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Assistant Chief of Staff Engineering and Housing
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Standing Operating Procedures (SOP)
Real Property Management Section
This document applies to Real Estate responsibilities of a USAREUR Major Command at the beginning of the 1990s. As such, some of the information is no longer applicable; and information related to processes, forms, current USAREUR policy, etc. may no longer be up-to-date. Still, the principles of good real property management do not change and the document contains much information that can assist real property managers or be used as a starting point for a current Real Property SOP.
Real property management in Europe is significantly different from that in CONUS, where a military community and an Installation are physically the same, and all real estate belongs to the United States. But there is no place where people can easily find out about the differences. For new commanders and staff coming from CONUS, assuming that the rules are the same can lead to serious internal problems and international incidents.
The biggest single error commonly made appears to be assuming that an installation in USAREUR is like an installation in CONUS. From the point of view of Real Property it is more correct to regard an installation or other Real Property entity in USAREUR as a piece or corner of one large installation. This has command implications. In USAREUR, an "Installation Commander" is not "the" Installation Commander. He/she may be the senior commander in the particular area or on the USAREUR "Installation", but his/her command is a tenant on USAREUR Real Property, so he/she must look to USAREUR (through a BSB and/or ASG) for BASOPS support. For example: 1st Cav and 3rd ID are tenants on Ft. Hood. III Corps is the Installation Commander. The facilities occupied by 1st Cav and 3rd ID are operated and managed by III Corps and they look to III Corps for BASOPS support. To better understand where your organization fits in the BASOPS support chain, imagine your unit/command as residing on one corner of one large installation (like Ft. Hood).
The document is provided for reference only; it is the responsibility of the user to assure that information used is current and is applicable to the situation.
The Author, 28 Feb 02.
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Introduction:

This SOP gives detailed procedures for performing the major elements of the Real Property Management Section (RPMS) mission. These procedures have been developed in order that the mission be accomplished IAW applicable regulations and good management practice. The procedures presented are not necessarily complete in all respects; when it is found that deficiencies exist, additions and corrections to this SOP should be made. Deletions from this SOP should be made with caution; assuring that changes elsewhere in the SOP will assure that the mission will still be performed properly.
The procedures in this SOP include measures to address the following specific problems that originally existed in the Real Property Section. This SOP shall not be changed in a way that causes any of these problems to return:
1.
Management was not being informed of decisions made and actions taken, in the past, related to current issues. This was because the section had no system that compared incoming work with past actions. The duplication of effort caused by this condition was aggravated by the high personnel turnover rate in management positions.
2.
Work on issues was needlessly repeated, and requests from higher headquarters, for information that had already been provided, were forwarded for action. This was also because the section had no system for connecting incoming work with past work on the same issue.
3.
Follow-up on actions was achieved by keeping actions on action officers' desks until complete. This resulted in ineffective filing, and contributed to the above problems. Looking in the files was not sufficient to determine if past correspondence existed on an issue, and finding a piece of correspondence, known to exist, often took over half an hour.
4.
When questions were raised on issues for which correspondence was being prepared or out for coordination, there was no way of knowing where the correspondence was, or if it had ever even come in or gone out. Correspondence was lost during preparation and coordination, because there was no way of knowing if it existed, or where to look for it. Entire files have been lost because of this.
5.
Work was divided among section personnel according to action type, so that action officers were somewhat specialized instead of everyone having knowledge of all aspects of the real property mission. This caused problems when action officers were absent for any reason, if action in their area of responsibility was required. It also decreased the quality of individual work, and the chances for personnel to advance.
6.
There was no system of documenting the many minor occurrences that effect an issue. Action officers relied entirely on memory, causing much detail to be lost, and severely limiting someone else's ability to take over an action.
7.
Partly due to the mixed nature of real property actions, the filing system was ambiguous, so that it was rarely obvious where an item was or should be filed. An index of the filing system was usually needed, when looking for or filing something, because files were not logically subdivided. This increased filing time.
8.
"Inactive" files were kept separately, but experience has shown that something that is inactive may suddenly prove to be very active. If files of inactive issues are kept separately, they may be overlooked if activity occurs on the issue, particularly after long periods of inactivity. This condition also contributed to excessive times required to find filed correspondence.
Based on past experience, the following policies and positions have been adopted by RPMS, for the reasons given. Unless conditions change, these policies should not be changed:
1.
Giving suspenses to communities or higher headquarters shall be avoided, where possible. They are unenforceable at the RPMS level, and are usually ignored.

a.
When a missed suspense results in no noticeable disciplinary action, we lose credibility, and it makes it more difficult to get results from communities.

b.
Giving a suspense to an organization on an issue they do not have complete control over invariably results in a missed suspense; and missing such suspenses tends to make organizations uncooperative. Most issues involving real property are not under complete control of any one organization. Many actions require input from community tenants which are not subordinate to 21st TSC or to USAREUR, and which often ignore RPMS and community suspenses.

c.
Suspensing higher headquarters sometimes results in no response at all. If the suspense is seen and enforced by headquarters management, hostility and lack of cooperation on the part of headquarters action officers results.

d.
Reasonable suspenses are superfluous. Organizations that meet reasonable suspenses tend to respond just as quickly without being suspensed, while organizations that do not respond also ignore suspenses.

