided.” —DTMO 


 INTRODUCTION 1.0


This Process Guide provides background information and procedures on the Basic Allowance for Housing 


(BAH) data collection program as well as instructions for using the Military Housing Office (MHO) Portal.  


BAH is defined by the Defense Travel Management Office (DTMO) as “a US-based allowance prescribed 


by geographic duty location, pay grade, and dependency status. It provides uniformed service members 


equitable housing compensation based on housing costs in local civilian housing markets within the 


United States when government quarters are not provided.” 


The two components of BAH are (1) rent and (2) utilities, 


including electricity, heat, and water/sewer. BAH rates aim to 


accurately reflect median-priced rental costs and average 


utility costs for suitable-quality housing within each of the 303 


Military Housing Areas (MHAs) in the United States. Detailed 


information on the BAH program including the BAH Primer can 


be found on the DTMO web site:  


http://www.defensetravel.dod.mil/site/bah.cfm 


BAH is an important and high-profile program which affects 


many different aspects of the DOD. It is instrumental in influencing the ability of service members and 


their families to obtain suitable-quality housing and impacts critical decisions regarding recruitment and 


retention of the force. BAH also significantly influences the budgetary and financial decisions of the 


DOD, individual service members and their families, and everyone in between.  


The BAH program depends on active participation from MHOs 


nationwide. MHOs, familiar with the intricacies of the rental housing 


market surrounding their respective installations, help RDN collect and 


review the rental data that will directly impact the determination of 


fair and accurate BAH rates. To this end, it is RDN’s goal to offer MHOs 


transparent and comprehensive support to facilitate all aspects of BAH data collection. We at RDN are 


looking forward to another year of collaborating with MHOs to provide a vital service to DOD and 


service members nationwide. 


1.1 CHANGES IN 2016 


The data collection process will largely remain the same this year. However, there are some noteworthy 


changes listed below. 


RDN MHO COORDINATOR 


All MHOs now have the same primary contact at RDN, the MHO Coordinator, to resolve their MHA-


specific questions/concerns, such as RDN Verification and Flag Review decisions. Please see Section 3.2 


Account Settings & Permissions for the 2016 MHO Coordinator’s contact information. The nationwide 


MHO Coordinator replaces the support roles of RDN’s East/West Regional Managers of prior years. RDN 


will also maintain the same customer service and technical support phone and email for general 



http://www.defensetravel.dod.mil/site/bah.cfm
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questions regarding the BAH data collection process or MHO Portal. MHOs may contact BAH Customer 


Service toll-free at (805) 350-4888 or email BAH@rdniehaus.com. 


SUSPENSION OF HOMES.MIL DATA EXCHANGE 


The Navy, in cooperation with the other services, introduced HOMES.mil in December 2014 as a public-


facing module of the Enterprise Military Housing (eMH) system for private-sector referrals near military 


installations. A process was implemented in April 2015 for MHOs to export rental listings from 


HOMES.mil and send them to RDN to add on the MHO Portal. Unfortunately, these exchanges proved 


problematic—most of the HOMES.mil properties RDN received were already on the MHO Portal or had 


outdated information that could not be updated/verified. In light of these issues, RDN will no longer 


accept HOMES.mil reports in 2016. MHOs may continue to find suitable rentals for BAH through 


HOMES.mil, however, MHOs must manually add these data to the MHO Portal. 


MHO CENSUS TRACT EXCLUSIONS REVIEW PROCESS 


Primary MHOs are now able to notify RDN, Regional Representatives, and Service Representatives that 


they have reviewed and approve of their MHA’s census tract exclusions prior to the 1st Milestone. In 


previous years, only modifications to the tract’s exclusion status were tracked on the MHO Portal. These 


changes were recorded in the Census Tract table’s “Date Modified” field. Now, in addition to the “Date 


Modified” field, the Census Tract table also has a “Date Reviewed” field. The Primary MHO in an MHA 


can update the “Date Reviewed” to the current date for all tracts by clicking the “Update Date 


Reviewed” button at the top of the Census Tract table. This new feature allows Primary MHOs to quickly 


certify that they have reviewed and approve of their census tract exclusions, even if no tracts have 


changed. Your service’s Regional and Service Representatives can view the Date Reviewed for all MHAs 


in their area of responsibility in the Summary Report found under the Data & Reports menu. Please see 


Section 5.3 Reviewing Census Tract Exclusions for more information. 


“BROKER’S FEE” FIELD – ONLY APPLIES TO MHAS IN MA, NJ, & NY 


RDN has also added checkboxes on the Unit Form for “Broker’s Fee” to indicate whether or not the 


monthly rent input on the Portal includes a pro-rated broker’s fee. For example, if the nominal rent is 


$1,000 and there is a one-time broker’s fee of $500, then RDN would input a monthly rent of $1,042, 


which is equal to the $1,000 rent plus the $500 fee divided over 12 months. RDN would then also check 


the “Broker’s Fee Included” box to record that the monthly rent includes the pro-rated broker’s fee. 


Broker’s fees for rentals typically only apply to MHAs in the states of MA, NJ, and NY. This field is only 


editable by RDN staff as part of the verification process and is only visible to MHOs in these states. 


“WEBSITE UP-TO-DATE” FIELD 


RDN has added checkboxes and a timestamp to the Contact Form for “Website Up-to-Date.” RDN will 


use these fields as part of the verification process to better track whether or not the Contact’s website 


has current and accurate information on rental listings. This field is only editable by RDN staff but is 


visible to MHOs. 



mailto:BAH@rdniehaus.com
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“REVIEWER” FIELD 


There is a new field in the Unit data table indicating which MHO has the responsibility to review the 


Unit. While there is already a “Needs Review” button on the table to see which Units the user needs to 


review, the “Reviewer” field enables MHOs to quickly see who is responsible for reviewing other units in 


the MHA. The “Reviewer” field also enables Regional and Service Representatives to determine which 


Approved Units specifically their MHOs need to review. 


MHO SUMMARY REPORT 


Regional and Service Representatives can use the Summary and Rental Listings Reports on the MHO 


Portal to monitor data collection progress in real-time. The Summary Report was redesigned this year to 


include more information, including a summary of RDN attempts to call Contacts (Successful, Unable to 


Verify, Not Contacted, New Contact, and In Progress), the number of units by Verification Status 


(Approved, Denied, Unable to Verify, or Pending) , MHO Review Status (Accept or Flag), and RDN Flag 


Decision (Uphold or Overturn). 


UNIT SIZE GUIDELINES 


In an effort to provide improved guidance for MHOs and RDN regarding suitability criteria, DTMO and 


RDN are developing guidelines for unit size (square footage) specific to each MHA and housing profile. 


MHOs will be able to access their own MHA’s guidelines through the Data & Reports menu. RDN will 


post this information as well as an explanation of the methodology before regular data collection begins 


on 1 April. More information on these guidelines can be found in the “Unit Size Guidelines” portion of 


Section 4.5 Suitability Standards. 
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 BAH DATA COLLECTION ROADMAP 2.0


In this section, MHOs will find information on the BAH data collection timeline, on-site and online 


training opportunities, and a summary of RDN and MHO responsibilities.  


2.1 BAH TIMELINE 


Figure 2-1 displays a timeline of responsibilities for MHOs, RDN, and DTMO. It is not all-inclusive, but has 


major tasks outlined to provide a general roadmap for all stakeholders.  


Figure 2-1: 2016 BAH Program Timeline 


 


Figure 2-2 shows key dates in the 2016 BAH Data Collection timeline. There will be three Milestones (6 


May, 10 June, and 22 July) to formally demarcate progress and assess the needs of each MHA. MHO 


data collection ends on the 3rd Milestone, 22 July. RDN will use the remaining three weeks of the data 


collection period to verify MHO-submitted data and collect additional data as needed until 12 August. 


MHOs then have one additional week (15-19 August) to finish their review before RDN finalizes and 


sends the data to DTMO to determine BAH rates.   


2016


Submit Contacts*


1st BAH Training Session (TBD) 18 Feb


2nd BAH Training Session (TBD) 01 Mar


3rd BAH Training Session (TBD) 10 Mar


4th BAH Training Session(TBD) 22 Mar


Webinar #1 (Defense Collaboration Services) 08 Mar


Webinar #2 (Defense Collaboration Services) 12 Apr


Online Q&A Before Milestone 1 03 May


1st MHO Milestone 06 May


Online Q&A Before Milestone 2 07 Jun


2nd MHO Milestone 10 Jun


Online Q&A Before Milestone 3 19 Jul


3rd MHO Milestone 22 Jul


Review RDN Data


BAH Training


Utility Cost Analysis


Rental Data Collection†


Verification of MHO-Submitted Data


Total Housing Cost Estimates Preparation


Technical and Customer Support


Rate Calculation


2017 BAH Rates Approved


*MHOs may submit Contacts at any time. MHOs may submit Properties and Units until the 3rd Milestone, 22 July.


†Data collection for "Early Start" MHAs may begin as early as 1 February.


RDN RESPONSIBILITIES


MHO RESPONSIBILITIES


DTMO RESPONSIBILITIES


DECJAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV
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Figure 2-2: Key Dates 


 


2.2 BAH TRAINING 


Whether you are new to BAH data collection or have been involved for many years, MHOs are highly 


encouraged to attend one of four on-site training sessions for the most up-to-date information 


regarding the BAH process. MHOs who are unable to attend on-site training also have the option to join 


one of two condensed online webinars. Please see below for this year’s training dates and information. 


MHOs can also find short instructional videos, summary guides, and DTMO’s BAH Primer on the MHO 


Portal under the Training menu. 


ON-SITE TRAINING 


All BAH program POCs who are capable of attending a one-day on-site training session are encouraged 


to do so. There is no fee to attend training, but all transportation and lodging costs must be funded by 


the MHO. The 22 March training session will be held at Naval Station Norfolk in consideration of travel-


restricted personnel.  


We will review the roles/responsibilities of BAH program stakeholders, the ins and outs of the BAH data 


collection process, and how to use the MHO Portal. Please note that area property managers and 


private partner (PPV/RCI) employees are not permitted to attend BAH training.  


MHOs can register for 2016 on-site training at: https://www.surveymonkey.com/r/BAHTraining2016 


If you are registering more than one attendee from an installation (limit four per installation) you will 


need to register each attendee separately. Once you have completed the registration for the first 


attendee, please use the same link listed above to begin the registration for additional attendees. This 


will help us ensure there is sufficient space available at each venue. Figure 2-3 provides information on 


the schedule, venue, and transportation for each of the on-site training sessions. 


  


Date Description


1 Feb Data Collection Begins for "Early Start" MHAs


1 Apr Data Collection Begins for Regular MHAs


6 May 1st Milestone


10-11 May Services Review MHO Census Tract Exclusions


10 Jun 2nd Milestone


22 Jul 3rd Milestone (End of MHO Data Collection)


12 Aug End of RDN Data Collection/ Verification


19 Aug End of MHO Review of BAH Data


26 Aug Final QA (RDN concludes Flag Review)



https://www.surveymonkey.com/r/BAHTraining2016
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Figure 2-3: 2016 On-Site Training Sessions 


1. TRAINING SESSION #1 – PHOENIX, AZ 
a. Date and Time: Thursday, 18 February 2016, 0800-1600 
b. Venue: Embassy Suites Phoenix Airport 
c. Website:  http://embassysuites.hilton.com/en/es/groups/personalized/P/PHXTHES-RDN-


20160217/index.jhtml?WT.mc_id=POG  
d. Phone: (602) 824-1455; specify “BAH Training” group  
e. Government Rate: Yes, $161 plus tax (expires 3 February) 
f. Room Block: Yes, specify “BAH Training” group 
g. Transportation: 24-hour complimentary airport shuttle service to nearby Phoenix Sky 


Harbor International Airport. Complimentary self-parking, Complimentary standard 
internet. Call hotel for details. 


 
2. TRAINING SESSION #2 – NEW ORLEANS, LA 


a. Date and Time: Tuesday, 01 March 2016, 0800-1600  
b. Venue: Doubletree Hotel New Orleans Airport 
c. Website: http://doubletree.hilton.com/en/dt/groups/personalized/M/MSYKNDT-RDN-


20160229/index.jhtml?WT.mc_id=POG  
d. Phone: (504) 467-3111; specify “BAH Training” group 
e. Government Rate: Yes, $139 plus tax (expires 12 February) 
f. Room Block Availability: Yes, specify “BAH Training” group 
g. Transportation: Free shuttle from Louis Armstrong New Orleans International Airport. 


Discounted hotel parking at $3.00. Call hotel for details. 
 


3. TRAINING SESSION #3 – PORTLAND, OR 
a. Date and Time: Thursday, 10 March 2016, 0800-1600 
b. Venue: Courtyard Portland Airport 
c. Website: http://www.marriott.com/hotels/travel/pdxca-courtyard-portland-airport/  
d. Phone: (503) 252-3200; specify “BAH Training” group 
e. Government Rate: Yes, $151 plus tax 
f. Room Block Availability: Yes, specify “BAH Training” group (expires 22 February) 
g. Transportation: Free shuttle from Portland International Airport. Complimentary self -


parking. Call hotel for details. 
 


4. TRAINING SESSION #4 – NORFOLK, VA 
a. Date and Time: Tuesday, 22 March 2016, 0800-1600 
b. Venue: Ely Hall, Naval Station Norfolk, 9075 5th Avenue, Norfolk, VA 23511 
c. Website: Please contact Ely Hall directly for information. Installation map: 


http://www.discovermwr.com/media/maps/navstanorfolk_basemwrmap.pdf  
d. Reservation: Amy Avendano at 757-394-9164 x 1004 or amelita.avendano@navy.mil 
e. Lodging Rate: $58.00 
f. Room Block Availability: Yes, specify “BAH Training” group 
g. Transportation: Attendees are responsible for their own transportation. Ely Hall is 


approximately a 15 minute taxi/shuttle from Norfolk International Airport. Rental cars are 
available at the airport. Attendees must have a Common Access Card (CAC) to access the 
installation. Please call Ely Hall for more information. 



http://embassysuites.hilton.com/en/es/groups/personalized/P/PHXTHES-RDN-20160217/index.jhtml?WT.mc_id=POG

http://embassysuites.hilton.com/en/es/groups/personalized/P/PHXTHES-RDN-20160217/index.jhtml?WT.mc_id=POG

http://doubletree.hilton.com/en/dt/groups/personalized/M/MSYKNDT-RDN-20160229/index.jhtml?WT.mc_id=POG%20

http://doubletree.hilton.com/en/dt/groups/personalized/M/MSYKNDT-RDN-20160229/index.jhtml?WT.mc_id=POG%20

http://www.marriott.com/hotels/travel/pdxca-courtyard-portland-airport/

http://www.discovermwr.com/media/maps/navstanorfolk_basemwrmap.pdf

mailto:amelita.avendano@navy.mil
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DCS WEBINAR TRAINING 


In addition to the four on-site training sessions, there will also be two Webinars hosted on Defense 


Collaboration Services (DCS). We will walk through each of the major components of the MHO Portal, 


give tips that will help you better manage your data, and hold a question and answer session. To join the 


webinar, enter the corresponding Meeting URL listed below into your browser. It is important to note 


that RDN has no affiliation with DCS. If you are unable to connect through DCS, please contact the DCS 


Help Desk at: disa.dscc.eis.mbx.dcs-support@mail.mil or call 1-844-DISA-HLP (1-844-347-2457) (Option 


4 for DCS, then press Option 1 for help resetting your password or stay on the line for technical 


assistance). 


