To:  BAH Data Colectors

CC:  Executive Officer, AHO “bang”, LCDR Richards, MLC

Subj:  FY04 BAH SUBMISSION PROCESS

Now is the time for you to start putting together your package for the Basic Allowance for Housing (BAH) data collection.  You have the opportunity to provide rental housing referral lists, apartment complex lists, newspaper advertisements, and real estate contacts that will be used in the data collection portion of the BAH process.  You also have the option to identify unacceptable housing areas in your city that will be excluded from the data collection process.

Runzheimer International of Rochester, Wisconsin (RZI), under direction from the Department of Defense (DoD) assists in the collection of the rental market housing data.  RZI uses the housing referral listings you provide as the primary source to collect rental rate data.  DoD will use that housing data to compute the BAH for your area effective January 1, 2004. 

RZI conducts telephone interviews of the rental listings you provide to establish the specific location and adequacy of each residential unit contacted.  This system of checks and balances ensures the reliability and accuracy of each listing.  RZI also consults real estate professionals in your area to ask about local housing values.  Throughout the process, DoD and the CG will also conduct on-site evaluations at various locations to confirm the adequacy of units and the accuracy of price data.

In short, their goal is to combine your local market expertise with scientific techniques, in a manner that will permit us to compute fair and accurate housing allowances.  Your expertise and knowledge of the local housing market is crucial, and the data you provide is critical to the process.  

The following is my recommendation for getting a start on the FY04 BAH Survey Package:

1.  Be familiar with the area where your members should be living … a radius of 23 miles or 1 hour commute during normal driving conditions.  

2.  Get a map of your area … establish a perimeter where the 23-mile or 1-hour drive time is.

3.  Indicate on the map where all the apartments and townhouses are located within that perimeter.  Document them all on the attached .xls spreadsheet.  [Attach spread sheet like the one that I used for Grand Haven for FY03.]  Housing types are defined as follows:

Apartment - A rental unit located in an apartment building.  The apartment building is typically multi-storied, and there are usually common hallways providing entrance to each unit.  The individual apartments occupy a single level, and have multiple common (or shared) walls with neighboring units.  The building contains three or more complete rental units.

Complex - A group of apartment townhouse buildings owned or managed by a property management company.  Complexes for this study should contain 1, 2, or 3 bedroom apartments or 2, 3 or 4 bedroom townhouses.

Townhouse - A rental unit that is attached to similar units.  There is one common (or shared) wall between the units.  Each unit has a separate entrance; that is, there are no common hallways.  Typically, a townhouse is two stories, but may be one story, or multi-storied, however, no unit is located over another unit.  For the purposes of this study, duplexes are also considered to be townhouses. 

Be sure that each listed unit includes the following data: [Make sure that my spreadsheet has all the below … then delete this part from message.]
· Area code and telephone number of the manager/owner.  This is a mandatory field.

· Complex name (if known)

· Complete street address, including ZIP Code

· Type of unit (e.g., apartment, townhouse, single family detached)

· Number of bedrooms

· Monthly rent (if known)

· Which utilities are included with the rent (if known)

4.  Visit all the apartments and townhouses located within the perimeter that you have established that you are not currently familiar with.   If you are not familiar with a property, you should spend time driving past the properties to see that they are suitable and in neighborhoods where service members would normally choose to reside.  For example, if you observe that a particular property is poorly maintained, or that a listing is from a neighborhood that you know to be a crime trouble spot – do not include it on the referral list to RZI.  Include only properties that you know to be appropriate. 

The goal is to eliminate units that fall outside reasonable limits so that only adequate, acceptable, rental housing in your area are considered.  We understand that you cannot discriminate against or omit properties from your referral list when property owners or managers ask to be included.  This is not the same thing.  Examples of inadequate properties are:

· Studio, efficiency, or one room apartments

· Apartments located within or adjacent to a home or business (such as a basement apartment or a flat above a store) unless they are prevalent in your area and there is no alternative

· Temporary or transient housing

· Seasonal or weekly rentals

· Furnished housing

· Mobile homes

· Restricted income or subsidized housing

· Restricted resident housing (such as senior or retirement housing) 

· Housing that is a prohibitively far commute from the installation (more than 60 minutes) due to geographic or fabricated factors such as mountains, bridges, etc.

· Other unsuitable housing, which is inadequate due to: 

· poor physical condition

· extremely expensive price, i.e., in resort locations or upscale neighborhoods, or luxury units with lavish amenities

· site influences, both positive and negative, i.e., beachfront or golf course complexes, or proximity to undesirable commercial industry 

· environmental issues, i.e., flood plains or industrial pollution 

· health issues, i.e., the known presence of asbestos, lead or radon

· safety issues, i.e., high crime or gang presence

· other concrete or subjective issues that can be defined, and would be considered undesirable to any reasonable individual

I would recommend that you document at the bottom of the .xls spreadsheet, the units which you have deemed “inadequate”, so that you have them on file in case of future questions. 