e.
Suspenses give the impression that the organization being suspensed is not trusted, decreasing their cooperativeness.
2.
Telephone calls shall be returned if requested by the caller.
3.
RPMS shall not support changes by others, to correspondence written by RPMS personnel, which change the intent or content of the correspondence to be incorrect or misleading. If the person making the changes does not also become the POC, but demands that the changes be accepted, or if the correspondence is changed and sent without the POC's knowledge, RPMS shall not support the content. The POC shall make a written MFR stating the points of contention, reasons for disagreement, and what is correct; preferably on the RPMS file copy. File copies with such MFRs shall be treated as contentious issues, as indicated below.
4.
RPMS files on contentious issues shall under no circumstances be let out of the office; provide copies if requested. When outgoing correspondence is being prepared on such an issue, only copies of filed material shall be sent with the correspondence. Experience has shown that contentious files disappear more often than can be explained by chance. If keeping the RPMS file is not possible, a copy of the entire file shall be kept, and in any case, a record shall be made on the action Tasking Form of who took the file, when, and for what reason.
5.
If regulatory requirements are followed, all new real property requirements should be known and documented, in the form of approved acquisition requests, and in the possession of the USAREUR Real Estate Activity (3d Air Force, in the UK) with responsibility for locating suitable facilities. In other words, if a requirement is known, an approved request should exist. Experience has shown that unsolicited property offers encourage highly questionable, custom tailored requirements, and encourage activities to ignore the acquisition process. Therefore, unless specifically directed otherwise in individual cases, unsolicited real property offers shall not be considered or forwarded to MILCOMs for consideration, unless it is known at 21st TSC that there are rent payable facilities that might reasonably be replaced by the offered facilities at significantly lower cost.
6.
21st TSC does not have resources to survey each community more than approximately once in 3 years; and communities depend almost entirely on 21st TSC for real property surveys. This allows diversions (temporary changes in facility utilization) to be made and ended without even the DEH knowing about them. Therefore, giving high priority to enforcing regulatory requirements for submitting diversion requests would have more negative impact on the real property mission than unauthorized diversions have. On the other hand, the negative impact of unauthorized conversions (permanent changes) is significant, therefore, regulatory requirements for requesting conversions shall be enforced to the extent possible.
7.
Compulsory building insurance invoices are submitted for the past year; that is, the invoices sent for validation (usually around March of) this year, are for payment for buildings insured last year. This means that, since payments depend on the inventory as of 1 Jan, invoices are being submitted over a year after the date for which validation is required. RPMS does not believe validations can be entirely accurate if done a year later, if real property personnel turnover in the community has occurred. Also, the Bundesvermoegensamt regularly complains that validation takes too long (only true of certain communities). RPMS' position is that validation is being performed a year later than it should be. When invoices are submitted for the year past, they can be based on validation performed a year ago. Validation for the current year should be request concurrent with submission of last year's invoices. USAREUR and the BVA were informed of this position in a meeting at USAREUR.
8.
Real Property regulations are generally clear and complete, except that they make no provision for enforcement. In order to enforce maintenance of accurate real property records, every effort shall be made to use those records in the approval process for construction projects and acquisition. When desired actions are refused based on inaccurate real property records, it encourages appropriate priority changes at the community level.
9.
Poor real property records result in significant waste of resources, including leasing and constructing facilities that are not required, authorized or needed. Poor real property records also make mobilization planning efforts ineffective (e.g., if a contingency medical facility is converted to offices, shops and billets, performing the wartime mission in that facility becomes almost impossible). USAREUR has performed large scale "cross leveling" efforts in the past, when real property records became so inaccurate that they were no longer useable.
10.
Deterioration in records has two main causes. First, real property regulations do not provide for enforcement. Second, the prevalent philosophy that commanders should be allowed to do whatever they want, combines with the fact that if higher headquarters doesn't know what commanders have, they cannot check claims of needing more. The result has been efforts at various command levels to eliminate Facilities Utilization Surveying as a headquarters mission requirement, claiming it is a community responsibility. At the same time, community commanders do not staff real property sections to perform the function that they do not want done anyway, and that cannot be enforced without surveys by higher headquarters.
11.
This problem sometimes also occurs within the ACSEH, because relatively little is known outside RPMS about what RPMS does. It is therefore important that every new Installations Branch and EP&S Division Chief be provided a copy of this SOP, and than the SOP be available to anyone else who wants it.
12.
It is RPMS' position that Facility Utilization Surveying and Analysis are absolutely necessary to the real property mission and to the wartime planning mission. Without it, real property records will always deteriorate to the point where we will not know what facilities we have. RPMS surveys continue to discover buildings for which no records exist, buildings that have disappeared, and buildings that have changed use 2 weeks after a survey. Any attempts by manpower to eliminate surveying functions must be fought viciously, with assistance from USAREUR, and from wartime planners. Attempts to prevent surveying by withholding TDY funds should be fought by comparing the benefits of surveying to the benefits generated by the TDY that is being funded.
13.
It is the RPMS position that 21st TSC exists to oversee the communities, as well as to fill gaps in their mission capabilities. This means that if a community has a mission they are not doing, that cannot be enforced, then it is 21st TSC's mission until the problem is corrected at the regulatory or command level.
14.
We have seen official correspondence on letterheads printed with "United States Military Community _______", where no such designation existed. We have seen DD Forms 1354 with the _____ Ammo Depot listed as "______ Army Depot". We have seen official correspondence referring to a subcommunity that does not exist. When we ask community personnel why, we are usually told that the commander wants it so. Commanding a USMCA or an Army Depot may be more prestigious than commanding an ASG or an Ammo Depot, and a subcommunity is authorized certain types of additional manpower resources. Because of the high personnel turnover rate in the Army, if such a change can go for a couple of years without being caught, most upper management will not know that the name is incorrect. In addition to causing inaccuracy in real property records, this causes political problems. When the commander of 21st TSC visits an organization none of his immediate staff has ever heard referred to as anything but "______ subcommunity" (the commander of that organization may or may not know that it is not a subcommunity), promises can be made that can cause big problems at home. This has happened. Changes in installation and community name require 21st TSC and USAREUR approval. Subcommunity status also requires official approval. Under no circumstances shall RPMS use such incorrect names. When correspondence is received with incorrect names and/or letterheads, correspondence for the ACSEH's signature shall be prepared back to the offending organization informing them of the error and of what they must do to get an official change (copy furnish ACSPER, if creation of a "subcommunity" is involved).
15.
It is the RPMS position that authorization criteria for quality of life facilities for small/remote organizations is inadequate. It does not properly account for potential and actual contribution to quality of life of economy facilities, and it does not properly account for the effect of site population grade and cost of living allowances on requirement for and use of installation facilities. Based on observation, RPMS believes that some types of shops on local economies will be used by lower grade personnel to save even a 10 minute drive. Furthermore, higher grades and civilians use economy facilities more than installation facilities, if savings are not significant. We have had instances of remote sites in major cities requesting additional MWR space, even though existing facilities were so underutilized that they were being diverted to functions that did not contribute appreciably to quality of life. The requested facilities were authorized, some of the existing facilities were not, and most existing facilities were used primarily during work hours by workers.
16.
It is the RPMS position that a "Staff Assistance" visit (SAV) amounts to 21st TSC coming to help a community staff that has not asked for help. This is counterproductive. It keeps community staff from doing their jobs, both during pre-visit preparations and during the visit. It creates hostility to 21st TSC because it is seen as an inspection, not assistance. In fact, it often becomes an inspection, because assistance is not needed or wanted. RPMS experience has been that every item of assistance, which has ever been provided in an SAV, could have been resolved telephonically at considerable savings. It is the RPMS position that inspections, including "Staff Inspection" visits (SIVs), are counter productive for the same reasons as SAVs, and that inspection is the Inspector General's job. The strength of a community's real property operation is measured by the accuracy of their real property inventory records, not by the correctness of their files. Inventory records are verified by surveys. RPMS policy for SAVs and SIVs is to avoid inspection as much as possible. Instead, we should try to find out what internal/political problems community personnel have, which they cannot officially inform us of, and to try to find solutions to those problems.
17.
All reports designed by RPMS have been and should be designed for printing on 8.5x11 paper. Reports printed on 17x11 paper are always a copying and filing problem, and contribute to paper waste if the printer paper is not changed to match what is being printed. If a form cannot be designed on 8.5x11 paper, using compressed print, there is a good chance that the report is trying to give too much information, and should be more than one report.
18.
All RPMS personnel answer directly to the RPMS chief. Each individual is responsible for knowing what tasks in this SOP are automatically his/her responsibility, and for carrying out those tasks. All other work is assigned by the RPMS chief/acting chief. When workload permits, action officers shall fill all reasonable requests for work that is part of the RPMS mission, in the chief's absence. No RPMS member except an acting chief, may assign work to another RPMS member without permission of the chief. Outside requests for work that do not appear reasonable, or that conflict with workload, shall not be performed unless directed by the RPMS chief/acting chief. The RPMS chief shall always support his personnel in complying with this policy.
19.
It is the RPMS position that a Fact Sheet should be concise, but above all, clear and complete. The content needed to satisfy these requirements is a matter of judgment, but length shall not be a consideration for the first draft of a Fact Sheet. As Fact Sheets are often requested of RPMS, a collection of Fact Sheets is included in Appendix I, to be used or revised, as needed. As new fact sheets are developed, they shall be added to Appendix I, to minimize future duplication of effort, and to prevent distribution of conflicting information. Fact Sheets shall be shortened only on special request. If a Fact Sheet becomes misleading as a result of being shortened, the RPMS Chief shall make every effort to prevent that Fact Sheet from being used; or, that failing, to remove RPMS as the POC/preparer. Such shortened Fact Sheets shall not be included in Appendix I.
Correspondence Control