Webinar #1: 08 March 2016, 1000-1200 PST 
Meeting URL: https://conference.apps.mil/webconf/2016BAHTrainingWebinar1 
 
Webinar #2: 12 April 2016, 1000-1200 PST 
Meeting URL: https://conference.apps.mil/webconf/2016BAHTrainingWebinar2 


Users may also find the following documents useful for getting started with DCS (may require CAC login): 


DCS Fact Sheet http://www.disa.mil/~/media/Files/DISA/Fact-Sheets/DCS.pdf 


DCS Quick Start Guide 
https://disa.deps.mil/disa/org/es7/DCS/Shared%20Documents/DCS_IP_
v2.0_Docs/Web_Meeting/DCS_Quick_Start.pdf 


DCS Training Info  
 


https://disa.deps.mil/disa/org/es7/DCS/SitePages/v2.0/Training/Trainin
g.aspx 


DCS MILESTONE Q&AS  


In addition to the DCS Webinars, RDN will also hold three one-hour question and answer sessions on 


DCS a few days before each of the three data collection Milestones. These Q&As will be an opportunity 


for BAH stakeholders to review their goals and responsibilities as well as ask questions in an open forum. 


Participants do NOT have to register for the Milestone Q&As—simply click the URL below to join the 


Q&A when it is active. Please join the webinar 5-10 minutes before the scheduled start time to ensure 


your video and audio set up are working properly.  


Milestone Q&A #1: 03 May 2016, 1000 PST 
Meeting URL: https://conference.apps.mil/webconf/BAHMilestoneQA1  
 
Milestone Q&A #2: 07 Jun 2016, 1000 PST 
Meeting URL: https://conference.apps.mil/webconf/BAHMilestoneQA2  
 
Milestone Q&A #3: 19 Jul 2016, 1000 PST 
Meeting URL: https://conference.apps.mil/webconf/BAHMilestoneQA3  


  



mailto:disa.dscc.eis.mbx.dcs-support@mail.mil

https://conference.apps.mil/webconf/2016BAHTrainingWebinar1

https://conference.apps.mil/webconf/2016BAHTrainingWebinar2

http://www.disa.mil/~/media/Files/DISA/Fact-Sheets/DCS.pdf

https://disa.deps.mil/disa/org/es7/DCS/Shared%20Documents/DCS_IP_v2.0_Docs/Web_Meeting/DCS_Quick_Start.pdf

https://disa.deps.mil/disa/org/es7/DCS/Shared%20Documents/DCS_IP_v2.0_Docs/Web_Meeting/DCS_Quick_Start.pdf

https://disa.deps.mil/disa/org/es7/DCS/SitePages/v2.0/Training/Training.aspx

https://disa.deps.mil/disa/org/es7/DCS/SitePages/v2.0/Training/Training.aspx

https://conference.apps.mil/webconf/BAHMilestoneQA1

https://conference.apps.mil/webconf/BAHMilestoneQA2

https://conference.apps.mil/webconf/BAHMilestoneQA3
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2.3 BAH RESPONSIBILITIES 


The lists below summarize the major duties for MHOs and RDN during the 2016 data collection process. 


Please note that your service/command may have service- or unit-specific guidance for BAH that 


requires you to fulfill additional duties not listed here. 


 


 


  


MHO Duties 


1. Read DTMO’s BAH Primer and the 2016 BAH Data Collection Process Guide. 


2. View and update your contact information on the Account Settings Page of the MHO Portal.  


3. View MHA Map 


4. Coordinate with Primary or Secondary MHOs (if applicable) and/or installation leadership.  


5. Register for on-site training or attend DCS Webinar. 


6. Review Census Tract Exclusions by 1st Milestone (Primary MHOs only) 


7. Update/add information for Contacts, Properties (optional), and Units (optional) as 


necessary. The goal is for each MHA to have at least 50 good-quality Contacts by the 1st 


Milestone. 


8. Review (Accept or Flag) Approved Units throughout the data collection period.  


RDN Duties 


1. Verify MHO-added Units. 


2. Update rent and other data for Units successfully collected in previous years.  


3. Collect new Units as needed throughout the data collection period.  


4. Review MHOs’ Census Tract Exclusions after 1st Milestone. 


5. Provide technical support to MHOs, Regional Representatives, and Service Representatives. 


6. Determine utility costs by MHA and present to MHOs mid-July. 


7. Review Flag Reasons provided by MHOs. 


8. Deliver final data to DTMO in early September. 
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Go through your chain of 
command before contacting 
your Service Rep or Regional Rep 
with service-specific questions. 


 
For all other questions please 
contact BAH Customer Service:  


 BAH@rdniehaus.com 
 1-800-350-4888 


2.4 BAH PROGRAM LEADERSHIP & CONTACT INFORMATION 


Service Representatives and Regional Representatives are available to handle service-specific 


questions, arbitrate BAH policy and data collection issues, and designate MHO POCs, among other 


duties. All MHO POC changes must be approved by your Service Representative through your chain of 


command. Regional and Service Representatives can change the 


POCs through the MHO Directory on the MHO Portal. The 


contact information for Service Representatives (see Table 2-1) 


and Regional Representatives are also listed in the Portal’s MHO 


Directory. 


Additionally, RDN has an MHO Coordinator available to answer 


questions about RDN data collection, verification, or using the 


MHO Portal. MHOs may find contact information for the RDN 


MHO Coordinator in the MHO Directory under the My RDN Rep 


tab. The 2016 MHO Coordinator’s information is also shown in 


Table 2-1. 


Table 2-1: BAH Service Representatives & RDN MHO Coordinator 


Service Name Phone Number Email 


Air Force MSgt Dwayne Norman (240) 612-4255 dwayne.a.norman2.mil@mail.mil 


Army Vince Gallman (703) 692-6819 Vincent.f.gallman.civ@mail.mil 


Coast Guard Pete Bekken (202) 475-5398 Peter.q.bekken@uscg.mil 


Marines 1stLt Trae Mann (703) 784-9388 Trae.mann@usmc.mil 


Navy LT Amy Younger (703) 604-5477 Amy.younger@navy.mil 


RDN Betsy Schmitt (805) 284-0526 Elizabeth@rdniehaus.com 


 


  



mailto:BAH@rdniehaus.com

mailto:dwayne.a.norman2.mil@mail.mil

mailto:Vincent.f.gallman.civ@mail.mil

mailto:Peter.q.bekken@uscg.mil

mailto:Trae.mann@usmc.mil

mailto:Amy.younger@navy.mil

mailto:Elizabeth@rdniehaus.com
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 THE MHO PORTAL 3.0


The MHO Portal is the platform for information and data sharing among MHOs, RDN, DTMO, and other 


designated users. Only pre-approved users may access the MHO Portal. New MHO POCs must be 


approved by your Service Representative through your chain of command. Once authorized, MHOs are 


encouraged to share login information with other DOD employees in their office who assist with the 


BAH process. 


However, under no circumstances share your MHO Portal account information with a privatized housing 


partner/contractor or others who are not directly involved in BAH data collection. We understand that 


many MHOs have great working relationships with their privatized housing partners, and that these 


partners are often well-intentioned in their willingness to help with BAH data collection. Nonetheless, 


BAH rates are a big driver of private partners’ annual revenue, and MHOs must do their part to protect 


sensitive information related to the BAH program as well as protect the BAH program from even the 


possibility of undue access or manipulation. 


The MHO Portal URL: https://www.defensetravel.dod.mil/mho/ 


Figure 3-1 is a sitemap for the MHO Portal showing the major pages accessible by MHOs. Regional  and 


Service Representatives have access to the additional Summary & Rental Listings Report and Regional 


Report page under the Reports menu, which summarize the MHO Portal activity of MHOs and Regional 


Representatives, respectively, including date of last login, total number of logi ns, etc. The Summary & 


Rental Listings Report also includes the verification and review status of MHOs’ Contacts, Properties, 


and Units. 



https://www.defensetravel.dod.mil/mho/
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Figure 3-1: MHO Portal Site Map 


 
Notes: *Will be posted by 1 April 2016 


**The Summary & Rental Listings Report and Regional Report are only visible to Regional 
Representatives, Service Representatives, and DTMO. 
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Only pre-approved users may 
access the MHO Portal. New 
MHO POCs must be approved 
by your Service Rep through 
your chain of command. 


3.1 ACCESSING THE MHO PORTAL 


Authorized MHOs are encouraged to share login information with other DOD employees in their office 


who assist with the BAH process. All MHO points-of-contact (POCs) must be approved by your service, 


though approved users are welcome to share their login information with others in their office if more 


than one person is working on BAH data collection. Regional and Service Representatives are authorized 


to make the POC changes directly on the Portal through the MHO Directory. 


Once your service has approved a POC for MHO Portal access,  the 


process for accessing the MHO Portal is slightly different depending 


on whether the POC is replacing someone in their office who 


previously had access to the MHO Portal (Existing MHOs) or this is the 


first year the MHO/installation will have MHO Portal access (New 


MHOs). 


EXISTING MHOS 


MHOs that participated in the BAH survey last year and had access to the MHO Portal will use the same 


MHO Portal account this year. In the event that there is a new POC for an MHO, the new POC must be 


approved by their Service Representative (see Table 2-1 for contact information) for approval. Once 


approved, a Regional or Service Representative will use the MHO Directory to re -assign the account to 


the new POC. The MHO Portal will automatically email the new POC a temporary password they can use 


to log in and change the password and security questions. If an MHO’s POC did not change from last 


year, his or her login information remains the same. 


NEW MHOS 


If your Service Representative has authorized you to access the MHO Portal, but your MHO did not 


participate in the BAH survey last year, you will need to create a new MHO Portal account. Navigate to 


the MHO Portal at https://www.defensetravel.dod.mil/mho to create an account. You will be 


automatically directed to the Login page (see Figure 3-2). Click the Create New Account link in the 


center of the page. Enter your email address to verify your account eligibility and set up your account. 


Your email address must exactly match the email address provided by your Service Representative. 


Please contact your Service Representative if you are unable to create an account. 



https://www.defensetravel.dod.mil/mho
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Figure 3-2: MHO Portal Login Screen 


 


3.2 ACCOUNT SETTINGS & PERMISSIONS 


Upon creating an account, new MHO Portal users should visit the Account Settings page located under 


the Support menu at the top of all MHO Portal pages (see Figure 3-3). Users can update their contact 


information, change their password, add an alternate POC, and change their security question (used to 


retrieve a lost User ID/Password) on this page. This page also summarizes a user’s account permissions, 


which MHOs should review to verify they have access to the correct MHO(s) and MHA(s). Most users will 


be “Primary MHOs” or “Secondary MHOs” responsible for data collection in a single MHA. Command-


level personnel, or “Regional Representatives,” usually have access to view multiple MHAs. In total there 


are four types of account permissions based on the user’s role in the BAH program. These roles are 


summarized below. 


RDN STAFF/ADMINISTRATORS 


RDN personnel have full read-write access to all data. RDN personnel will only edit MHO data when 


updating last year’s rental units or verifying newly updated contact, property, and unit information. 


Additionally, all changes to MHO data are recorded for auditing purposes.  


DTMO AND SERVICE REPRESENTATIVES 


DTMO and the Service Representatives have access to all data across all MHAs and the ability to 


download Contact, Property, and Unit tables, reports, and supporting documentation. DTMO and 


Click here to reset 
your password. 


Click here to 
create a new 
account 
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Service Representatives have read-only access to MHO data, but can review a summary report with 


information about each MHO and Regional user’s activity. This includes total submitted Contacts, 


Properties, Units, number of times logged in, etc. Service Representatives can also use the MHO 


Directory to change the POC information for any MHO or Regional user in their branch of service. 


Figure 3-3: MHO Portal Account Settings Page 


 


REGIONAL REPRESENTATIVES 


Regional Housing Representatives (Command-level users) will be able to view all data in MHAs for which 


they have a Primary or Secondary MHO in their visibility list. Regional users have read-only access to 


MHO data and can view a summary report of each MHO’s activity in their region. This includes the total 


number of Contacts, Properties, Units, the number of Approved, Denied, and Pending Units, and the 


number of user logins. Regional users can also use the MHO Directory to change the POC for any MHO in 


their region within the same branch of service. 


PRIMARY/SECONDARY MHOS 


In cases where multiple MHOs share an MHA, the services designate a Primary MHO and a Secondary 


MHO. Primary and Secondary MHOs can view but not edit each other’s data. Likewise, MHOs may only 


review (Accept or Flag) RDN-added Units which fall under their permissions (see Section 7.0 MHO 


Review for detailed information). The Primary and Secondary MHOs should coordinate to avoid 


duplicating efforts. The Primary MHO is also responsible for editing the census tract exclusions on the 


MHO Portal by the 1st Milestone. Secondary MHOs are encouraged to review the census tract exclusions 


and send suggestions to the Primary, but they cannot edit census tracts directly. Secondary MHOs can 


The Account Settings page 


includes options to review 
permissions, update contact 
information, add alternate 
POCs, and change a user’s 


password/security question. 
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use the Export to Excel feature on the Census Tract Exclusions page to download the exclusions table 


and send suggested edits to the Primary. 


Permissions to rental data are designated on a “first come, first served” basis. That is, if a user creates a 


new Contact that is not yet in the database, then only that user can edit that Contact. However, this 


does not prevent other users from associating new Properties and Units with the Contact. For example, 


MHO #1 could create a Contact for John Smith, but MHO #2 could find and enter a new Property, 


Breezewood Apartments, managed by John Smith, and add it to Mr. Smith’s Contact record. In this 


instance, only MHO #1 can edit John Smith’s contact data and only MHO #2 can edit Breezewood 


Apartments’ address data. These permissions protect the integrity of individual MHOs’ data collection 


efforts while still allowing collaboration between users. The relationship between Contacts, Properties, 


and Units is explained in detail in Section 4.1 Database Hierarchy. 


