Inspectors General Checklist

TRANSIENT HOUSING 11000		This checklist pertains to Installation Commands

Functional Area Sponsor: LFF-3	Name of Command
Subject Matter Expert: 	Mr. Brian Jackson	Date
(DSN) 225-9767 (COML) 571-256-8580	Inspector
Revised: 01 January 2020	Final Assessment	Discrepancies:      Findings:    
Overall Comments:  Place Here            
Subsection 1 – MANAGEMENT
0101	Is an advance reservation system in place (automated property 	management system) for reservation requests, housekeeping status, 	etc.? 	Reference: MCO 11000.22, encl (2) chap 11, par 6b
Result	Comments 
0102	Are personnel (in receipt of official Government Temporary Additional	Duty Orders) billeted on a confirmed reservation basis and all others as	space available?  Are the Transient Housing (TH) facilities available to all	military grades?  	Reference: MCO 11000.22, encl (2) chap 11, par 1 
Result	Comments 
0103	Are non-availability numbers only issued when adequate quarters are not 	available?	Reference: MCO 11000.22, encl (2) chap 11 par 6a
Result	Comments 
0104	Is the TH Billeting fund established within the Non-Appropriated 	Fund Instrumentality (NAFI) and oversighted for audit?  	Reference: MCO 11000.22, encl (2) chap 11, par 7 & 8, DODI 1015.12, 	Par 4(5)(6)
Result	Comments 
0105	Does the TH provide, as a minimum, furnishings, services and amenities 	listed and found locally at commercial three star (mid-level) hotels (i.e., 	Hampton Inn, etc.)?	Reference: MCO 11000.22, encl (2) chap 11, par 6c; DOD LODGING 	PROGRAM STANDARDS Checklist
Result	Comments 
0106	Does the Installation Commander have oversight of the geographical bachelor (GB) program, ensuring GB personnel in CONUS and Hawaii are being housed and charged appropriately for their paygrade, not using TH facilities without proper authority from MCICOM?  Ensuring monthly collection of room rate charges are established and required services are provided to GB’s as specified, etc.?	Reference: MARADMIN 548-17 Accommodation and Charging Geographical Bachelors
Result	Comments 
Subsection 2 – FINANCIAL
0201	Are established accounting procedures adhered to, under the auspices of 	the Billeting Fund custodian, to safeguard the transient billeting funds and 	other assets?	Reference: MCO 11000.22, chap 11, par 8e	
0202	Are room rates and authorized service charges re-evaluated during 	budget projection preparations to preclude an insufficient or excessive 	net income?	Reference: MCO 11000.22, encl (2) chap 11, par 10g, DODI 1015.12, 	encl e, par 6(1)(3)
Result	Comments 
0203	Is the activity commander and transient billeting fund manager utilizing 	the correct funding source Appropriated Fund or Non Appropriated Fund	(APF or NAF) to plan and fund transient housing operations?	Reference: MCO 11000.22, encl (2) chap 11, par 9, DODI 1015.12, encl 	4 & 5
Result	Comments 
0204	Did the activity commander and bachelor housing director plan, review 	and approve the completed annual Program of management (POM)  	billeting fund budget by September 1, of each fiscal year to Headquarters 	Marine Corps (LFF-3)? 	Reference: MCO 11000.22, encl (2) chap 11, par 9c  
Result	Comments 
0205	Do the TH end of year financial statements include complete and 	accurate exhibits (balance sheet, reconciliation of net worth, income and 	expense statement, appropriated fund support summary (Schedule A), 	funds available/projected usage, cash flow, NAF personnel exhibits, 	narrative of changes from previous to current year, lodging program 	report, and lodging program standards, and a Plan of Action (when 	negative net income is realized)?  Is it submitted by 10 Nov each year?	Reference: MCO 11000.22, encl (2) chap 11, par 16; DODI 1015.15, encl 	7; DODI 1330.20, encl 5 & 6; DODI 1015.12, encl 6
Result	Comments 
0206	Can the TH management office demonstrate they have long range plans 	in place projecting annual requirements and utilization of day-to-day 	operations?	Reference: MCO 11000.22, encl (2) chap 11, par 16(d); DODI 1015.12, par (4)(4)(1)
Result	Comments 
0207	Were all cases involving suspected misappropriation, larceny, fraud, or 	robbery reported to the installation commander, and was an investigation 	requested?	Reference: MCO 11000.22, encl (2) chap 11, par 15f
Result	Comments 
Subsection 3 – MAINTENANCE AND FURNISHINGS
0301	Transient Housing manages housing designated as Distinguish Guest 	Quarters (DGQ)/Very Important Person (VIP), etc. with a requirement to 	maintain an occupancy rate of at least 75% per year.  If occupancy of	75% is not maintained, are the DGQ /VIP, etc. returned to original facility	designation or utilized for best business practice to maintain 75%	occupancy?	Reference: MCO 11000.22 Chapter 11,  7d
Result	Comments 
0302	Did the activity submit to MCICOM GF an annual billeting fund budget	and transient billeting activities to ensure compliance of the Marine Corps	transient housing mission.  And has the Installation Commander ensured	that the official government traveler can obtain transient housing on the	installation in order to conduct official business and ensure the proper 	administration of non-appropriated funds within the transient housing 	operation?  	Reference: MCO P11000.22, Chap 11, encl 2, par 8a(2) and par 8b
Result	Comments 
0303	Are procedures in place for the proper control of cash receipts, and are 	the procedures regularly reviewed and updated accordingly?	Reference: DODI 7000.14-R, chap 15, par C050604
Result	Comments 
0304	Is property (APF and NAF) disposed of in accordance with base	guidelines?  Are receipts and statements documenting the disposal filed	in accordance applicable supply and accountability guidance?	Reference: DODI 7000.14-R, chap 13, par C051202.E
Result	Comments 
0305	Does the TH operation have procedures in place to appropriately 	safeguard customers’ Personally Identifiable Information (PII), and are 	those procedures periodically reviewed and updated?	Reference: 5 U.S.C. 552a
Result	Comments 
Subsection 4 – MAINTENANCE 
0401	Are all major modernization, construction, improvement, and repair	projects, including furniture procurement/replacement and landscaping 	identified and listed on DD Form 1391.	Reference: MCO 11000.22, Chap 11, encl 2, par 9d
Result	Comments 



This checklist outlines the general elements needed for the day-to-day administration and operations of this function area. Additionally, this checklist provides guidelines for internal evaluations and standardized criteria for the conduct of inspections. Commands must also fully comply with all applicable references. 
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