Correspondence control in the RPMS is semi-computerized to gain the benefits of the speed of ADP equipment, while avoiding total dependence on that equipment. This is intended to minimize the risk of severe negative impact on operation due to ADP equipment failure or change in ADP systems. The control system is based on the RPMS Tasking Form (HQ AER Form 340(8)-100 - example at Appendix G), and an Informix database with some of the information from the Tasking Form.
Except for personal correspondence, all correspondence coming into RPMS shall be handled in the same way, to minimize errors. Correspondence shall be delivered to the RPMS "in box". If any correspondence is hand carried directly to any RPMS member, the member shall either ask that the document be placed in the "in box", or personally put it there at the earliest opportunity. To the extent possible, incoming correspondence shall be processed IAW this SOP before any work is performed on it. Failure to observe these conventions has proven to result in loss of control of correspondence.
Processing of correspondence involves all RPMS personnel who have contact with that correspondence. The individual responsible for a particular aspect of correspondence control is indicated with the description of that aspect, however, every RPMS individual who has contact with an item of correspondence is responsible for correcting and updating the Tasking Form as needed. Processing is as follows:
1.
The RPMS Clerk removes correspondence from the RPMS "in box". It may also be placed in the Clerk's "in box" by another RPMS member, etc.
2.
The Clerk examines each piece of correspondence to determine if it is a mission related action. Miscellaneous correspondence (job offers, newsletters, flyers, etc.) do not need a separate Tasking Form, unless requested by the RPMS chief. Each month, the Clerk prepares one Tasking Form for such correspondence, with the subject "Miscellaneous Correspondence", and gives it to the RPMS chief. The chief uses this form to keep track of the number of such items received. Because of the large quantity of such correspondence, this information is kept for manpower justification purposes.
3.
The Clerk places items of miscellaneous correspondence in the RPMS chief's "in box". The chief records each item on the appropriate Tasking Form, reviews and initials it, and distributes it within the section, places it in the section "out box" or discards it, as appropriate.
4.
The Clerk compares incoming mission related actions with Tasking Forms of actions being typed or out for signature, kept in a separate binder. If a Tasking Form exists, it is attached to the correspondence and placed in the action officer's "in box".
5.
The Clerk queries the computer database to determine if the correspondence or issue have already been in the office. If the correspondence has been in the office, the existing Tasking Form is removed from the appropriate binder, attached to the correspondence, and placed in the action officer's "in box".
6.
For new correspondence, the Clerk prepares a new Tasking Form, and creates a new database entry. If the issue (as opposed to correspondence) has been in the office before, it is placed in the action officer's "in box".
7.
If correspondence thru RPMS did not come with courtesy copies attached, the Clerk makes file copies. This may be done before or after the RPMS chief signs the correspondence thru.
8.
On a new Tasking Form, the Clerk fills in the following:

a.
The ID#, consisting of a sequential number beginning at 1 on the first day of the year; the two letter community code, or the command code if the issue applies to more than one community or to the command in general; the last digit of the calendar year; a one letter code indicating the type of action (there is a list on the back of the form - this item is used for manpower justification purposes); and the issue ID, if one exists.
NOTE: The issue ID is a 5-character "word" that may be assigned to a particular issue, as a way of tying all correspondence on that issue together. If an issue has an ID, a computer query of that ID will call up records of all pieces of correspondence related to the issue together, quickly. The action officer should select a "word" that is suggestive of the issue and that is easy to remember. Use of an ID is recommended on complex issues. To keep track of how often correspondence is missent to RPMS, Task Forms are also prepared for such correspondence, and the ID "OOPS" is used.

b.
The date of creation of the Tasking Form (TODAY'S DATE).

c.
The subject of the correspondence. As this will be used in database queries, it must be exact, including errors. If the subject is very general (e.g., "Transfer of Documents", add keywords that differentiate the correspondence from other items with the same subject).