ALTERNATE POCS 


Each MHO Portal user may add up to three “Alternate POCs” to their account. Alternate POCs should be 


others in your office who will be working on the BAH data submission.  Once an Alternate POC is added 


to an account, they receive all BAH program-wide emails and may be contacted in the event that the 


main POC is unavailable. MHOs can add/update Alternate POCs on the Account Settings page under the 


Support menu. Click “Alternate POCs” to load the Alternate POCs table (see Figure 3-4). Click on the 


pencil icon to edit the POC name, email, and phone number, and then select the checkmark icon to save 


your changes or the “X” icon to cancel. 


Figure 3-4: Adding Alternate POCs in Account Settings 


 


 


(1) Click “Alternate 
POCs” to open the 
Alternate POC table.  
(2) Click the pencil icon 


to edit a row. 
(3) Click the check mark 
to save your changes 
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3.3 HOME PAGE 


The first page users see when they log in to the MHO Portal is the Home page (Figure 3-5). There are 


three major components to the Home page: Schedule & Announcements, Census Tract Exclusions 


Summary, and the Rental Units Summary. The data displayed on the Home page is determined by the 


user’s selection in the “Current MHA” drop-down menu on the top right of the page (below the Logout 


button). Users may only choose from the list of MHAs to which they have access.  


In the top right corner of the Home page there are shortcuts to the MHO Directory, Static MHA Map, 


and Interactive MHA Map. The menu headers at the top of the Home page are available from every 


page on the MHO Portal. 


Schedule & Announcements: displays current program-wide announcements, reminders, and data 


collection tips. All MHO Portal users and their Alternate POCs will also receive major announcements 


over email from BAH@rdniehaus.com. 


Figure 3-5: MHO Portal Home Page 


 


Schedule & Announcements 


Census Tracts  
Exclusions Summary 


Rental Units Summary 


MHO Directory & Maps 


Current MHA Selection 



mailto:bah@rdniehaus.com
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Census Tract Exclusions Summary: displays the currently selected MHA’s census tract exclusions. The 


user can see how many census tracts are included, excluded, and neutral (tracts that have been neither 


included nor excluded). The user can also see a breakout of the exclusions in terms of the 2010 Census 


population and renter-occupied housing. 


Rental Units Summary: displays the real-time status of RDN Verification and MHO Review of units in the 


currently selected MHA. RDN assigns all units a verification status of (1) Pending, (2) Approve d, (3) 


Denied, or (4) Unable to Verify. The table also summarizes the selected MHO’s review of rental units, 


which has a status of either (1) Accepted, (2) Flagged, or (3) Needs Review.  Please see Section 6.2 


Verification Statuses & Status Reasons and Section 7.0 MHO Review for definitions of the RDN 


Verification and MHO Review statuses. Below the main Rental Units Summary table is a count of total 


Contacts and total Properties for quick reference. 


For users with permission to multiple MHAs, you can choose which MHA’s data to display by selecting 


the MHA from the “Current MHA” drop-down filter on the top right of the Home Page. 


3.4 THE INTERACTIVE MAP 


The Interactive Map is a real-time visualizer of a MHO’s BAH data collection progress. The View 


Interactive Map link on the Home page directs the user to a new page where it loads a mapping 


application with different layers of information. Figure 3-6 displays a screenshot of the Interactive Map. 


Figure 3-6: Interactive Map Example 
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The user can toggle layers of the Interactive Map for the MHA boundary, ZIP codes, census tracts, as 


well as pushpins for all the Units by housing profile and Verification Status. MHOs can also use the 


Interactive Map to edit census tract exclusions or rental listings by clicking on a Census Tract or Unit 


pushpin, respectively. Users can search for specific tracts or units by using the tabbed “Search Tracts” 


and “Search Listings” functions in the Map menu. For information on how to edit census tract exclusions 


on the Interactive Map, see Section 5.2 Editing Census Tract Exclusions. 


RDN recommends MHOs periodically check their Interactive Map to ensure their Units are 


geographically distributed throughout the suitable housing areas of the MHA. 


PORTAL HOW-TO: PRINT INTERACTIVE MAP 


 


3.5 THE STATIC MAP 


The View Static MHA Map link on the Home page opens a static map of the currently selected MHA 


(Figure 3-7). The map is opened via a pop-up so users can keep the map open as a reference while 


navigating the rest of the MHO Portal. (Please ensure that your web browser is configured to allow pop-


ups from the MHO Portal.) Nearby and adjacent MHAs may also be shown on the Static Map, but it will 


be centered on the MHO’s MHA. Users can click the Static Map to zoom in/out and right-click the image 


to save it for offline use. MHOs must ensure all of the Properties they collect for the BAH survey lie 


within their MHA boundary—the MHO Portal will not allow an MHO to enter any Properties with ZIP 


codes outside their assigned MHA. 


1. Open Interactive Map from the Home page or the Data & Reports dropdown menu.  


2. Right-click on the map and select “Print…” or “Print picture…” depending on your 


browser. 


OR 


1. Open the Interactive Map. 


2. Click “Print Map” button in top left corner. 


Troubleshooting Note: 


The map background may disappear if you attempt to change your printer preferences before 


selecting “Print.” To avoid this issue, set up your printing preferences (e.g., landscape vs. 


portrait) before clicking “Print.” Refreshing the page before printing should also reload the map 


background.  


1.  
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Export to Excel is a “what 
you see is what you get” 


function to create custom 
reports, i.e., it retains all 
filters and sorts a MHO 


Portal user has selected. 


Figure 3-7: Static MHA Map Example 


 


3.6 DATA TABLES & REPORTS 


The MHO Portal has multiple pages consisting of data tables, also called grids, which allow users to 


interact with the data in similar ways. Before describing each data table in detail, it is necessary to 


explain some of the common tools available to view and organize data. Figure 3-8 shows the different 


components of data tables on the MHO Portal. In this case, the 


screenshot is from the Contacts tab of the Contacts, Properties, Units 


page. 


Another important function available on most MHO Portal data tables is 


the Export to Excel button (located in the table header). MHOs can use 


this button to export custom reports of their rental data in Microsoft 


Excel format. The Export to Excel function is a “what you see is what you 


get” function in that it retains any filters or sorts the user applied to the table before clicking the Export 


button. Another way to say this is that the Export to Excel function creates a report of exactly what is 


displayed on the screen. For example, if an MHO has hidden certain columns from view and clicks on the 


Export to Excel table button, those columns will not appear in the subsequent Excel document.  
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The “Default View” table 
button restores sorting, 
filtering, and column 


widths and order to 
default settings. By 
contrast, clicking the “Save 
Grid Settings” button will 


save your current 
filters/sorts for the next 
time you log in. 


Figure 3-8: Components of a Data Table on the MHO Portal 


 


DATA ORGANIZATION OPTIONS 


There are several ways to sort, group, and filter the data on the MHO Portal. To access the more 


advanced data organization options, right-click on a column header in the table. This will bring up the 


Data Organization menu where the user can select from one of the following options described below. 


To clear all filters and sorts and reset a data table to its original 


settings, click the “Default View” button at the top of the table. 


Sort Ascending: sorts alphanumeric data from least to greatest and A 


to Z. 


Sort Descending: sorts alphanumeric data from greatest to least and Z 


to A. 


Clear Sorting: clears all selected sorting options to default settings, 


but does not restore columns to their original width if a user has re -


sized them. 


Expand button 


Search box 


Export button 
Table button 


Save Grid Settings 
allows you to save 
sort/filter views. 


Double-click column 
headers to sort A to Z. 
Click again to sort Z to A. 


Data organization options 
Data table 


Table tab 
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Group By: groups selected data by category. For example, if a user selected the Group By option after 


right-clicking on the City column header in the Contacts data table, the Contacts would be grouped by 


city. When data are grouped in this manner, a user can choose other column headers to sort further. 


Using the same example, clicking on the column header for MHO Name and selecting Sort Ascending or 


Sort Descending options would result in ascending or descending Contacts by the MHO who added 


them, grouped by city. 


Ungroup: cancels any data grouping options a user has enabled. 


Best Fit: optimizes column width to be that of the widest visible data entry in that column. 


Columns: this option displays the full list of columns (data fields) which can be added to the table. Many 


columns are hidden by default to save space in a given data table. Data fields with a check mark in the 


box are displayed in the data table. Check the box on a hidden column to add it to the table.  


Filter: allows a user to apply an advanced filter with multiple criteria such as “Starts With,” “Less Than,” 


or “Contains.” These options can help a user quickly narrow down search fields and organize data. For 


example, if a user wanted to organize their Units to only display 3-bedroom apartments between $1,000 


and $1,300, the first step would be to type “3BR APT” in the housing profile column search box, then 


right-click on the Monthly Rent field to bring up the Data Organization menu, then select Filter to open 


the Filter menu. The user would select “Greater Than” in the top dropdown and enter “1000” in the first 


text box, then select “Less Than” from the second dropdown menu and enter “1300” in the second text 


box. Finally, the user would click the “Filter” button to execute the query. The resulting table will show 


only 3-bedroom apartments with rents between $1,000 and $1,300. Figure 3-9 displays a screenshot of 


the Data Organization and Filter menus with the example filter criteria applied. 


Figure 3-9: Data Organization & Filter Options 
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PORTAL HOW-TO: DATA ORGANIZATION OPTIONS 


 


3.7 TRAINING RESOURCES ON THE MHO PORTAL 


Documents and videos designed to help MHOs learn about BAH data collection and using the MHO 


Portal are available under the Training menu. The Guides page contains this Process Guide, the BAH 


Primer published by DTMO, the Regional Training Brief (uploaded after the final on-site training 


session), and several Quick Reference Guides explaining how to do common tasks on the Portal. The 


Videos page will feature a recording of the second BAH Webinar and several short (1-3 minutes) videos 


illustrating common tasks on the Portal. 


3.8 MHO DIRECTORY 


The MHO Directory page presents contact information for MHOs, Regional Representatives, Service 


Representatives, and the RDN MHO Coordinator. Users may browse, sort, or filter the list for specific 


points-of-contact (POCs). This list can be helpful to obtain contact information for other MHOs that may 


be active in your MHA or a neighboring MHA. You may also use this list to identify the Regional 


Representative(s) in your chain of command who can resolve your service - or MHO-specific issues. 


Figure 3-10: MHO Directory 


 


1. Navigate to the desired data table and/or tab. 


2. Right-click the column header that you want to sort/filter. 


3. Select from the dropdown options. 


Type in a search box 


and press Enter to 
search that column 
of data 







2016 BAH DATA COLLECTION PROCESS GUIDE 
 


 


PREPARED BY RDN FOR THE DEFENSE TRAVEL MANAGEMENT OFFICE 3-14 


 


If there are multiple MHOs within one MHA, the services have assigned one to be the Primary MHO. All 


other MHOs in the MHA are Secondary MHOs. To see if there is another MHO in your MHA, type your 


MHA code (e.g., AK400) in the MHAs column of the MHO Directory and press “Enter.” This will filter the 


list to only MHOs with access to your MHA. Users may also switch between the tabs in the directory to 


view their Regional Representative(s), Service Representative, and RDN MHO Coordinator.  
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Every Unit has a Property, and 
every Property has a Contact. 
A Contact may manage 
several Properties, each of 


which may have several Units. 


 RENTAL DATA COLLECTION 4.0


This chapter provides instruction on the rental data collection process of adding data to the MHO Portal. 


4.1 DATABASE HIERARCHY 


RDN and MHOs will enter rental listings via an integrated system of Contacts, Properties, and Units. 


Contacts are trustworthy real estate professionals who are knowledgeable about an MHA’s rental 


market and may manage one or more rental Properties within the 


MHA. Properties, such as an apartment complex, may contain one or 


more Units. Units are the individual homes available for rent at a 


Property. 


Figure 4-1 visualizes the hierarchical relationship between Contacts, 


Properties, and Units. All Units are assigned to a Property, and all 


Properties are assigned to a Contact. All Contacts, Properties, and Units are visible on the MHO Portal 


from the Contacts, Properties, and Units page located under the Data Tables menu (through the Data & 


Reports dropdown at the top of the MHO Portal). Alternatively, users can click the Rental Units 


Summary table heading on the Home page as a shortcut to their Units table (see Section 3.3 Home 


Page). 


This hierarchical system enables MHOs and RDN to collaborate on data collection. An MHO may submit 


a Contact, for example, to which RDN can add available Properties and Units. This saves the MHO 


valuable time on data entry by directing RDN where to look for rental units without having to enter the 


units themselves. The MHO can then review those properties and units added by RDN and flag those 


that in his/her professional opinion would be unsuitable for the BAH survey based on his/her on-the-


ground experience. See Section 7.0 MHO Review for more information on MHO Review. 


Figure 4-1: Contact, Property, and Unit Hierarchy 


 


Unit Property Contact 


John Smith 


ACME Properties 


(805) 123-4567 


Breeze Apartments 


123 Elm St 


Santa Barbara, CA 


Unit 3A 


1BR Apt 


$700/month 


Unit 9B 


2BR Apt 


$1100/month 


1510 First Ave 


Ventura, CA 


3BR House 


$2200/month 
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The Contacts, Property, Units page on the MHO Portal is the central location for all BAH rental data. 


Figure 4-2 displays the tabbed data table of the Contact, Properties, Units page, which defaults to the 


Contacts tab. 


Figure 4-2: Contacts, Properties, Units Page 


 


DATA REQUIREMENTS 


Contacts, Properties, and Units added to the Portal require certain data fields before the Portal will 


accept new entries. Table 4-1 shows the data fields required to add new Contacts, Properties, and Units. 


The table also lists other fields which are on the Portal but not required.  


Table 4-1: Required and Optional Rental Data Fields 


Contact Property Unit 
 


 Phone Number* 
 Company Name 


 Contact Name (Name) 


 Contact Title (Title) 


 Contact Email (Email) 
 Company Website (Website) 


 Company Address (Address) 


 Company City (City) 
 Company State (State) 


 Company ZIP Code (ZIP Code) 


 MHO Comment 
 Website Up-To-Date** 


 Contact Attempts** 


 Contact Comment** 


 


 Address* 
 City* 


 State* 


 ZIP Code* 


 Complex Name 
 Property Comment 


 
 


 
*Required Fields 


**RDN-Only 


 


 Housing Profile* (Profile) 
 Monthly Rent* (Rent) 


 Utilities Included in Rent* 
(Included Utilities) 


 Bathrooms (Baths) 
 Square Footage (SqFt) 


 Unit # 


 MHO Comment 
 MHO Review Fields 


 Broker’s Fee (MA, NJ, NY)** 


 RDN Verification Fields** 
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MHOs are encouraged to add supplementary information at each level, such as the Company Name and 


Website at the Contact level or Complex Name at the Property level. Adding as much supplementary 


data as possible on the MHO Portal improves RDN’s chances of collecting data from MHO-supplied 


Contacts, verifying MHO-supplied Units, and also helps RDN reach the correct Contact and reduce the 


chances of creating duplicate entries. 