5.  Prepare an .xls spreadsheet of real estate professionals in your area that you work with on a regular basis, or, are willing to work with RZI as a referral.  Agents who are familiar with your rental market will be contacted for their expertise and input on your rental housing market.  Do not repeat telephone numbers.  Provide a different telephone number for each agent or broker that you would like us to contact. 

6.  Identify specific geographic problem areas by Census Tract Exclusions.  Your primary screening method is to eliminate inadequate/unsuitable units from your referral lists.  However, in addition to the screened rental listings you provide, RZI will collect data from other sources.  If you know from experience that a particular neighborhood or geographic area near your installation is predominately unsafe, crime-ridden, or run down, you can identify it to us using its census tract number. 

Census Tract - A census tract is a small geographic entity delineated by the US Census Bureau.  Typically, census tracts are as homogeneous as possible with respect to population characteristics, economic status, and living conditions.  Census tract numbers are composed of no more than four digits, with an optional two digit decimal suffix.  Leading zeroes appear in electronic media products, but do not appear on the Census Bureau's maps or printed reports.

When you identify specific areas using the census tract number, RZI will not use any rental properties in the areas you identify, unless the properties are from your screened referral lists.  In other words, if you identify a census tract for exclusion, you must confirm that properties on your referral list within that census tract are acceptable.  

I would recommend that you review exclusions submitted for your area last year.  Submissions from your installation or activity, along with other installations and activities in your area are housed on the Internet for your convenience.  A login and password is required to ensure that only authorized parties are able to access the information.  Please do not share your login and password with unauthorized personnel.

Go to www.runzheimer.com and click on GOVERNMENT SERVICES, then click on Military Housing Referral Offices.  Enter the first 5 characters of your RZI Code as the MHA, and the last 6 characters of your RZI Code as the password.  Review the list and ensure that the census tracts listed are accurae.

If no census tracts are listed:  There were no census tract exclusions submitted for your area last year.  You may submit them this year if desired. 

If changes are necessary:  You must submit a new, complete list of census tract exclusions.  RZI will not make additions or subtractions to your previous list, rather, they will 'erase' last year's exclusions and replace them with your new submission. 

Sources to Identify Census Tract Numbers 

There are several methods available to identify census tract numbers.  Real estate agencies, university libraries, or your local public library may have county or city maps with census tract information.  A regional street atlas or gazetteer may detail census tracts, and can be purchased at travel centers, gas stations or discount stores.  You may also use the Internet to view a map of your area to identify census tracts.

Using the Internet to Identify Census Tract Numbers 

There are two main ways to identify census tract numbers on the Internet.  The first is using a mapping tool, such as the US Census Bureau's American FactFinder (http://factfinder.census.gov/servlet/BasicFactsServlet).  Using the Reference Maps tool, you locate the area in question and identify its census tract number.  Note: expect the web site to respond very slowly.  Use the Legend tool to remove unnecessary labels/boundaries to improve response time, and to simplify the map for your analysis.  If you need further instructions on using this web site, contact your Service Representative.

The second method is to identify a census tract by looking up a specific property within that area.  The US Census Bureau’s web site (http://tier2.census.gov/ctsl/ctsl.htm) is one example of a site with this capability.  You need to know the exact address (including ZIP) of the property, and even with a valid address, the web sites may not provide suitable results.  If you use this process to identify a census tract, be sure to also view the tract on a mapping web site to ensure that you want to exclude the entire tract. 

WARNING--it is easy to make a map mistake!  Be certain you identify the correct census tract number.  Also be cautious that you don't accidentally use census tract block numbers - these are a subset of a census tract number, and cannot be used for this process.

6.  The next portion of the survey won’t be able to be completed until closer to the due date of the 1st submission.  You will have to obtain current issues of your local newspaper.  If there is more than one newspaper in your area, select the paper with the best real estate rental section or select multiple newspapers if appropriate.  If your newspaper has expanded rental-classified coverage on a particular day of the week, please provide that issue.

Submit the entire section of classified ads for RESIDENTIAL RENTAL LISTINGS.  Ensure that the newspaper name and issue date is included.  Please do not send the whole newspaper or clip out separate articles or partial pages.  If there are listings for properties that you know to be inadequate, cross them out.  Again, the goal is to eliminate units that fall outside reasonable limits, not to discriminate
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