d.
The ID# of the last piece of correspondence related to the issue received by RPMS (X-REF). This cross referencing acts as an audit trail, tying all correspondence on an issue together.

e.
The action officer's initials and TODAY'S DATE as the TASKED date, only if the action officer is known.

f.
If the correspondence has a suspense, any of the 5 items of suspense data that are known/applicable. Note that the FINAL SUSPENSE DATE is normally the date in the correspondence. OUR SUSPENSE DATE is when RPMS action must be complete, either the suspense date in the correspondence, the suspense date on the snowflake or a suspense indicated in attached notes, whichever is earlier.

g.
Circle the type of correspondence, or enter the endorsement or comment number, as/if applicable.

h.
Enter the correspondence date only if dated. For messages, enter the date-time group (DTG).

i.
Only if the correspondence was stamped with a received stamp (usually on the back), indicate the date of the stamp.

j.
Enter the first of each FROM/TO/THRU/CF office symbol that is applicable. Office symbols should be used, if known, even if they are not on the correspondence; they do not change as often as organization names.

k.
Check the appropriate MARKS file number, and fill in any known file location information. Note that acquisitions are checked (acq), and filed separately pending completion. This is because many acquisitions are never completed, and because the file location cannot be determined until acquisition is complete. A case file may still be appropriate for acquisitions.

l.
If more than 5 minutes is required to prepare the form, enter the additional time in 5 minute increments in one of the spaces provided.
9.
If a new Tasking Form has been prepared, the Clerk creates a new entry in the computer database and fills in known data from the Tasking Form (TODAY'S DATE is filled in automatically by the computer. If the computer entry is not made on the day the new form is created, the date in the computer shall be changed to agree with the date on the Tasking Form).
10.
The Clerk places items related to new issues in the chief's "in box". The chief indicates the desired action officer and action on the Tasking Form and places the item in the action officer's "in box". If action other than one of the standard 6 items is desired, the chief indicates 7 and writes in the desired disposition. If the chief wishes a suspense to be put on the action, the desired suspense is shown under ADD S:.
11.
Action officers are responsible for assuring that the information on the Tasking Form is correct and complete, and for filling in information that could not be known by the clerk (or chief). In addition, the action officer fills in the following:

a.
The type of correspondence prepared, outgoing suspense date, and TO, THRU, CF and COORD office symbol(s); entered in the appropriate spaces for each piece of outgoing correspondence, with TO, THRU, CF or COORD circled, as appropriate. It is preferable to have all TO, etc., office symbols together, and it is preferable to avoid having TO and THRU office symbols, etc., on the same line unless they are all identical.

b.
Date and month when the outgoing draft is completed.

c.
Date and month when the outgoing draft is submitted for typing. Drafts are normally sent to typing by action officers. Where the section chief reviews the draft before it is submitted for typing (either at the chief's request or at the action officer's option), the chief makes this entry.

d.
Date and month when the typed outgoing correspondence is checked by the action officer.

e.
If typed correspondence must be retyped due to changes or errors, the balance of the tracking column is crossed off and entries are continued on the appropriate line of the next tracking column. The REMARKS line should be used to indicate why the column was not completed (typo, change, etc.). The Tasking Form is designed to allow tracking 3 pieces of outgoing correspondence, even if they must be retyped twice; however tracking a piece of outgoing correspondence differently is allowed (e.g., one piece might be retyped 8 times). If space becomes insufficient, another Tasking Form is obtained, the ID# is copied from the full form, and CONTINUED: is checked (preferably brightly highlighted).

f.
When the file copy returns after the original is signed and sent, enter the date signed, who signed and the date the file copy came back. This gives an audit trail for when RPMS is asked why something takes too long.

g.
When special actions are taken, telephone calls made or received, questions asked, information provided, coordination performed, etc., record the information on the back of the form. Do not skip lines (to avoid unnecessary continuation sheets), and make entries clear. This allows others to continue work on the issue in the action officer's absence, and provides an audit trail of progress and failed efforts on the issue. If space becomes insufficient, another Tasking Form is obtained, the ID# is copied from the full form, and CONTINUED: is checked (preferably in a bright color).

h.
Time spent on the action, in minutes, to the nearest 5 minutes, each time it is worked on.

i.
If the action has been or is being completed with another or previous Tasking Form, the ID# of that form is entered under C-REF (completion reference).

j.
If disposition of the piece of correspondence cannot be otherwise determined by examining the Tasking Form, the disposition and date are noted in the space provided, followed by the initials of the person completing the action.
12.
The section chief is responsible for assuring that information on the Tasking Form is correct and complete, and for filling in information that could not be known by the Clerk or action officer. In addition, the chief fills in action officer items if the chief handles or completes the action, and the following:

a.
Action officer and desired action, if not already entered.

b.
Desired Suspense to be added, if any (avoid if possible).

c.
If the correspondence is through RPMS, the date the correspondence is signed through, and initials of the person signing through. If minor changes are required to the correspondence, such as address corrections, they are noted under ADDED/NOTED:.

d.
The day and month final correspondence is reviewed and accepted by the RPMS chief, and sent out for coordination and signature. If the correspondence is not acceptable, the balance of the tracking column is crossed off and entries are continued on the appropriate line of the next tracking column. The REMARKS line should be used to indicate why the column was not completed (typo, change, etc.).

e.
Time spent on the action, in minutes, to the nearest 5 minutes, each time it is worked on.
13.
When correspondence is sent out for typing, correction, coordination or signature, the Tasking Form is separated from the correspondence by the action officer and placed in the Clerk's "in box". The Clerk places such Tasking Forms in a separate binder, which is subdivided into 3 sections, as follows:

a.
Items being typed or corrected are placed in the section labeled "Hold for Typing".

b.
Items out for coordination or signature are placed in the section labeled "Hold for File Copy".

c.
The section labeled "Hold for Other Reasons" may be used for Tasking Forms of correspondence that is out of the office for other reasons, at the Clerk's or section chief's option. This section was used to assist in following up important actions before action tracking was computerized, and may be used for such in the event of extended computer problems.
14.
Correspondence THRU RPMS is processed as follows, after a Tasking Form is prepared/attached:

a.
If the correspondence relates to an action that has already been in RPMS, the Clerk gives it to the action officer. The action officer checks to make sure the correspondence should be signed thru (e.g., if it requests information that has already been provided, contains errors, requires staffing, requires endorsement or has not followed the chain of command, it should NOT be signed thru). The action officer then takes appropriate action, or indicates on the Tasking Form that the correspondence may be signed thru and puts the item in the RPMS chief's "in box".