4.2 CONTACTS 


Contacts are the persons or companies who manage rental Properties and Units in an MHA. To help 


MHOs get started and ensure consistency with prior years’ data, each MHA will display the Contacts 


who were associated with Approved or Pending rental listings last year. MHOs should attempt to add 


new, quality Contacts such that there are at least 50 Contacts in their MHA by the 1st Milestone. It is 


important to note that this includes those Contacts already displayed on the MHO Portal ( on average 45 


per MHA), so MHOs may already have 50 or more Contacts. While this may be an easy task in 


metropolitan areas, RDN also understands that some MHAs are too remote for the MHO to be able to 


identify 50 Contacts. If this is the case in your area, simply add as many quality Contacts as you 


reasonably can. Here are some examples of a BAH contact: 


 A realty or property management company that manages multiple Properties/Units  


 A leasing office directly responsible for renting units in one or more apartment complexes, and  


 The owner of a single rental unit (e.g., a house). 


If you notice any property management or real estate companies that manage rentals missing from the 


MHO Portal, you are encouraged to enter these Contacts into the MHO Portal. Below are some helpful 


tips and guidelines for adding new Contacts. 


ADDING CONTACTS 


To add a Contact, go to the Contact tab of the Contact, Properties, Units data table. On the top left 


corner of the table will be a button labeled “Add New Contact.” Clicking this button will open a new 


Contact Form (Figure 4-3). Always enter the Contact’s phone number first. As soon as you finish entering 


the phone number, the Portal will check the number against the rest of the database to ensure it is not a 


duplicate. If the number is a duplicate, the user will be prompted to either load the matching Contact or 


return to the Contact Form. While only a phone number is required to create a new Contact, MHOs are 


highly encouraged to add additional information such as Company Name and the Contact’s Name, if 


there is a specific person RDN should speak with, the Company Website, and any other information that 


may assist RDN in verifying the Contact’s rental information. After entering the Contact’s information, 


click the “Save Contact” button to save the Contact but keep the form open to enable adding Properties 


and Units. Click the “Save Contact and Close” button to save the Contact, close the Contact Form, and 


return to the Contact data table. Click the “Cancel” button to discard the current entry. 
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Figure 4-3: Contact Form 


 


PORTAL HOW-TO: ADD A CONTACT 


 


1. Navigate to Contacts data table and click “Add New Contact” button at the top. 


2. Enter the Contact’s primary phone number (required) and alternate number 


(optional). 


3. Enter all other known information, such as Company Name or Website.  


4. Click “Save Contact.” 


Troubleshooting Note: 


The user should begin by entering a phone number, area code first. Contacts are distinguished 


by unique phone numbers, including a primary and/or an alternate number. When adding or 


editing a phone number for a Contact, the MHO Portal checks this phone number against 


existing numbers in the database. If a match is found, the user can load the matched Contact’s 


record or return to the Add Contact Form. This prevents users from creating duplicate 


Contacts on the MHO Portal. Users must save the Contact before they can add Properties and 


Units to the Contact. To save a Contact, press the Save Contact button in the middle of the 


Contact Form. 


1) Enter the 


phone number(s) 
first to check if 
the contact 
already exists. 


2) Fill out any additional 
Contact details, such as 
Company Name or Website. 


3) Enter any additional misc. 
info about the contact in the 
MHO Comment box. 


4) Save the 
Contact. 
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PHONE & WEBSITE 


Whenever possible, enter a local direct number rather than a toll-free 


number or a general number with an extension. It has been RDN’s 


experience that toll-free numbers are significantly less likely to be 


verified. Toll-free numbers tend to have short lifespans (they are often 


recycled for other companies) and are sometimes associated with a 


referral answering service rather than the actual real estate professional. Similarly, in the case of 


apartment complexes, MHOs should try to provide the contact information for the actual complex 


rather than the parent company. Local property managers usually have more up-to-date information 


about their units and are generally more willing to participate in the BAH Survey.  


Websites are especially useful to include with Contacts because they may be used to collect and verify 


rental data (provided the Contact confirms the website is up to date). Whenever possible, websites 


should be the “primary source,” e.g., the individual company’s website or social media page, as opposed 


to secondary source websites like www.apartments.com or www.zillow.com which aggregate rental 


listings from multiple property managers and may not have all the required information. One notable 


exception is if there is an up-to-date Multiple Listing Service (MLS) in the MHA. 


MLS CONTACTS 


A Multiple Listing Service (MLS) aggregates regional property listings on one rental source, usually a 


private real estate company’s website. Brokers and realtors pay to post their listings on the MLS 


website. No MLS covers the entire country; however, an MLS may have rental listings in multiple MHAs. 


An active MLS Contact is distinguished from other Contacts by an “(MLS)” before the company’s name, 


e.g., “(MLS) Coldwell Banker.” Based on previous years’ experience, RDN will continue to only  


distinguish one MLS Contact in each MHA. If you find a new MLS Contact in your area, please verify that 


the MHA does not already have a designated MLS Contact. To do this, search the Company Name field 


on the Contacts data table for the phrase “(MLS).” If there is currently no designated MLS Contact in 


your MHA, please email the RDN MHO Coordinator directly to consider designating the new Contact as 


an MLS Contact. 


When adding rental Properties and Units via an MLS listing, MHOs should make a concerted eff ort to 


collect a representative sample. MLS listings are often presorted by price, with either the most 


expensive or least expensive units first. When adding MLS listings, be careful to sort the listings by 


posted date (newest to oldest) to get a more random and representative sample. 


Because MLS Contacts aggregate rental properties from multiple property management companies, 


many rental Units under a MLS Contact will not be managed by the MLS Contact. For example, “(MLS) 


Coldwell Banker” may have units from Keller Williams, Re/Max, and Weichert Realtors. To help identify 


these Properties, RDN will record the unique MLS Number for each MLS Property under the Property 


Details Comment (e.g., MLS #123456). MHOs who know the MLS number of a property they are entering 


are encouraged to add the MLS number to the Property Details Comment as well. 


Whenever possible, try to 
add the local direct number 
for a contact instead of a 
toll-free number. 



http://www.zillow.com/
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DUPLICATE CONTACTS 


Duplicate Contacts are two or more Contacts that rent the same Units. If a property management 


company has multiple agents or realtors and all of the rental properties are listed on the same company 


website, please do not create separate Contacts for each agent or realtor at the same company. All of 


the rental properties from a single source may be collected and verified under one Contact. This reduces 


the risk that RDN or the MHO inadvertently contacts the same company or realtor more times than 


necessary. 


CONTACT ATTEMPTS 


In the top right of the Contact Form are three fields labeled Attempt 1, Attempt 2, and Attempt 3. 


MHOs can see these fields, but cannot edit them. They are reserved for RDN’s attempts to reach MHO-


added and RDN-added Contacts. These fields are visible to the MHO for program transparency. RDN will 


attempt to call contacts up to three times, leaving messages and allowing sufficient time between calls 


to maximize the chances of potential verification.  


After each attempt, RDN records the outcome of the attempt and the date/time is recorded.  Before an 


attempt is made, the status of the attempt will be Not Contacted. Once an attempt is made, possible 


attempt outcomes include: Contacted, Left Message, Invalid Number, Do Not Call List, Busy, Contact 


Uncooperative, Sent Fax/Email, No Units Available, and Wrong Contact. Table 4-2 describes the 


situation for when each type of Contact status is used. The Contacted Attempt Status is new in 2016 and 


will be used to record when a Contact was successfully contacted. (In prior years, the Contact Attempts 


had only been used to communicate attempts that were not successful.) 


Table 4-2: RDN Contact Attempts 


Attempt Status Description 


Not Contacted Default status. Attempt not completed. 


Contacted 
Attempt to contact was successful or partially successful 
(resulted in one or more pieces of data) 


Left Message RDN left voicemail for Contact 


Invalid Number Number was out of service or unrelated to contact 


Do Not Call List Contact requested to be put on Do Not Call List for BAH 


Busy 
Line was busy or Contact answered but indicated RDN must call 
back another time 


Contact 
Uncooperative 


Contact was to some degree unwilling provide the required 
information 


Sent Fax/Email 
Contact asked RDN to verify units via Fax or Email. Selected 
after RDN Faxes/Emails the Contact 


No Units Available Contact did not have any units currently available for rent 


Wrong Contact Person who answered the phone is not the correct Contact 
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If RDN is unsuccessful in reaching the Contact on the third attempt, we generally will not try to Contact 


them again. It is also possible that RDN reaches a Contact on the first or second attempt, but the 


Contact is not willing to verify any rental information over the phone. These Contacts will be labeled 


Contact Uncooperative which will stop further attempts at communication. Similarly, Contacts who 


specifically request not to participate in the BAH survey will be labeled Do Not Call List and stored in a 


separate database to prevent calling them in future BAH data collection years. Lastly, if the MHO -


supplied phone number is incorrect or invalid, RDN will try to use other available Contact information to 


find the correct number.  


RDN encourages MHOs to monitor these attempts in case MHOs can provide supplemental or alternate 


Contact information, or convince an uncooperative Contact to participate in the BAH survey. MHOs 


should email the RDN MHO Coordinator directly regarding Contact-related issues so they may be 


addressed in a timely manner. Any unverified (pending) Units associated with an uncooperative or 


unreachable Contact will be assigned a status of Unable to Verify. Unless the MHO can fix the problem 


with these Contacts, RDN will make not make any other attempts to verify their Units. Units that are 


deemed Unable to Verify are removed from the sample at the end of the data collection period. 


CONTACT DISPOSITIONS 


Contact Dispositions summarize RDN’s attempts to reach a Contact. This information can be found 


under the column called Contact Disposition on the Contacts tab of the Contacts, Properties, Units 


page. There is also a drop-down filter at the top of the Contact Page to help MHOs quickly drill down to 


those Contacts that may require attention, i.e. those with a Contact Disposition of “Unable to Verify.” 


The Contact Disposition column can have one of five statuses: 


New Contact: No attempt has been made to communicate with the Contact this year and there are no 


Units associated with that Contact. 


Not Contacted: No attempt has been made to communicate with the Contact this year, but the Contact 


has Units pending verification. 


In Progress: RDN has attempted to reach the Contact at least once this year. This also includes 


successful attempts where we reached the Contact, but did not yet verify all of the Contact’s Units. For 


example, if the Contact verifies three out of six Units, but must attend to other business and requests a 


callback at a later time to verify the remaining three Units. This also applies to Contacts to which new 


Pending Units have been added since a previously successful call. 


Successful: All Units have been verified (i.e., RDN has deemed all units are Approved, Denied, or Unable 


to Verify). 


Unable to Verify: RDN was unable to verify any Unit information for the Contact this year. The MHO can 


see the specific reason by opening the Contact Form and looking at the Contact Attempts and the Units’ 


Verification Statuses. RDN may also provide further explanation in the “Contact Comment” field as 


needed. 
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EDITING CONTACTS 


An MHO only has permission to edit a Contact if the MHO created the 


Contact. Primary MHOs and Secondary MHOs in the same MHA cannot edit 


each other’s data. Data permissions are thus assigned on a “first come, first 


served” basis. For example, if a Secondary MHO adds a Contact and then a 


Primary MHO attempts to add the same Contact (based on phone number), 


the Primary will be unable to create a separate entry. However, the Primary is able to add Properties 


and Units under the Secondary’s Contact. MHOs sharing the same areas can still view each other’s data 


and comment on another user’s entries through the shared MHO Comment field on the Contact Details 


Form. This also applies to Contacts added by RDN. 


Figure 4-4: Editing a Different User’s Contact 


 


  


An MHO only has 
permission to edit a 
Contact if the MHO 
created the Contact. 


When you open a Contact added 
by another user, the Contact 
fields are read-only. You may not 
edit a Contact added by another 


user except to update the 
Contact’s MHO Comment. 
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DELETING CONTACTS 


Contacts can be deleted, but only if the deletion will not impact any other users’ data. Since MHOs in 


the same MHA are collaborating with each other and RDN, it is possible that one or more Units 


associated with the Contact will have been added by a different user. In that case, even the user who 


created the Contact would be unable to delete it because it would delete another user’s Units. The 


following five rules apply for deleting Contacts: 


1. A Contact can only be deleted by the user who added it.  


2. A Contact with Properties and Units can be deleted if the same user added the Contact and all of  


the associated Properties and Units. 


3. A Contact cannot be deleted if it has Units already verified by RDN. 


4. A Contact cannot be deleted if it provided Approved Units the previous year. 


To delete a Contact, click the “Delete Contact” button at the bottom of the Contact Form. Users can 


also delete contacts from the Contact tab of the Contact, Property, Unit data table, but only after 


enabling the “Delete” field from the “Columns” data organization menu (see the “Data Organization 


Options” portion of Section 3.6 Data Tables & Reports). 


PORTAL HOW-TO: EDIT OR DELETE A CONTACT 


  


To Edit a Contact: 


1. Double-click the Contact’s row in the Contacts data table. This will open the Contact 


Form. 


2. Edit the Contact’s information and press the “Save Contact and Close” button to save 


the edits and close the form, or click the “Save Contact” button to save the contact 


and keep the form open to add Properties and Units. 


3. Click Save Contact and Close when the edit is complete.  


Note: MHOs can use the MHO Comment field to add supplementary information about the 


Contact such as the best time to reach them, if there are alternate POCs at the company, the 


Contact’s preferred method of communication, or if the MHO knows the Contact. The MHO 


Comment field is the only data field for which Primary and Secondary MHOs share 


permissions. All MHOs in a given MHA can edit the MHO Comment for that MHA’s Contacts.  


To Delete a Contact: 


1. Open the Contact form and click the “Delete Contact” button. 


Note: The “Delete Contact” button will be greyed out if you do not have permission to delete 


the contact. 
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4.3 PROPERTIES 


Properties are the physical locations (addresses) of one or more rental Units. Every Unit is connected to 


a Property, and every Property is connected to a Contact. Houses will only have one Unit associated with 


each Property address, but apartment complexes will likely have multiple Units. 


ADDING PROPERTIES 


After saving a Contact, MHOs can add Properties to the Contact. The “Add Property” button is located 


at the top of the Property grid on the bottom left of the Contact Form (see Figure 4-5). This button will 


open a new Property Form, which includes fields for Complex Name, Address, City, State, and Zip Code  


(Figure 4-6). The Address, City, State, and Zip Code are all required, though the Portal can usually add in 


the City and State for you if you have the Address and Zip Code, or fill in the Zip Code if y ou have the 


Address, City, and State. Complex Name, e.g. “Riverside Apartments,” is optional —not all Properties 


have a Complex Name—but MHOs are encouraged to add it when it is available. 


Figure 4-5: Adding a New Property 


 


1) Save the Contact to 
enable adding Properties. 


2) Click the “Add New Property” button 
to open a New Property Form. 