b.
New actions are given to the RPMS chief.

c.
If the correspondence may be signed thru, the RPMS chief signs it and the file copy (if attached).

d.
If file copies are attached, the chief places the signed thru original in the RPMS "out box", and gives the file copy with the Tasking Form to the appropriate person for filing.

e.
If file copies are not attached, the signed thru correspondence is returned to the Clerk with the Tasking Form, for copying.

f.
After copying signed thru correspondence, the Clerk places the signed thru original in the RPMS "out box", and files the file copy and Tasking Form.

g.
After file copies are filed by persons other than the Clerk, the Tasking Form is placed in the Clerk's "in box" for filing.
15.
There are some differences between the hard copy Tasking Form and the correspondence information computer database. The database was designed to allow faster retrieval of information, and assistance in tracking, with as little duplication of effort as possible. A space is provided on the database entry screen for a follow-up date. This allows searching for only those items overdue for follow-up. Having this information on the task forms would be of little value because of the large number of forms that would have to be regularly searched to find overdue follow-ups, and because follow-up dates can change with each follow-up. Tasking Forms and the database entry screen both have fields for information on outgoing correspondence; but this information is optional in the database. Outgoing correspondence and follow-up date fields, on the database entry screen, shall be used as follows:

a.
If the action officer or RPMS chief determines that a requirement exists for follow-up, the appropriate follow-up date is entered by the action officer.

b.
If the follow-up relates to a piece of outgoing correspondence generated by the incoming correspondence, the action officer may enter that correspondence data in the fields provided. As long as the action officer, and anyone else in RPMS, can determine, from the Tasking Form or the database information, what needs to be followed up on, entering outgoing correspondence in the database is not required.

c.
On a regular basis, but at least weekly, the RPMS Clerk shall check for overdue follow-ups, using the programs provided, or manual (ad hoc) searches.

d.
When a follow-up has been made, the action officer shall either revise the follow-up date, if additional follow-up is required; or remove the follow-up date, indicating that follow-up has been made.
16.
The RPMS Clerk shall perform the following regular duties in order to keep the correspondence tracking system up to date:

a.
At least weekly, check the contents of the binder with Tasking Forms of actions being typed or out for signature, etc., for items that have not returned within a reasonable amount of time. Such items may be lost; and every effort must be made to locate them. If the Clerk cannot locate an item through the secretarial/typing pool, the appropriate action officer and/or the RPMS chief shall be informed, and shall take steps necessary to try to locate the item. When a lost item is located or confirmed to be lost, details shall be documented on the Tasking Form. Lost items shall be replaced as soon as possible.

b.
At least monthly, using the programs provided, check entered Tasking Form numbers to assure that all have been entered in the database. Add missing forms to the database.

c.
In January, remove Tasking Forms from January through June of the previous year from the storage binders, combine them from all communities and 21st TSC, in ID # order with the latest on top, clip them in labeled folders, 100 per folder, and file them. Always start a new folder for a new year.

d.
In July, remove Tasking Forms from July through December of the previous year from the storage binders, and file them as with January through June.

e.
At least monthly, select records that are 3 years old, and by inspecting the Tasking Forms, consulting with other RPMS personnel where necessary, and looking in files, determine which actions have been completed/closed out. Records for actions on which no further correspondence can be reasonably expected, may be deleted from the database.

f.
For correspondence, relating to issues on which there has been no correspondence or activity for 7 years, Tasking Forms may be discarded, and database records may be deleted.
NOTE: Regardless of the age of an issue, if it has been active within the last 7 years, all related correspondence records shall be kept, including those over 7 years old.
Filing

Because of the large amount of correspondence processed by RPMS, filing is important to maintaining control over the RPMS mission. File design is partly dictated by the MARKS system. Beyond that, a tree structured file system is used; and minimum depth was selected to avoid needing a file index to find things. The filing system tree structure is shown in Appendix B.
Filing procedures not dictated by MARKS are as follows:
1.
Items are filed under the community to which they apply, unless they apply to more than one community or to 21st TSC in general; in which case they are filed under 21st TSC.
2.
Within communities, filing under the installation to which the item applies takes precedence, if it would fit in more than one category (e.g., a lease action on an installation is filed under the installation).
3.
Actions near or adjacent to, but not on an installation, are NOT filed under the installation, but under the appropriate category (lease, easement, etc.).
4.
Acquisitions are filed in their own section, for as long as they are acquisitions (i.e., until acquisition is complete). For example, an acquisition action for land or facilities to expand an installation is NOT filed with that installation until it is complete. Otherwise, if such an acquisition never is completed, the installation file will contain something that does not belong there.
5.
If the amount of action on a particular issue is sufficient so that it is dominating the file folder, a case file should be created, in the same file section, for that issue.
6.
The file location should be written on the right edge of filed correspondence, to assist in refiling. This is also a MARKS requirement.
Responsibilities for filing have intentionally be divided among all RPMS members. Everyone should know how the filing system works; and because of the complex nature of many real property actions someone who is familiar with an issue can best determine where it belongs. Responsibilities are as follows:
1.
All personnel file file copies of correspondence they prepare.
2.
All personnel file correspondence assigned to them, if no further action is required on it.
3.
The Clerk files file copies of thru correspondence, if copies were made after signing.
4.
All personnel refile anything they remove from a file.
5.
Each month, the Clerk goes through all files in at least one file drawer, to put files in order, to locate items that have been incorrectly filed, and to discard items that are no longer needed. This should result in all files being examined at least annually. Items for issues on which all correspondence is 5 or more years old, might be "dead". By inspecting Tasking Forms and consulting other RPMS personnel, the Clerk shall determine which actions have been completed/closed out. Files for actions on which no further correspondence can be reasonably expected, shall be presented to the RPMS chief or the main action officer on record, for final determination of whether to discard or not. Where there is doubt, the file shall be kept. Files relating to issues having had no correspondence or activity for 7 years, may be discarded.
NOTE: Regardless of the age of an issue, if it has been active within the last 7 years, all related correspondence shall be kept, including those over 7 years old.
6.
Within a case file, all correspondence should be separated and filed chronologically from back to front (i.e., most recent on top). When correspondence is not in chronological order, it is impossible to determine the chain of events that lead to a particular situation or problem. Previous endorsements and correspondence used as enclosures will NOT be kept with the basic correspondence. Duplicates that may be needed should be kept separate in the front of the file and marked "DUP"; otherwise, they should be discarded. If enclosures are not properly identified in correspondence, the file copy shall be correctly marked.
Action Tracking

Action Tracking in the RPMS is computerized, to allow tracking large numbers of actions over long periods of time. To assure actions are completed, all issues falling within one of 5 real property action categories shall be tracked, using this system. The individual responsible for a particular aspect of action tracking is indicated with the description of that aspect, however, every RPMS individual who has contact with an action is responsible for correcting and updating the action tracking record, as needed.
The 5 main real property action categories are:
1.
Real property acquisitions; whether through the accommodation program or by agreement; and easements acquired through the Accommodation Program.
2.
Facility disposal, whether the facility is demolished or removed in tact (e.g., if sold, donated, etc.).
3.
Conversions or diversions of facilities from one use to another.
4.
Release of real property, by voluntary or involuntary termination of a consignment, lease or agreement.
5.
Transfer or exchange of real property for whatever reason, regardless of the parties involved. This includes turnover of completed construction by construction agencies, as well as picking up completed in house construction on real property records.
Real property actions are tracked as follows:
1.
RPMS personnel working on a new action are responsible for making a new entry in the action tracking database. The minimum information required is the type of action (as indicated above), the applicable community (or 21st TSC), and a description of the action. If the action relates to a specific installation and/or facility, the installation ARLOC and/or facility number shall be entered in the places provided.
NOTE: If an action relates to more than one specific facility, a record shall be created for each facility. This allows accounting for differences in time required to complete the action on each facility.
2.
As all 5 types of real property actions normally result in changes to real property records, space has been provided to record progress toward completion of those changes. As each action is worked on, the action officer recalls the tracking record and updates it to reflect the current status, with remarks being made in the space provided to help maintain continuity, and to inform offices receiving printed reports of action status or problems.
3.
Action officers are responsible for putting follow-up dates, on actions, appropriate to the importance and stage of progress of the action. Many of the steps in processing real property actions take considerable time, making it unproductive and inappropriate to check every action every week or so. Putting an appropriate follow-up date frees personnel to perform more urgent work.
4.
When a follow-up has been made, the follow-up date is revised or removed, as necessary. Removing the date shows that no follow-up is required. This item may change many times during the life of an action.
5.
Except for acquisitions that are cancelled, no action is complete until the ENG-242 report (i.e., the HQ-IFS database) has been updated to reflect the change. At 21st TSC, this is not known until the database changes are approved at USAREUR, and the updated data has been distributed to the UMCs. After this last step is complete, or after an acquisition is cancelled, the action tracking record, showing the final disposition of the action, shall remain in the database until the next time that portion of the database has been printed and distributed. To assure they really are complete, the RPMS action officer is responsible for removing completed actions from the database.
The RPMS Clerk has the following additional responsibilities related to action tracking:
1.
At least weekly, using programs provided, the action tracking database shall be checked for due/overdue follow up dates, and action officers informed of their actions requiring follow up.
2.
A list of acquisition actions shall be printed, as needed, preferably at least twice a year (not necessarily at a specific interval), using the form printing program provided. It shall be distributed to the MILCOM Real Property sections for verification of validity and completeness; and to the USAREUR Real Estate Activities and USAREUR DCSENG, for their information. An example of a transmittal for this printout is in Appendix F.
3.
A list of all other actions shall be printed, quarterly, using the form printing program provided. It shall be distributed to the MILCOM DEHs and Engineering Resource Management sections and to USAREUR DCSENG. This information is provided to assist work managers in determining whether projects should be accepted or not. An example of a transmittal for this printout is in Appendix F.
Index of Installations Control

RPMS shall maintain a computerized USAREUR (not just 21st TSC) Index of Installations, current to the extent possible, and shall print a current 21st TSC Index of Installations for distribution, at least once a year, as well as whenever a significant change occurs. Printouts of other USAREUR installation lists shall be made on request only.
Printing and distribution, as well as assuring that the database remains current, are the responsibility of the RPMS Clerk, however, it is the responsibility of all RPMS personnel to be on the lookout for changes. These may be made to the database by the person finding the change, or they may inform the Clerk of the change. It is the responsibility of the RPMS chief, a Real Property Specialist or a Realty Specialist, to decide if a change warrants distribution.
Any changes that occur, including additions and deletions, are recorded in the Index of Installations database file. Note that the database file has been designed for future use in a classified version, on a suitable machine. Not all fields are required to be filled in by RPMS. Required fields are:
1.
Army Location Code (ARLOC). Old installation numbers need not be filled in on new acquisitions.
2.
For 21st TSC community installations, the general mission of the installation (e.g., COM=communication, HSG=housing, TNG=training, etc.).
3.
Whether the site is officially recognized as a Remote Site (proponent for Remote Sites is ACSPER).
4.
The officially assigned name of the installation.
5.
The name of the nearest city or town.
6.
Map coordinates, if known. These are normally provided when an installation is assigned an ARLOC. Leave blank, if unknown.
7.
USAREUR Major Command (MB, MV, MS, M3, MT and MX - MB=21st TSC) and community codes (e.g., for 21st TSC communities: AF, HB, KA, KL, MA, NS, PS, RB, UK, WO and ZW) (see also, Introduction, para. 14).
8.
Subcommunity code, only if the installation is in an officially recognized subcommunity; otherwise leave blank (see also, Introduction, para. 14).
9.
Master Planning Area code and name, as recognized in HQIFS. If the installation is a Remote Site, these items are provided automatically.
10.
Items 1., 4., 5., 6., 7., 8. and 9. shall appear on the printed listing.
Distribution procedures are as follows:
1.
Distribution is only required if changes have occurred since the last issue.
2.
If distribution is being made because of a specific change, it is sufficient to reprint and distribute only the portion for the community affected by the change.
3.
At least once a year, assuming that minor changes not warranting distribution, have occurred, the entire installation index shall be printed and distributed.
4.
Distribution within 21st TSC is to all major staff elements, all ACSEH divisions, all EP&S branches and all Installations Branch sections.
5.
Distribution outside of 21st TSC is to all 21st TSC communities and to all USAREUR Real Estate Activities involved in 21st TSC activities.
Category Code List Maintenance