2016 BAH DATA COLLECTION PROCESS GUIDE 
 


 


PREPARED BY RDN FOR THE DEFENSE TRAVEL MANAGEMENT OFFICE 4-11 


 


Users should only enter the first line of a Property’s address, without any Unit or Apartment number. 


For example, if you want to add Unit #1 at an apartment complex at “123 Main St,” then only enter “123 


Main St” in the Property’s Address field, not “123 Main St #1”. Individual Unit numbers, in this case #1, 


should be added in the Unit Form. 


Figure 4-6: Property Form 


 


After adding the required information to the Property Form, click “Insert” to save the Property. The 


Portal will then validate the Property address and check to make sure it is not a duplicate of another 


Property on the Portal. If successfully added, the Property will appear as a row in the Property section of 


the Contact Form. The MHO can then add Units to the Property or add additional Properties. 


PORTAL HOW-TO: ADD A PROPERTY 


  


1. Open the Contact managing the Property (or create the Contact if it doesn’t exist). 


2. Click Add New Property, opening the Property Form. 


3. Address, City, State, and ZIP are required fields. Complex Name and Property Comment 


can be completed where appropriate. 


4. Click “Insert” to save the property or “Cancel” to discard the entry. 


Note: MHOs can add a Property to an existing Contact if the Property is located within the 


borders of the MHA and is not already on the MHO Portal. 
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Unverified addresses cannot 


be used for the BAH survey. 
Only confirm an unverified 
address if you are certain it 
is correct. 


ADDRESS VALIDATION AND DUPLICATES 


Only Units with verified Property addresses can be used for the BAH survey. Upon clicking “Insert” on 


the Property Form, the Portal will search the U.S. Postal Service (USPS) address database for a match. If 


the user’s input does not match an address in the database, the Portal will attempt to correct the 


address. Minor differences between the user’s entry and a matched USPS address ( e.g., changing Oak 


Street to Oak Lane) are made automatically. More major corrections will prompt the user to either 


accept the corrections or return to the Property Form to edit the original entry. All addresses will be 


automatically abbreviated according to USPS address standards. For example, “Street” will become “St” 


and “Boulevard” will become “Blvd.” 


If a user enters an address that does not match the USPS database and the Portal is unable to suggest 


corrections, then the user will receive a message that the address could not be verified. In this case, the 


user has the option to either return to the Property Form to fix the address or save the unverified 


address. Only confirm an unverified address if you are certain it is correct. RDN will manually check 


addresses that could not be verified by the system to ensure they are 


real and its location can be determined with reasonable certainty.  If 


RDN cannot determine the Property’s location, it will be excluded from 


the BAH survey. 


Lastly, users cannot enter an address, verified or not, if it lies outside 


the user’s MHA(s). MHOs may only add Properties if the ZIP code lies 


within their MHA. 


RDN will not collect any data from within the boundaries of MHO-excluded census tracts. The exception 


to this rule is if MHOs submit individual observations within an excluded census tract which RDN must 


update or verify. In this case, RDN may update and verify Units at Properties that appear to be in an 


excluded census tract. This is because MHOs have the on-the-ground knowledge to identify pockets of 


suitable housing in an otherwise unsuitable area. If an MHO no longer believes the property located in 


an excluded census tract is suitable, the MHO should contact the RDN MHO Coordinator to remove the 


property. 


In rare cases, the Portal will inaccurately place an RDN-added Property in an included census tract when 


the Property is in fact located in an excluded census tract. This is most common with Properties that are 


newly constructed, Properties that are located in rural areas, and Properties that are on the border 


between excluded and included census tracts. RDN will validate each RDN-added Property/Unit located 


in an MHO-excluded census tract through a secondary geocoding process at the end of the data 


collection period. This will ensure that all RDN-added Properties and Units in the BAH survey are not 


located in an MHO-excluded census tract. However, MHOs should flag Units they believe are located in 


excluded census tracts, as this will help RDN narrow down the list of units that are potential prob lems. 


EDITING PROPERTIES 


A Property can only be edited by the user who added it. To edit an existing property from the Contact 


Form, click the pencil icon corresponding to the Property. Users can also double-click a Property from 
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the Contacts and Properties Table as a shortcut to the Property’s edit form. After editing the Property, 


click the “Update” button to save the changes (see Figure 4-7). 


Figure 4-7: Editing a Property 


 


DELETING PROPERTIES 


Users can delete properties by pressing the corresponding trash can icons in the Property grid of the 


Contact Form (see Figure 4-7) or the Contacts and Property data tables (Figure 4-8). However, MHOs 


must have the proper permissions to delete a Property. To be able to delete a Property, the following 


three conditions must be true: 


1. The user deleting the Property is also the user who added the Property.  


2. The Property does not have any Units already verified by RDN. 


3. The Property does not have any Units that were Approved the previous year. 


4. If the Property has Units, then the same user deleting the Property must have also added the 


Units. 


2) Press the “Update” button to save changes or 
“Cancel” to discard the changes. You can also delete 
a Property by pressing the trash can icon. 


1) Select a Property in the grid 
to open the Edit Form and load 
that Property’s Units. 
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If any one of these conditions is not met, then the user will be unable to delete a Property. 


Figure 4-8: Deleting a Property in the Contact or Property Table 


 


PORTAL HOW-TO: EDIT OR DELETE A PROPERTY 


 


To Edit a Property:  


Existing Properties appear in the Property grid of the Contact Form as shown in Figure 4-7. 


1. Click the pencil icon next to a property, opening its edit form.  


2. Make the necessary edits and click “Update” to save the edits or “Cancel” to discard the  


edits. 


Note: MHOs can also navigate to the Properties tab on the Contacts, Properties, Units data 


page and double-click a Property to open up its edit form directly. 


To Delete a Property: 


Properties can also be deleted, but only if the deletion will not impact another user’s data.  


1. Click the trash can icon on the Property Form or on the Property data table. 


Press the trash can icon in a Property’s row to delete the Property. You can do this 


from the Property Table, or from the Contact Table by expanding the Contact to 
view its Properties. Deleting a Property will also delete all of its Units. 
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4.4 UNITS 


A Unit is a single apartment, townhouse, duplex, or single family home with a unique rent price and 


housing profile at a specified Property. There are eight housing profiles which can be used for BAH data 


collection (Table 4-3). These eight Profiles are collapsed into six Anchor Points, which are used to 


benchmark the BAH rates of certain pay grades. 


Table 4-3: The Eight Housing Profiles & Six Anchor Points for BAH 


Housing Profiles 
Anchor 
Point 


1 Bedroom Apartment 1 
2 Bedroom Apartment 2 


3 Bedroom Apartment 
3 


2 Bedroom Duplex/Townhouse 


3 Bedroom Duplex/Townhouse 4 
3 Bedroom Single Family House 5 


4 Bedroom Single Family House 
6 


5 Bedroom Single Family House 


For each Anchor Point in each MHA, the goal is to have a minimum of 30 Approved Units. This allows 


RDN to attain an acceptable degree of statistical certainty for each of the anchor points in an MHA. For 


each anchor point in an MHA, the maximum RDN will verify is 75 Units (combination of MHO and 


RDN). The exceptions to these rules are MHAs in large metropolitan areas (e.g., Washington, DC; Los 


Angeles, CA; New York City, NY; etc.), which generally require more than 75 Approved Units for a 


statistically satisfactory sample, and MHAs in rural and resort areas (e.g., Sitka, AK; Nantucket, MA; 


Florida Keys, FL; etc.), where we might expect to fall short of 30 Approved Units. 


Remember: 


 Minimum goal per Anchor Point in each MHA: 30 Approved Units 


 Maximum RDN will verify per Anchor Point in each MHA: 75 Units (MHO and RDN Units) 


ADDING A UNIT 


All Unit entries require, at a minimum, three pieces of information: 1) Housing Profile, 2) Monthly Rent, 


and 3) Included Utilities. Begin adding a new Unit by selecting the housing profile from the Profile 


dropdown. After selecting Profile, enter the unit’s Monthly Rent and all other available information 


related to the Unit. If no utilities are included in the monthly rent, check the “None” box for Included 


Utilities. Otherwise, check the applicable boxes for water, heat, and/or electricity. Click the Insert 


button at the bottom of the form to add the Unit.  


Figure 4-9 shows a screenshot of the Unit Form, which is broken into three sections: Unit Details, RDN 


Verification, and MHO Review. 
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Figure 4-9: Unit Form 


  


1) Select a Housing Profile 


2) Enter the monthly rent. 


3) Select utilities 
included in rent. 
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PORTAL HOW-TO: ADD A UNIT 


 


A user browsing the Units data table (available by selecting the Units tab from the Contacts, Properties, 


Units page) can directly open and edit any Unit by double-clicking the Unit’s row (see Figure 4-10). 


Figure 4-10: Units Data Table 


 


The Units pane is in the lower right pane of the Contact Form.  


To add a Unit:  


1. If not already on the MHO Portal, add the Contact and Property. From the Contact 


Form, select the Property of the Unit by clicking its row in the Property grid  


(see Figure 4-7). 


2. Once a Property is selected, click Add New Unit at the top left of the Unit pane. A blank 


Unit Form will open. 


3. Under Unit Details, all Unit entries require, at a minimum, Housing Profile, Monthly 


Rent, and Included Utilities. 


a) Selecting the housing profile from the Profile dropdown. 


b) Enter the unit’s Monthly Rent. 


c) Included Utilities: Check the applicable boxes for Water, Heat, and/or Electricity 


if they are included in Monthly Rent or check “None” if no utilities are included.  


4. Add any other available information about the Unit. (Optional) 


5. Click “Insert” at the bottom of the form to add the Unit. 


From the Units data table, double-click a 
Unit’s row to open its Unit Form. 
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Alternatively, a user in the Contacts or Properties tab can use the expansion button (chevron icon) on 


the left border of the table to see expand to the Unit level. Double-clicking any expanded Property or 


Unit will take the user directly to that Property or Unit’s edit form, respectively (see Figure 4-11). 


Figure 4-11: Contacts Data Table with Expanded Properties and Units 


 


UNIT VALIDATION 


When a user adds or updates a Unit, the MHO Portal automatically compares the entry to last year’s 


approved BAH sample for the same MHA and housing profile and checks it for the following 


abnormalities: 


 Monthly Rent is more than 25% outside the previous rent range. 


 Square footage is equal to Monthly Rent (common typo). 


 Square footage is outside the range recommended in the Unit Size Guidelines (see  Section 4.5 


Suitability Standards) 


 The number of bathrooms exceeds the number of bedrooms (common typo). 


If any of these situations occur, the user receives a warning message listing the potential problems. 


These warning messages do not necessarily mean the user’s input is incorrect, but are meant to reduce 


the number of typos and prevent potentially unsuitable/inappropriate Units from entering the BAH 


sample. The user can either click the OK button to confirm that the Unit information is correct or click 


the Cancel button and return to the form to revise the entry. To illustrate, Figure 4-12 displays the error 


message triggered when a user attempts to add a Unit with more bathrooms than bedrooms and a 


higher rent than the previous year. 


From the Contacts tab, expand Contacts to 
show Properties, then expand Properties to 
show Units. Double-click a Unit to open up 
its Unit Form.  
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Figure 4-12: Unit Form Validation Errors 


 


HOUSING TYPES 


Apartment: a self-contained housing unit that occupies only a portion of a building; usually termed an 


“apartment complex.” These are typically multi-storied but can be single-storied. Apartments usually 


share common access points between them, e.g., individuals will have to walk down a shared hallway or 


walkway to access their apartment. Apartments would most likely be rented by junior personnel.  


Townhouse/Duplex: a type of medium-density housing unit that is attached to other rental units. 


Townhouses/Duplexes will share one or more walls with an adjoining unit. They differ from apartments 


in that there are no shared avenues to enter each unit, i.e., no shared hallways, etc. Also, 


townhouses/duplexes can be single- or multi-storied and do not have other rental units above them. 


Townhouses/Duplexes would most likely be rented by mid-level personnel. 


Single Family Home: a type of housing unit which is designed to contain one household.  Single Family 


Homes do not share walls with any other units. The BAH study only accepts 3, 4, and 5 bedroom Single 


Family Homes. This housing type is most likely to be rented by senior personnel.  
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UNIT LIMITS AT SAME PROPERTY 


To ensure an even distribution of units within an MHA, RDN limits the number of units per housing 


profile at the same Property to four. Unlike single family homes, apartment or townhouse complexes 


may contain many Units. Therefore, this applies by definition to apartments and townhomes and is true 


for MHO and RDN data.  


An MHO may submit up to four Units with the same housing profile from one complex as long as the 


units are distinguished by monthly rent. For example, suppose the Breezewood Apartments has multiple 


2BR Apartment floorplans. To prevent too many observations coming from any one Complex, MHOs and 


RDN can collectively add a maximum of four of the 2BR Apartment floorplans, each having different 


rent. 


Table 4-4: Limit of Four Units per Housing Profile at One Property 


Bedrooms Bathrooms Size (Sqft) Rent 


2 1 900 $800 


2 1.5 1,000 $825 


2 2 1,050 $825 


2 2 1,110 $850 


2 2 1,200 $900 


In this example, the user enters the highlighted Units on the Portal. The two units listed at $825, while 


they are different floorplans, would be considered duplicates on the Portal . Units with the same 


housing profile must have different rent amounts. When applicable, please include the unit number, 


e.g. “APT 4F,” as it may help with verification. There is a “Unit #” field in the Unit Form. 


BROKER’S FEE – ONLY APPLIES TO MHAS IN MA, NJ, & NY 


A Broker’s Fee is a commission-based, non-refundable fee that is charged for facilitating a lease contract 


between an owner and a renter. The typical broker’s fee rate ranges from one to two month’s rent. 


Because of the extremely high cost, RDN will inquire about these fees with every Contact in states 


where Broker’s fees are prevalent: Massachusetts (MA), New Jersey (NJ), and New York (NY). Not all 


MHAs and Contacts in these states charge a Broker’s Fee. In addition, the fee is only added for the 


portion of the Broker’s Fee paid by the renter. (Broker’s Fees are often split between the owner and the 


renter.) 


MHOs should add the normal monthly rent (not including broker’s fee) when adding a Unit. This 


makes the unit easier to verify. If the Broker’s Fee is known, MHOs can leave a note in the “MHO 


Comment” box in the Contact Form, e.g. “Broker’s Fee is 1 month’s rent.” MHOs are not required to 
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collect the Broker’s Fee because RDN will collect and apply the Broker’s Fee as part of the standard 


verification process. 


Broker’s Fees are almost always determined at the Company level. For example, suppose XYZ Property 


Management charges the renter a Broker Fee of one month’s rent. RDN will note the Broker Fee in the 


“Contact Comment” box, and apply the appropriate fee to each of the Contact’s rental Units. At the Unit 


level it is a three step process: 


1. RDN divides the fee over 12 months to determine the additional monthly cost.  


2. RDN will adjust the Monthly Rent field to include the monthly amount of the fee. 


3. RDN will check the box for “Broker’s Fee Included in Rent.” 


Note: the Broker’s Fee fields will only be visible in the states of MA, NJ, and NY. These fields are 


displayed to the MHO in these states to increase transparency of RDN’s Broker’s Fee collection process.  