Part of the relational database on correspondence and actions, maintained by RPMS, includes a computerized listing of Army Category Codes (CATCODES). Because valid CATCODES are covered by more than one regulation/document, and are changed from time to time, this listing can also be used as a source for the latest information. The database shall be kept current to the extent possible.
Assuring that the database remains current, is the responsibility of all RPMS personnel. Changes may be made to the database by the person finding the change, or they may inform the Clerk of the change.
Any changes that occur, including additions, are recorded in the CATCODES database file. Information that must be entered are:
1.
CATCODE. In addition to CATCODEs, CATCODE series are recorded, so that this entry may be from 3 to 7 digits.
2.
The standard short facility/CATCODE title. These titles should agree with the titles used in HQIFS.
3.
The 2-letter abbreviation for the standard or normal unit of measure for the CATCODE (UM1).
4.
The 2-letter abbreviation for the alternate unit of measure (UM2), if one exists; otherwise leave blank.
5.
Whether the CATCODE is used in USAREUR ("Y"es or "N"o).
6.
Whether another CATCODE is specified for use for the facility type ("Y"es or "N"o). This information is found in Appendix B of the HQIFS-U user's manual, and normally applies to CATCODES not used in USAREUR. If a special entry for a CATCODE exists in Appendix B, make the entry "!" here to remind others that there is a special condition in Appendix B.
Two additional fields exist in the database for indicating whether the CATCODE describes a business activity, and whether the CATCODE describes facilities that should be regarded as luxuries:
1.
At the time of preparation of this SOP, business activities were still not defined, but it is envisioned that this field will eventually be left blank for non-business activities, or the type of business activity (A-D) will be entered.
2.
The last item is not covered by any official documentation, and at the time of preparation of this SOP is not in use, but the intention of including it is to provide a way, in the future, of helping to weed out wasteful acquisitions and conversions, and to prioritize support to remote sites. For example, requests for authorized facilities in support of a remote site, should not be favorably considered, if that site already has luxury facilities. Experience shows that authorized quality of life facilities are poorly utilized at "remote" sites with a high quality of life (e.g., in large cities). Rather than close the space for MWR use, the commander may put in a facility that serves only certain segments of the supported population. Until this problem is officially recognized, definition of luxury activities must be subjective (e.g., golf courses, riding stables, yacht clubs, specialty shops, and any other facility which, by its nature, would tend to be used by a small percentage of the site population, or by only certain segments of the higher grade site population) (see also, Introduction).
Regulation Library

RPMS shall maintain a library of the most current issues of regulations, pamphlets and technical manuals, which affect the RPMS mission, as well as all changes and supplements to them. A list of the most important documents is in Appendix A. A database of information on regulations exists, and may be used to help track attempts to keep the library current.
Assuring that the library remains current is the responsibility of the RPMS Clerk, however, it is the responsibility of all RPMS personnel to be on the lookout for more recent versions, changes and supplements and for new documents that may assist in performance of the RPMS mission.
The Clerk learns of missing or outdated items in 2 ways:
1.
At least semiannually, the RPMS Clerk checks with Admin Services and the Adjutant General library, as necessary, to determine the latest dates, supplements and changes to all library items.
2.
Any RPMS member learns of a change, or new item, and informs the Clerk.
On learning of changes, the Clerk has the following responsibilities:
1.
Any items that have become outdated are ordered, in writing, from Admin Services.
2.
The computer database is updated to indicate, for each item, the date of the latest on hand, the date of the latest that exists, and if applicable, the date the item was ordered, the date when the order was last followed up on, and the date the ordered item was received.
3.
Orders should be followed up on at least semiannually, but more often for important items. Experience has shown that ordered items often take over 6 months to arrive, and that they may not get to the ordering section, particularly if the order is not made in writing (the reasons for the elaborate tracking system).
4.
Library items shall be kept in binders, if they are not already large and well bound. Regulations series shall be separated (i.e., ARs and URs in separate binders), in numerical order, with changes and supplements in FRONT of the item to which they belong.
Basic documents shall be marked with the contents of changes and supplements, to the extent possible. Otherwise, they shall be marked with reference to those changes or supplements, so that use of only applicable parts of documents is assured. Marking may be done by the RPMS Clerk, if the changes are not too involved; otherwise this task is assigned to a Realty Specialist or a Real Property Specialist by the RPMS chief.
Library items should not be loaned out unless absolutely necessary. Invite visitors to sit at the RPMS table and look at regulations or real property documents at their leisure. If an item must be loaned, insert a sheet of scrap paper in the binder where the item is kept, with the name of the person to whom it was loaned, and the date.
Because of the large number of questions received by RPMS on regulatory requirements, and the importance of providing fast, correct and complete responses to such queries, regulations (not pamphlets or technical manuals) should be available on data processing equipment. This allows fast, detailed searches, of large quantities of documents for specific items. Entering and updating regulations in word processing documents should be done, as time permits, by all RPMS personnel.
Staff Assistance/Inspection Visits