If you believe RDN has made errors or omissions with Broker’s Fees, or if Broker’s Fees are prevalent in 


your MHA and your MHA is not located in MA, NJ, or NY, please contact the RDN MHO Coordinator.  


EDITING UNITS 


Selecting a Property within the Contact Form will load the Property’s Units on the right side of the form. 


Clicking the pencil icon next to a Unit will open up the Unit Form. After making edits, click the “Update” 


button at the bottom of the form to save the changes. 


There are a few situations where MHOs will not be able to edit all the Units in their data tables. Firstly, 


Units will be locked from further editing as soon as RDN verifies them. The Properties and Contacts 


associated with those Units may be locked as well depending on the Contact’s status. If there are 


multiple MHOs in an MHA, users are only able to edit a Contact, Property, or Unit if their MHO added it 


to the MHO Portal. Units can also be deleted before they are locked, but only by the MHO who added 


them. Once a unit has been verified by RDN it will remain on the MHO Portal until the following data 


collection year, even if it is ultimately rejected from the BAH sample, to preserve a record of all RDN 


Verification and MHO Review actions over the course of the data collection year.  


Users are able to view other MHOs’ data, but the fields will be greyed-out to indicate they are read-only 


(see Figure 4-13). The one exception to this rule is the MHO Comment field in the Contact Form. All 


MHOs in the same MHA share the MHO Comment field so they may comment on each other’s Contacts 


(and by extension, those Contacts’ Properties and Units) directly through the MHO Portal. 


DELETING UNITS 


As with deleting Contacts and Properties, to delete a Unit the user must have the proper permissions. 


Specifically, the following three rules apply: 


1. A Unit can only be deleted by the user who added it. 


2. A Unit can only be deleted if it has not yet been verified (Verification Status: Pending) . 


3. A Unit can only be deleted if it was not Approved in the BAH sample in the previous year. 
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These rules are put in place to promote program transparency. Even units that are Denied/Unable to 


Verify are kept on the Portal as a record of their having been verified, even though they will not be part 


of the final sample that determines BAH rates. Keeping Units that were Approved from the prior year 


also maximizes the sample of units that can be used multiple years in a row, creating a direct 


comparison of price changes in an area and ensuring sample stability. Figure 4-13 shows a screenshot of 


the Unit Form for a Unit that the user does not have permission to delete, as evidenced by the greyed-


out, read-only fields. 


Figure 4-13: Viewing and Deleting Units 


  


Greyed-out fields indicate 
the Unit is read-only. The 


user does not have 
permissions to modify or 
delete the Unit because it 
was added by a different 
user. 


Click the trash can icon in the upper 


right corner of unit section to delete a 
Unit (requires proper permissions). 
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PORTAL HOW-TO: EDIT OR DELETE A UNIT 


 


4.5 SUITABILITY STANDARDS 


Only suitable and appropriate rental housing units should be entered in the data table. Because housing 


differs in various areas throughout the country, it is difficult to explicitly define the parame ters that 


constitute “suitable and appropriate housing.” For the purpose of choosing which rental properties are 


suitable to include in an MHO’s sample, it is simpler to define what can make a rental unit unsuitable.  


Table 4-5 lists major factors that would render a home unsuitable for the BAH survey. Many of these 


factors overlap with the Census Tract Exclusion factors listed in Section 5.1 Reasons for Excluding a 


Census Tract. 


Table 4-5: Characteristics of Unsuitable/Inappropriate Units 


 


To Edit a Unit: 


1. Navigate to the Units data table, by selecting the Units tab on the Contacts, Properties, 


Units page. The “Rental Units Summary” link on the Home page will also direct the user 


to the Units data table. 


2. Double-click the row of the unit to be edited. This will open the Unit Form.  


3. Edit any of the fields and then click the “Update” button at the bottom of the form to 


save the changes. 


To Delete a Unit: 


1. Open the Unit Form and click the trash can icon at the top of the form to delete the 


Unit. 


Note: Only the MHO who added the unit has the permission to Edit or Delete the unit. Once a 


Unit has been verified by RDN, it is locked and the Unit may not be edited or deleted. 


1. Mobile home 


2. Not available year-round: Seasonal/Vacation/Temporary/Transient housing 


3. One-room units (studios, lofts, efficiencies) or shared living arrangements 


(e.g., a private bedroom in a house with common areas shared by 
roommates) 


4. Fully-furnished rentals (unit has beds, tables, chairs, TVs, etc.) 


5. Special population housing (student-only, senior-only, military-only, etc.) 
6. Low-income or tax credit/subsidized housing (Section 8, Section 42, etc.) 


7. Units in poor repair 


8. Units not structurally sound (cracked foundation, rotted floorboards, etc.)  


9. Health issues (mold, lead paint, asbestos, etc.) 


10. Extremely lavish size/amenities relative to the surrounding area 
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Note that the size, age, and amenities of a housing unit may be correlated with unsuitable 


characteristics, but are not necessarily reasons in and of themselves to characterize a home as 


unsuitable. Rather they are contributing factors that must be evaluated in the context of other rental 


housing in the MHA and where civilians with incomes comparable to service members choose to reside.  


UNIT SIZE GUIDELINES 


RDN is developing guidelines for the range in square footage of typical rental units by MHA and housing 


profile. MHOs will be able to view their MHA’s recommended size ranges by clicking Data & Reports at 


the top of the MHO Portal and selecting Reports, then Unit Size Guidelines. The unit size ranges will be 


posted to the MHO Portal on or before 1 April 2016 when the majority of BAH data collection begins. 


The guidelines will be based on a combination of sources, including The US Census Bureau’s Survey of 


Construction (SOC), the Energy Information Administration’s (EIA) Residential Energy Consumption 


Survey (RECS), data provided by Zillow.com, and the American Community Survey (ACS), which RDN also 


uses to determine BAH utility estimates. 


MHOs are encouraged to use these size guidelines as a point of reference for data collection and to 


assist with MHO Review. Units flagged by MHOs because the size falls outside the recommended range 


the MHA and housing profile will be Upheld. Conversely, flags for sizes that fall within the recommended 


range will be Overturned. While these guidelines can be used as a tool to help determine suitability, it is 


up to the discretion of the MHO whether a Unit which does not conform to the sizes outlined in the 


guidelines is unsuitable. For example, a Unit that is smaller than outlined in the guidelines may be 


suitable if other desirable factors such as a convenient downtown location are present.  


The MHO Portal’s automated data validation checks remind users to use discretion when adding Units. 


Users entering a Unit that is above or below the MHA’s unit size guidelines for a given hous ing profile 


will be asked to confirm that the Unit is suitable. 


4.6 AVAILABILITY 


A critical part of the BAH process is the collection of currently available, suitable, and appropriate rental 


Units in each MHA. “Currently available” is defined for Single Family Homes and non-complex 


Townhouses/Duplexes as units that are available for long-term (i.e., 12 months) rent between 1 April 


and 1 September 2016. This does not preclude MHOs from calling a property manager to obtain rental 


Units in March, for example, as long as the unit will become available for long-term rent sometime 


between 1 April and 1 September. It should be noted that long-term leases of 12 or 13 months are 


preferred over short-term leases. Short-term leases are acceptable only if no long-term leases are 


offered, as long as the lease can be renewed for at least a year of continuous occupancy.  


Apartments or Townhouse complexes with ten or more units do not need to be available, but the 


Contact associated with the Unit should know what amount would be charged if the Unit(s) were to 


become available during the data availability window. MHOs are permitted to include apartment or 


townhouse Units in their submissions, so long as the prices reflect the 2016 data availability timeline.  


The reason for restricting the data availability window is to get an accurate picture of the current rental 
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market, which is necessary for conducting the analysis and determining BAH rates. For example, Units 


that have been leased for two years or more may not reflect current rental prices.  


The data availability window (1 April to 1 September) should not be confused with the data collection 


period (1 April to 12 August). The last day of RDN data collection is 12 August; however, Units collected 


may be available for rent as late as 1 September. 


Figure 4-14: BAH Data Collection Window & Availability 


BAH Data Collection Window Unit Availability Guidelines 
 


Regular MHAs 
o Data Availability Window: 1 Apr – 1 Sep  
o Data Collection Period: 1 Mar – 12 Aug 
 


Early Start MHAs 
o Data Availability Window: 1 Feb – 1 Sep 


o Data Collection Period: 1 Feb – 12 Aug 


 


Single Family Homes 
o Must be available during Data Availability Window. 
 


 
Apartment/Townhouse Complexes (10 or more units) 
o Do not need to be available during Data Availability 


Window. However, the rent must reflect 2016 prices  (i.e., 
what the Unit would rent for if it were available). 


 EARLY START MHAS 


Each year RDN analyzes data collection progress and assigns 40 MHAs as “Early Start” MHAs. These 


MHAs traditionally have seasonal, remote, or otherwise difficult rental housing markets. This 


designation allows data collection to start as early as 1 February instead of 1 April. The data availability 


window for Early Start MHAs is 1 February to 1 September. RDN will jumpstart data collection and 


verification in these areas, beginning with Contacts who provided Approved Units the previous year. 


Table 4-6: 2016 Early Start MHAs 


MHA MHA Name MHA MHA Name 


AK400 KETCHIKAN, AK ME390 BANGOR, ME 


AK401 SITKA, AK MI143 MARQUETTE, MI  


AK402 JUNEAU, AK MI145 SAULT STE MARIE, MI  


AK403 KODIAK ISLAND, AK MI146 TRAVERSE CITY, MI  


AL001 ANNISTON/FORT MCCLELLAN, AL MI148 GRAND HAVEN, MI  


CA021 CHINA LAKE NAVWEPCEN, CA MO344 SAINT JOSEPH, MO 


CA028 BARSTOW/FORT IRWIN, CA MS169 COLUMBUS AFB, MS 


CA393 BRIDGEPORT, CA MT347 HELENA, MT 


CA420 EL CENTRO, CA NC176 OUTER BANKS, NC 


DE054 DOVER AFB, DE ND188 BISMARCK, ND 


FL069 FLORIDA KEYS, FL NJ198 CAPE MAY, NJ 


HI414 KAUAI COUNTY, HI  NV211 FALLON NAS, NV 


ID086 MOUNTAIN HOME AFB, ID NY222 ROME/GRIFFISS AFB, NY 


KY339 FRANKFORT, KY OK235 ALTUS AFB, OK 


KY430 PADUCAH, KY OK236 VANCE AFB/ENID, OK 


MA119 NANTUCKET, MA OR241 ASTORIA, OR 


MA121 CAPE COD, MA OR242 COOS BAY, OR 


MA124 PLYMOUTH, MA OR245 CORVALLIS, OR 
MA151 MARTHA'S VINEYARD, MA TX278 LAUGHLIN AFB/DEL RIO, TX 


ME141 COASTAL MAINE, ME WA308 PORT ANGELES, WA 
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If an MHO excludes a 


census tract, RDN will 
not collect any rental 
data from within that 
census tract. MHOs, 


however, can still collect 
data from excluded 
census tracts. 


 CENSUS TRACT EXCLUSIONS 5.0


Census tracts are defined by the U.S. Census Bureau as “small, relatively permanent statistical 


subdivisions of a county...designed to be homogeneous with respect to population characteristics, 


economic status, and living conditions.” The U.S. Census Bureau conducts a census every ten years. The 


most recent census was conducted in 2010. Data is collected on population, demographics, costs, and a 


variety of other factors for each census tract in the United States. Census tracts identifiers have a one- 


to four-digit number with up to a two-digit decimal (e.g., XXXX.XX). The physical size of a census tract is 


largely dependent on population density (a census tract in downtown Manhattan will be physically 


smaller than one in rural Kansas). 


The U.S. Census Bureau provides high-resolution 2010 Census Tract Reference Maps in PDF format for 


downloading and printing: https://www.census.gov/geo/maps-data/maps/2010tract.html 


Primary MHOs are able to exclude census tracts from rental data collection if the underlying reason(s) 


for those exclusions render housing in those tracts predominantly unsuitable for service members. If 


there are multiple MHOs within one MHA, the Primary MHO is responsible for selecting the census 


tract exclusions. However, Primary MHOs are encouraged to consider Secondary MHOs’ input. To 


reduce the workload for MHOs, RDN has removed all tracts that have no housing or population from 


MHAs and whose inclusion/exclusion would thus not impact data collection. 


5.1 REASONS FOR EXCLUDING A CENSUS TRACT 


Excluding a census tract from BAH data collection will prevent RDN personnel from collecting rental data 


in the excluded area. The only exception to this rule is that RDN will verify Units in an MHO-excluded 


Census Tract if the Property was added by a MHO. 


However, MHOs are still allowed to enter Properties and Units in 


excluded census tracts because they may know which individual 


properties in those tracts are still suitable. RDN assumes that the MHO 


deemed these specific Properties as suitable and by logical extension, the 


Units located at the Property.  


MHOs updating their Census Tract Exclusions are encouraged to speak 


with local real estate, law enforcement, and city planning professionals to 


get reliable and current information on areas within their MHA. RDN recommends  that MHOs keep 


records of these data in case questions arise as to why certain census tracts were excluded. This is now 


especially true as increased transparency in the BAH process means it is possible these exclusions may 


be released to the general public through a Freedom of Information Act (FOIA) request. Reasons for 


excluding a census tract include an unacceptably high crime rate, environmental contaminants (e.g., a 


large city landfill nearby), predominance of substandard housing, and other reasons.  


Note: school quality and proximity to duty station are not valid reasons for excluding a census tract. 


Figure 5-1 lists the most common reasons why a census tract might be excluded, but it is not necessarily 


an exhaustive list. It is up to the best judgment of MHO personnel to make a reasonable assessmen t of 


the suitability of the housing in a particular census tract.  



https://www.census.gov/geo/maps-data/maps/2010tract.html
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Figure 5-1: Examples of Valid Reasons for Excluding a Census Tract 


 


RDN periodically removes any RDN-added Units found to be in excluded tracts and performs a final 


cleaning of the data during the quality assurance review at the end of August. RDN does not remove 


MHO-added Units from excluded tracts. MHOs should flag MHO-added Units in excluded tracts if they 


want them removed. 


SERVICE REVIEW 


Census tract exclusions are reviewed by RDN, Service Representatives, and DTMO after the 1st 


Milestone. RDN is tasked with reviewing census tract exclusions in MHAs where more than 25 percent of 


tracts are excluded. In addition, Service Representatives and DTMO will review exclusions in MHAs 


where 50 percent and 75 percent of tracts are excluded, respectively. 


UNSUITABLE HOUSING 


Mobi le homes 


Poorly constructed 


Poorly maintained 


Condemned homes 


Health issues (asbestos, 
lead paint, mold, etc.) 


HIGH CRIME 


Violent crimes 


Vandalism 


Theft 


Burglaries 


Drug-related crimes 


Gang presence 


ENVIRONMENTAL FACTORS 


Near landfill, sewage 
treatement plant, etc. 


Near manufacturing areas 


Near industrial areas 


Unsafe drinking water 


 


 


OTHER FACTORS 


Special population housing 
(s tudent, elderly, etc.) 


Subs idized housing 


Other entity (resort, sports 
arena, etc.) 


Extremely high income 
property 


 


HIGH INCIDENCE OF THESE FACTORS   CENSUS TRACT EXCLUSION 
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Figure 5-2: Census Tract Exclusion Review Thresholds 


 


If an MHO has updated their census tract exclusions within the last 3-5 years, those exclusions are likely 


still valid. Barring natural disasters, major spikes in crime, or significant changes to the MHA boundary, 


MHOs may reasonably use the same census tract exclusions that were approved in the previous year.  


MHA BOUNDARY CHANGES AND NEUTRAL CENSUS TRACTS 


MHA boundaries are defined by a collection of ZIP codes and are reviewed annually. DTMO may 


redefine some MHA boundaries to reflect changes in personnel levels, living patterns, and evolving 


housing markets. If you have questions about your MHA boundary, please contact your Service 


Representative through your chain of command. RDN will add or remove census tracts from an MHA 


based on the MHA’s boundary change. New census tracts will initially have a status of “Neutral,” which 


the MHO must then change to either “Include” or “Exclude” by the 1st Milestone. Tracts left Neutral 


after the 1st Milestone are assumed to be “Included” for data collection purposes. 


5.2 EDITING CENSUS TRACT EXCLUSIONS 


The Census Tract Exclusions data table, found under the Data and Reports dropdown tab on the MHO 


portal Home page, provides MHOs access to the list of census tracts that comprise their MHAs. Near the 


top of the Census Tract Exclusion page is a summary of the census tracts within your MHA. You are able 


to view the total number of census tracts in the MHA, number of exclusions, percentage of tracts 


excluded, percentage of population excluded, and percentage of rental housing excluded. 


Primary MHOs must complete their census tract exclusion revisions by the 1st Milestone. The census 


tracts will be locked after the 1st Milestone pending review by RDN, Service Representatives, and DTMO. 


Locked tracts will have a lock icon instead of a pencil icon in the Status column of the Census Tract 


Exclusions data table. 


75% 
EXCLUDED 


50% 
EXCLUDED 


25% 


EXCLUDED 


RDN 


SERVICE 
REPS 


DTMO 


SERVICE 
REPS 


RDN 


RDN 
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Figure 5-3: Census Tract Exclusion Data Table 


 


Users can also visualize and edit their census tract exclusions through the Interactive Map. From the 


Interactive Map page, clicking a census tract with the Included and/or Excluded census tract layers 


enabled will open the same Census Tract Edit Form in the Census Tract Exclusions table (see Figure 5-4). 


Figure 5-4: Excluding a Census Tract through the Interactive Map 


 


Click on a census tract to open the 


edit form. From the edit form, 
Primary MHOs will be able to 
include or exclude the tract. 


Check the boxes on the menu to 
view the Included/Excluded Tracts. 
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PORTAL HOW-TO: EDIT CENSUS TRACT EXCLUSIONS 


 


5.3 REVIEWING CENSUS TRACT EXCLUSIONS 


Primary MHOs should review their census tracts each year before the 1st Milestone. This process may 


look different for every MHA, but RDN recommends that MHOs take a close look at their included and 


excluded census tracts using the Interactive Map to determine whether those areas are appropriately 


categorized using their on-the-ground knowledge of the area. Census tracts will be locked after this 


date.  


Once a Primary MHO is satisfied with their census tract designations, the “Date Reviewed” button on 


the MHO Portal allows users to certify that they have reviewed and approve their census tract 


exclusions. Updating the Date Reviewed will signal to RDN, Regional Representatives, and Service 


Representatives that the MHA’s tracts have been reviewed. Only Primary MHOs are able to update the 


Date Reviewed. 


To Edit Census Tract Exclusions through the data table: 


1. Navigate to Data & Reports. Select Data Tables. Select Census Tract Exclusions.  


2. Click on the pencil icon in the Status column to bring up the edit form. 


3. The edit form allows users to edit/check the exclusion status of individual census tracts, 


select standard exclusion reasons, and provide other reasons/comments for the 


exclusions as necessary.  


4. Click the Update button on the bottom of the edit form updating the status of that 


census tract.  


To Edit Census Tract Exclusions through the Interactive Map: 


1. Navigate to Data & Reports. Select MHA Map. Select Interactive Map.  


2. Click on a census tract with the census tract layers enabled (layers can be turned off and 


on in the menu window) which will open the census tract edit form.  


3. The edit form allows users to edit/check the exclusion status of individual census tracts, 


select standard exclusion reasons, and provide other reasons/comments for the 


exclusions as necessary.  


4. Click the Update button on the bottom of the edit form to update the status of that 


census tract 


Note: There is also a link to the Interactive Map on the right side of the Home page. 
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Figure 5-5: Census Tract Date Reviewed 


 


PORTAL HOW-TO: UPDATE CENSUS TRACT REVIEW DATE 


 


 


1. Navigate to the Census Tract Exclusions data table under the Data & Reports menu. 


2. Click “Update Date Reviewed” 


Note: Primary MHOs responsible for multiple MHAs will need to select each MHA individually 


before updating the Date Reviewed. 


Click the Update 


Date Reviewed 


button to indicate 


that you have 


reviewed and 


approve of the 


current census 


tract exclusions. 
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 RDN VERIFICATION 6.0


RDN Verification is a process in which rental data is determined to be accurate and appropriate for use 


in the BAH sample. The process is specifically designed to fill in any data gaps, correct data entry errors, 


and serve as a check against any undue manipulation. All data used in the final BAH sample must be 


verified by RDN and given the verification status of Approved. This process ensures that all Approved 


Units are accurate and readily defensible. 


6.1 PROCESS OVERVIEW 


The verification process begins when an MHO enters a Unit into the MHO Portal. RDN calls the Contact 


who manages the listing who then confirms, corrects, or is unable/unwilling to confirm the information. 


For example, suppose an MHO adds a Unit to the MHO Portal from a newspaper classified which 


includes the address, monthly rent, and housing profile, but does not mention if any utilities were 


included in rent, so the MHO assumes no utilities are included. During verification, RDN contacts the 


company that listed the rental, and confirms that water is included in the monthly rent. RDN will update 


the unit to reflect that water is included. 


Once RDN verifies the information with the Contact, the Unit’s Verification Status will change to 


Approved or Denied depending on the information provided by the Contact. If RDN cannot verify the 


unit information with the Contact after three call attempts, the Verification Status will change to Unable 


to Verify. Verification Statuses are discussed in more detail in Section 6.2 Verification Statuses & Status 


Reasons. 


To simplify the verification process, RDN allows for verification using a Contact’s website. To do this, 


RDN will initially call Contacts to confirm their website address and that the information necessary for 


verification is updated regularly. RDN will note whether the Contact confirmed their website  has current 


listings by checking the “Yes” box for the “Website up-to-date” field on the Contact Form (see Figure 


6-1). When an MHO adds a Unit from a Contact with a confirmed up to date website, RDN will visit the 


website and verify that the Unit details are correct and Approve or Deny the Unit as applicabl e. RDN will 


continue to call Contacts to confirm information if the website does not display all necessary 


information or if the Contact confirms the website is not up-to-date. 


RDN typically prioritizes verification of MHO-added Units. However, to provide a balance of sources, 


DTMO requires RDN to independently collect at least some data for each MHA and Anchor Point. RDN 


will generally verify a maximum of 75 Units per Anchor Point, per MHA. If there are already 75 verified 


Units in a particular Anchor Point and it is a statistically sound sample, then RDN will direct its efforts to 


MHAs which require still more data. 
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Figure 6-1: Website Up-to-Date Field 


 


6.2 VERIFICATION STATUSES & STATUS REASONS 


Verification Statuses convey the status of a Unit throughout the RDN Verification process. All Units have 


one of four major Verification Statuses: 


1. Approved: RDN has confirmed that the Unit Details are correct and it is suitable and appropriate 


for the BAH Sample. Only Approved Units are used in the final BAH sample.  


2. Denied: RDN confirmed the Unit is not available, suitable, or appropriate for the BAH sample. 


3. Pending: the Unit has not yet been verified in the current year.  


4. Unable to Verify: RDN was unable to confirm the Unit information provided.  


There are multiple reasons a Unit would be Denied or Unable to Verify. Each Denied and Unable to 


Verify Verification Status is accompanied by one of several possible Status Reasons. For example, if a 


Verification Status of a Unit is Denied, and has a Status Reason of “Restricted Housing,” you know that 


the Unit was Denied because it was found to be public housing, senior housing, etc. Denied and Unable 


to Verify Units will not be used in the final BAH sample. 


  


During Verification, RDN will check 
“Yes” or “No” depending on 


whether the Contact’s website is 
up-to-date, i.e. shows currently 
available rental listings. 
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Denied Units have seven major Status Reasons: 


1. Flagged by MHO: an MHO flagged the Unit and provided sufficient reasoning, with which RDN 


concurred. More information on MHO Review can be found in Section 7.0 MHO Review. 


2. Furnished: housing that is only available with furniture (e.g., couch, TV, dining table, beds, etc.). In 


rare instances such as areas where furnished housing is common and we are unable to collect a 


reasonable amount of data in each Anchor Point in the MHA, RDN will  ask the Contact to estimate 


a monthly cost for the Unit without furniture. 


3. Inappropriate for BAH: housing is confirmed to be unsuitable or inappropriate for BAH based on 


housing quality, neighborhood, luxury amenities, or other factors.  


4. Invalid Housing Profile: housing is confirmed to not match one of the eight Housing Profiles used 


in BAH. 


5. Not Available: only applies to Single Family Homes which are confirmed not available for long-


term rent at any point during the data collection availability window. 


6. Restricted Housing: reserved for rentals that have been confirmed as not available to the general 


public. This includes Section 8 only, age-restricted housing, student only, and military only 


housing. 


7. Seasonal/Vacation: housing is confirmed to only be available for short-term (less than 12 months) 


occupancy. These rentals are typically also furnished. 


 


Unable to Verify Units have five major Status Reasons: 


1. Unable to Contact: RDN was unable to communicate with the Contact after at least three call 


attempts. 


2. Contact Uncooperative: the Contact was unwilling to participate in the BAH survey. In this case, 


the MHO can try to communicate with the Contact to convince them to participate in the BAH 


survey. The MHO should contact the RDN MHO Coordinator if the Contact agrees to verify their 


units so RDN knows to call them again. 


3. Do Not Call List: the Contact requested to not be called again and was placed on the Do Not Call 


List. 


4. Contact Unable to Confirm Information: the Contact was not able to confirm or correct given 


information on the Unit. 


5. Invalid Number: the phone numbers associated with this Contact are no longer in service or were 


otherwise inappropriate for verification purposes. 


 


Additional information on a Unit’s verification status will be provided as necessary in the Status Details 


comment box in the RDN Verification section of the Unit Form. If a Unit is Approved, there will also be a 


box labeled “Changes” that lists what information was changed during verification, if any, indicating RDN 


had to make a correction/update to the data (see Figure 6-2). 


Table 6-1 summarizes the possible Verification Statuses and their Status Reasons. For easy reference, 


the Verification Statuses appear on the MHO Portal as icons in the Contacts, Properties, Units data 


table. 
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Table 6-1: RDN Verification Statuses, Status Reasons, & Status Details 


 


Figure 6-2: View of RDN Verification on Unit Form 


 


Verification 


Status Icon Status Reason Explanation


Pending N/A This Unit has not yet been verified by RDN in the current year.


With Changes This Unit was approved with some changes.


No Changes This Unit was approved with no changes.


Overturned MHO Flag Unit was Flagged for removal by MHO. RDN overturned the flag.


Restricted Housing This Unit is restricted housing.


Furnished This Unit is furnished.


Not Available This Unit is not available.


Seasonal / Vacation This Unit is not available for year-round rental.


Invalid Housing Profile This Unit does not match one of the eight housing profiles.


Inappropriate for BAH This Unit is not appropriate for BAH.


Flagged by MHO Unit was Flagged for removal by MHO. RDN upheld the flag.


Unable to Contact RDN was unable to reach the Contact after three attempts.


Contact Uncooperative The Contact did not want to participate in the BAH survey.


Do Not Call List The Contact asked to be placed on RDN's Do Not Call List.


Contact Unable to 


Confirm Information
The Contact was unable to confirm the Unit's information.


Invalid Number The contact number is invalid.


Approved


Denied


Unable to 


Verify
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6.3 COMMON VERIFICATION CHALLENGES 


One obstacle to the verification process is that the Contact may be unable or unwilling to verify Unit 


information. To maximize the number of suitable quality units that can be verified, RDN: 


1. Verifies data on a rolling basis, prioritizing MHO-added Units for verification. This reduces the 


time between when MHOs add units in the MHO Portal and when RDN verifies them. Contacts 


are much more likely to have the necessary information available when the Unit is still on the 


market and available for rent. 


2. Allows for multiple sources of verification. Provided the Contact confirms that their website is 


up-to-date and lists all the required information, RDN will use the website as another source of 


data. This cuts down on calls to Contacts that can be bothersome and repetitive. It also reduces 


the chance of Units being Unable to Verify since RDN does not have to rely on the property 


manager’s recollection or paper records. RDN will also verify Unit information over fax or email 


if requested by the Contact. 


3. Collaborates with the MHO on data collection. If MHOs focus on providing the “blueprints” for 


the BAH survey—quality real estate Contacts who manage Properties and Units in the area—


and RDN collects the associated Property and Unit information, MHOs and RDN are typically 


able to collect more quality data than both would individually.  


MHO’s can help RDN address obstacles in the verification process by: 


1. Maintaining updated Contacts in the Portal. This includes confirming that the phone number is 


up to date and the Contact is willing and able to verify Unit information for the BAH survey. 


2. Periodically checking RDN’s Contact Dispositions and Verification Statuses. For example, if a 


Unit is “Unable to Verify” and the Status Reason is “Unable to Contact,” the MHO may know an 


alternate number or point-of-contact at the property management company who can verify the 


Unit information. 


PORTAL HOW-TO: CHECK FOR “UNABLE TO VERIFY” CONTACTS 


 


1. Navigate to Contacts, Properties, Units page; select the Contacts tab. 


2. Select “Unable to Verify” from the Contact Disposition filter at the top of the table. 


3. Open Contact and review Call Attempts for more information on the problem. 


Tips for Reviewing Call Attempts: 


Call Attempts relay valuable information about RDN’s interaction with the Contact. For example, 


if all three Call Attempts resulted in Busy, Left Message, or Contact Uncooperative, it may be 


helpful to call the Contact to inquire whether the phone message was received or ask why they 


might be uninterested in contributing information. If the Call Attempts show Invalid Number or 


Wrong Contact, take a moment to research a new phone number for the Contact and notify RDN 


of the change. 
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PORTAL HOW-TO: CHECK VERIFICATION STATUSES 


1. Navigate to Contacts, Properties, Units data table; select Units tab. 


2. Filter Verification Status for Unable to Verify. 


3. Double-click on a Unit to open its Unit Form. 


4. Decide if providing more information about the Contact or Unit would change the 


Verification Status of the unit. 
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 MHO REVIEW 7.0


MHOs need to review all Approved Units to ensure they are suitable and appropriate to be included in 


the BAH sample. MHOs must use their best judgment when considering the quality of Units in their MHA 


including consideration of normal standards for the local civilian housing supply.  


When reviewing a Unit, the MHO may choose to either Accept or Flag the Unit. Figure 7-1 displays the 


icons and meanings of the three MHO Review statuses as they appear on the MHO Portal: Not 


Reviewed, Accepted, and Flagged. If an Approved Unit is not reviewed by the MHO by the Review 


Deadline on 19 August 2016, RDN assumes the Approved Unit is suitable. 


Figure 7-1: MHO Review Status 


Icon Status Explanation 


 Not Reviewed The MHO has not yet reviewed the listing. 


 Accepted 
The MHO accepts the unit as suitable for 
the BAH sample. 


 Flagged 
The MHO finds the unit objectionable and 
wants to remove it from the BAH sample. 


By default, Units added by an MHO are automatically assigned an MHO Review status of Accepted under 


the assumption that an MHO would only add Units to the MHO Portal that they want included in the 


BAH sample. Therefore, MHO Review mostly applies to RDN-added Approved Units. 


In MHAs with multiple MHOs, MHOs are only required to review Approved Units for which they have 


direct responsibility. The responsibility to review an RDN-added Unit is determined based on who added 


the Contact or Property to which the Unit was added. For example, if MHO #1 added a Contact, and RDN 


added Properties and Units to that Contact, then only MHO #1 can review those Units. This prevents 


MHOs in the same MHA from over-ruling or changing each other’s Review statuses. Figure 7-2 provides 


examples of review permissions under different scenarios. 


If RDN added the Contact, Property, and Unit, however, then the responsibility for MHO Review defers 


to the Primary MHO. The Units tab on the Contacts, Properties, Units data table has a “Reviewer” 


column that shows which MHO is responsible for reviewing the Unit. There is also a “Needs Review” 


button on the Units table that filters the database to only display Approved Units which 1) the user is 


responsible for reviewing and 2) have not yet been reviewed.  


RDN recommends MHOs review Units periodically throughout the data collection period to prevent a 


backlog of MHO Review in August. Reviewing early and often will also mean the MHO has more time to 


appeal or elaborate on Flag Reasons that RDN has Overturned. 
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Figure 7-2: MHO Review Responsibilities 


 
Figure 7-3 displays a screenshot of the Units table with the Needs Review filter active. MHOs can review 


units in the Unit Form or use the “Accept” and “Flag” checkboxes in the Units data table. 


Figure 7-3: Needs Review Button on Unit Data Table 


 


MHO 
Review By: Unit Property Contact 


MHO #1 
Adds Contact 


MHO #2 
Adds 


Property 


MHO #1 
Adds Unit 


MHO #1 


RDN 
Adds Unit 


MHO #2 


RDN 
Adds 


Property RDN 
Adds Unit 


MHO #1 


Click the Needs Review 
button to quickly filter 


Approved Units you 
have the responsibility 
to review. 


Check the Accept or Flag box to review 
Units from the Units data table. 







2016 BAH DATA COLLECTION PROCESS GUIDE 
 


 


PREPARED BY RDN FOR THE DEFENSE TRAVEL MANAGEMENT OFFICE 7-3 


 


7.1 FLAGGING A UNIT 


When flagging a Unit, MHOs must provide a valid reason to remove the Unit from the BAH sample. 


MHOs should aim to be as specific and clear as possible. Vague or unclear flag reasons may be 


overturned or their flag review postponed pending clarification from the MHO. Table 7-1 below shows 


the common reasons for flagging a Unit, categorized by whether the reason is likely to be Upheld (valid) 


or Overturned (invalid) by RDN. MHOs can also flag a Unit in case of data entry errors to direct RDN’s 


attention to fixing the error. 


Table 7-1: Flag Reasons 


  Uphold Example
High crime area "This area reportedly experiences thefts, assaults, etc."


Deferred maintenance/disrepair
"Dilapidated unit, needs work on plumbing, windows, and some 


structural work"


Objective health, safety, or environmental concerns "Very close to industrial area & railroad tracks"


Designated for special populations only


(e.g. students, seniors, section 8, etc.)
"You have to be 55+ to live here."


Invalid housing profile


(e.g. mobile homes, room-shares, studios, etc.)


"This price is actually for just a room in the house. Space is 


shared with owner."


Never available for rent during data collection 


period


(excludes APT and TH complexes)


"This house has been listed for sale only since mid-March."


Property is in excluded census tract
"Unit is actually in excluded Census tract. Location on the 


Interactive Map is incorrect."


Furnished
"This unit comes furnished and there is no option for it to be 


unfurnished."


Unit is too small or too large (size is outside Unit 


Size Guidelines)
"This house is below the unit size guielines."


Vacation/seasonal use only
"This unit can only be rented on a weekly basis for half the 


year."


Unit is PPV/Government-owned/government-leased "PPV unit not available to general public."


Unit is above a business


(unsuitable at MHO's discretion)
"Above a grocer with high foot traffic."


Unit is above garage


(unsuitable at MHO's discretion)
"Unit above garage with poor insulation. Lots of noise expected."


  Overturn Example


Price has changed
"Rent increased from $550 to $580. Please update." (Overturn 


Reason: RDN does not re-verify units for rent changes)


Unit is too old
"Unit is 60 years old." (Overturn Reason: age is not sufficient 


reason by itself to exclude a unit)


Unit is too far from base
"Unit is 60 min from base. Too far for our soldiers." (Overturn 


Reason: distance is an invalid criterion if unit is inside MHA)


Unit is too small or too large (size within Unit Size 


Guidelines)


"Unit size is inadequate." (Overturn Reason: Unit size is within the 


Unit Size Guidelines for this MHA and Anchor Point.)


Unit is in rural area
"No shopping within 20 min." (Overturn Reason: isolation is not 


sufficient reason by itself to exclude a unit)


  Data Entry/Verification Errors


  (RDN will correct errors then Overturn Flag) Example


Property or unit is under the wrong Contact "This Unit belongs under Contact ID: 123456"


Incorrect property address "Property is at 1101 Main St, not 1101 Main Ave."


Property has incorrect rent, housing profile, etc. "Rent is $560, not $5600."
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When flagging a Unit within the Unit form, the MHO enters the reason in the “Flag Reason” box (Figure 


7-4). MHOs do not need to provide a reason for Accepting a Unit.  


Figure 7-4: MHO Unit Review Using the Unit Form 


 


MHOs must provide a sufficient 
reason for flagging a Unit. 
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PORTAL HOW-TO: REVIEW A UNIT 


 


7.2 RDN FLAG REVIEW 


Flagged Units will be reviewed by RDN on a rolling basis throughout the BAH data collection period. RDN 


will either Uphold or Overturn MHO flags based on the reason provided in the Flag Reason box. Table 


7-1 shows the types of reasons that are generally Upheld and Overturned. In cases where the MHO flags 


a high percentage of Approved Units, RDN will investigate to ensure A) RDN is following the proper data 


collection protocols in that area and B) that the MHO is flagging for appropriate reasons.  


Flag decisions will appear both in the Units data table as well as in the Unit form, as shown in Figure 7-4. 


Specifically, RDN will Uphold an MHO flag when RDN concurs with the flag reason. In this case, the 


Verification Status automatically changes from Approved to Denied with the Status Reason, “Flagged by 


MHO.” On the other end of the spectrum, RDN will Overturn an MHO flag when the reason provided is 


deemed insufficient or inappropriate. In cases where an MHO flags a Unit due to a data entry error but 


the unit is still suitable, RDN will correct the error and then Overturn the flag to indicate that the error 


has been corrected. Just as MHOs provide a Flag Reason when they flag a Unit, RDN will provide a 


reason for an Overturn decision in the RDN Flag Review box in the Unit Form (see Figure 7-4). 


All outstanding flags must be resolved by 26 August 2016. For questions or comments about RDN Flag 


Review, please contact the RDN MHO Coordinator. MHOs who disagree with RDN about a Flag Review 


decision may appeal the decision by contacting BAH Customer Service. If RDN and MHO cannot come to 


an agreement on a Flagged Unit, the dispute may be arbitrated by the MHO’s Service Representative. 


  


To Review Units in the Contacts, Properties, Units data table: 


1. Navigate to the Units tab of the Contacts, Properties, Units data table 


2. Click the Needs Review button to filter for only Approved Units for which the user is 


responsible to review.  


3. Check the corresponding box to Accept or Flag the Unit. If you choose to flag a Unit, a 


pop-up box will ask you to provide a reason. 


Note: MHOs are only required to review Units that RDN has verified and Approved. 


To Review Units in the Unit Form: 


1. Navigate to the Units tab of the Contacts, Properties, Units data table. 


2. Click the Needs Review button to filter for only Approved Units for which the user is 


responsible. 


3. Double-click the Unit row you wish to review. This will open the Unit Edit Form. 


4. In the MHO review section of the Unit Form, click Accept or Flag. If you choose to flag 


a Unit, you must provide a valid reason in the Flag Reason box. 


5. Click Update to save your review decision. 
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 GLOSSARY 8.0


Adequate Housing: A rental unit that meets or reasonably exceeds minimum standards for quality in a 


given MHA. Excludes mobile homes, efficiencies/studios/lofts, furnished units, income-restricted or age-


restricted units, and seasonal rentals, among others. 


Anchor Point: Housing profiles are collapsed into six anchor points for calculating BAH. These anchor 


points are: (1) one-bedroom apartment, (2) two-bedroom apartment, (3) three-bedroom apartment and 


two-bedroom townhouse/duplex, (4) three-bedroom townhouse/duplex, (5) three-bedroom single 


family house, and (6) four-bedroom single family house and five-bedroom single family house. 


Apartment: A self-contained housing unit that occupies only a portion of a building usuall y termed an 


“apartment complex.” These are typically multi-storied but can be single-storied. Apartments usually 


share common access points between them, e.g. shared hallways or front entry-ways. 


Appropriate Housing: Rental units whose price, size, and amenities are consistent with most housing 


found in an area. Inappropriate units would typically be characterized by their unusually large size, 


presence of extra amenities such as swimming pools, secondary quarters on-site (e.g., maid or in-law 


quarters), or three-car garages. Housing units must also conform to one of the eight housing profiles 


authorized for BAH data collection. 


Available/Data Availability Window: A unit that will be available for rent during the data availability 


window, 1 April to 1 September, or 1 February to 1 September if an “Early Start”  Seasonal/Remote 


MHA. 


Basic Allowance for Housing (BAH): Monthly payment to active duty service members not living in 


government-provided housing. BAH is based on the median cost of adequate rental housing for civilians 


with comparable income levels in the area, including monthly rent and utilities.  


Condominium (Condo): An apartment or townhouse/duplex style unit that is individually owned and 


can be rented at the owner’s discretion. Condominiums are usually associated with a Homeowners’ 


Association. 


Cottage/Cabin: A small house, usually single-storied, that is typically near a lake, beach, or in a rural 


area. It is important to note that cottages and cabins are often seasonal rentals.  


Data Collection Period: The period of time in which data is collected. See Section 2.1 BAH Timeline for 


dates. 


Early Start MHA: An MHA that traditionally has a seasonal, remote, or an otherwise difficult rental 


housing market and has been designated for an early data collection start date. Each year, 40 MHAs are 


designated as Seasonal/Remote MHAs based on their housing characteristics and the previous year’s 


BAH sample. Data collection begins as early as 1 February in these MHAs.  


Efficiency/Studio/Loft: A small, single-room unit, with a bed and kitchenette all in the same room. 


Housing Profile: Types of housing units for which rental data are collected in each MHA. There are eight 


profiles: one-bedroom apartment, two-bedroom apartment, three-bedroom apartment, two-bedroom 


townhouse/duplex, three-bedroom townhouse/duplex, three-bedroom single family house, four-
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bedroom single family house, and five-bedroom single family house. Three-bedroom apartments are 


combined with two-bedroom townhouse/duplex units to create a single anchor point. Four-bedroom 


and five-bedroom single family houses are combined to create a single anchor point.  


Military Housing Area (MHA): A geographic area in which service members are assumed to look for 


community housing. MHA boundaries are defined by a collection of ZIP codes and are reviewed 


annually. 


Military Housing Office (MHO): An office or person(s) responsible for BAH data collection and 


verification for their Military Housing Area (MHA). 


Mobile Home: A trailer or small home built on a non-permanent foundation, which may or may not 


have wheels. 


Section 8/Section 42/Tax Credit/Income-Restricted Housing: These all have slight variations, however, 


they are all a form of subsidized government housing for low-income renters. Apartment complexes or 


property managers that offer income-restricted housing of any kind should be carefully reviewed before 


submission. We do not collect data on units that cannot be rented to the general public at a market rate. 


Senior Housing: Housing or retirement facilities where residents must be a certain age (typically 55 


years or older). 


Single Family House: A type of housing unit which is designed to contain one household. Single family 


homes do not share walls with any other units. Definitions of appropriate single family houses may vary 


by installation, but for the purpose of the BAH program a house does not necessarily need to have a 


garage, nor a driveway to be included in the sample. Homes used for BAH should be consistent with 


other single family homes in the MHA. 


Student Housing: An apartment complex that solely rents to students or a dormitory on a college 


campus. This does not include areas or neighborhoods where the majority of residents are students.  


Suitable Housing: See “Adequate Housing.” 


Total Housing Cost: Sum of median base effective rent and average utility cost by housing profile.  


Townhouse/Duplex: A type of medium-density housing unit that is attached to other rental units. 


Generally, townhouses/duplexes will share one or more walls with an adjoining unit. They differ from 


apartments in that there are no shared entry-ways, e.g., no shared hallways, etc. Also, 


townhouses/duplexes can be single or multi-storied and do not have other rental units above or below 


them. 


Utilities: Monthly cost of electricity, heat, and water/sewer. Internet, phone, cable, etc. are not included 


in the monthly utility cost estimate for purposes of calculating total housing cost. 
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