The strength of a community's real property operation is measured by the accuracy of their real property inventory records, and their ability to provide accurate, timely responses to requirements for real property information. Compliance of their files to regulatory requirements affects performance, but should be considered secondary to performance. Inventory records are verified by surveys. Verifying accuracy of other information would require major survey of a different type than is done for verifying inventory. How well a Real Property office performs is always known by RPMS. If there are problems, RPMS shall arrange to perform the necessary surveys, inspections, or assistance visits, either separately or concurrent with inventory surveys, regardless of "Staff Assistance Visit" (SAV) or "Staff Inspection Visit" (SIV) schedules.
SAVs and SIVs are counterproductive from the Real Property management standpoint. They keep community staff from doing their jobs, both during pre-visit preparations and during visits, and they create hostility to 21st TSC because they are seen at the action officer level as "snooping". Except for political problems, problems uncovered during these visits can invariably be resolved telephonically, at considerably less cost.
RPMS policy for SAVs and SIVs is to avoid inspection as much as possible. If there are any specific issues involving the MILCOM, questions on them may be raised during SAV/SIVs. Otherwise, RPMS personnel (or whoever represents them) should try to find out if the MILCOM has issues they would like to raise, and what internal/political problems community personnel have, which they cannot officially inform us of (see also, Introduction).
The suggested procedure is to first ask MILCOM Real Property personnel about any specific issues, and ask if there is anything they would like some assistance on. Then, sit down with the MILCOM individual in charge of Real Property functions, where conversation cannot be heard by others, and ask if there are any internal problems that are preventing them from doing their job properly. Further such discussions with other personnel may help shed light on the truths of the situation (every story has more than one side). Look for internal breakdowns in communication, and poor organization problems, as well. Persistent problems that are also difficult to correct are:
1.
The DEH is located near the Community Commander and away from his/her staff. This causes DEHs who are unwilling to request they be allowed to consult with their staff, first, to make poor decisions. It also encourages them to make decisions their personnel are paid (and better qualified) to make. Bad decisions by the DEH cause the DEH staff to feel the DEH does not support them. DEH staffs, separated from the DEH, tend to feel that they work for highest ranking supervisor collocated with them, not for the DEH.
2.
Lack of communication between Housing, Resource Management and, to a lesser extent, Master Planning and Real Property. Real Property at the Community level is basically an accounting function, and is therefore dependent on others to provide the data to be recorded. Real Property personnel cannot do their jobs if they are not informed when construction is complete, facilities are not needed, buildings are being vacated, etc.
3.
Interdepartmental jealousy and favoritism. This leads to poor cooperation and poor internal organization. In extreme cases, we have observed financial personnel assigned with engineering functions they were unqualified and unable to perform. Favoritism may result in one staff section getting an unreasonable share of TDY funds, while other sections do not get enough to perform their mission. While such behavior is the "Commander's prerogative", it is not necessarily right. If RPMS knows of such problems, they can be taken into account by adjusting 21st TSC priorities. Favoritism by Community Commanders is a more difficult problem to correct, but it has similar negative results.
4.
Poor control over Installation Coordinators. If Installation Coordinators do not know their responsibilities or their relationship to the DEH, they tend to assume Installations are theirs. This tends to result in abuse of facilities (unauthorized conversions and diversions), and makes it very difficult to maintain accurate Real Property records.
What can be done these types of problems depends very much on who is leading the SAV/SIV. Generally, political problems are best attacked by keeping them in mind in day to day dealings with the MILCOM, and adjusting how MILCOM Real Property issues are handled, accordingly.
Although RPMS does not support inspection by anyone but the Inspector General, it may be required. If a MILCOM Real Property section must be inspected, RPMS shall inspect by random spot checks of items from the following lists. The minimum number of items necessary to fulfill the purpose of the inspection shall be selected for inspection. In a MILCOM with a properly managed real property office, the following conditions exist:
1.
Real property records are maintained as follows:

a.
Real property records for NATO constructed/owned real property are marked "NATO Infra", IAW UR 415-22, and filed separate from other real property records.

b.
Newly acquired (including constructed and leased) real property are accepted in a timely manner, IAW para 4-8 UR Supplement 1 to AR 420-17.

c.
The real property records and the HQIFS database are updated as soon as possible, to reflect approved changes to the real property inventory.

d.
Real Property Record Cards (DA Form 2877):


(1)
Are prepared IAW Appendix C, AR 420-17.


(2)
Agree with the ENG-242 report and base data.


(3)
Show capital increases and decreases, changes in use, classification or units of measure IAW para 4-33, AR 420-17.


(4)
For insured buildings are marked as such (MILCOMs affected are Karlsruhe, Mannheim, and Worms - see UR 420-43).


(5)
Show original acquisition cost and voucher number.


(6)
Are filed by category code or facility number, with record cards for each installation separated by file dividers (para 4-33, AR 420-17, and para 2-3, AR 735-20).


(7)
Clearly show quantities and costs that are NATO common funded or host nation funded, separately from those funded and/or prefinanced by the US.


(8)
Carry the cost of US prefinanced improvements as cost to the Government until recoupment is made, IAW para 5-30d, UR Supplement 1 to AR 420-17.


(9)
Show amounts recouped from NATO, in addition to original cost to the US.


(10)
For NATO facilities, have a copy of a General Site Map attached, showing the facility location. This is necessary to allow identification for restoration programming, and during NATO Annual Maintenance Inspections.

e.
DD Forms 1354 and DA Forms 272:


(1)
Originals are available for all buildings.


(2)
DD Form 1354s are vouchered and registered on DA Form 272, IAW para 4-6, AR 420-17.


(3)
DD Form 1354s are filed in numerical sequence, in groups of no more than 100 to a binder, IAW para 4-6, AR 420-17.


(4)
DD Form 1354s are used when recording all changes to real property records, including acquisitions, releases, disposals, conversions, etc.


(5)
DD Form 1354s clearly show quantities and costs that are NATO common funded or host nation funded, separately from those funded and/or prefinanced by the US.

f.
Individual real property jacket files:


(1)
Are filed by installation or facility number.


(2)
Contain DD Forms 1354, as-built drawings, lists of equipment-in-place and installed building equipment (para 4-33f, AR 20-17) , consignment agreements, obligation documents, Inventory and Condition Report (AE Form 3530), and any other documents related to the facility.


(3)
For NATO facilities, contain the Joint Final Acceptance Inspection (JFAI) documents (unless classified). Classified JFAI documents are stored appropriately.

g.
All records of prefinanced NATO common infrastructure projects are stamped "NATO INFRASTRUCTURE - PREFINANCED" in block outline letters.
2.
A survey schedule is followed such that at least once every three years, a physical inventory is made of all real property, IAW para 4-33h, AR 420-17. Survey results are compared with records, and the following steps are taken, as appropriate:

a.
Major differences are recorded after preparation of DD Form 1354, formally recording the change (minor errors may be simply corrected).

b.
Overages are recorded on DD Forms 1354 and appropriate real property records are changed. (The DD Form 1354 is noted, "To adjust inventory overage".)

c.
Reports of Survey are prepared on shortages, and processed in accordance with chapter 3, AR 735-11. Copies of Reports of Survey are attached to DD Forms 1354, which are also prepared for recording shortages.

d.
Conversion and diversion requests are submitted for approval, where facility use has changed and will not be changed back. After approval of conversion/diversion requests, DD Forms 1354 are prepared and vouchered to record the change, and the HQIFS database is updated. If conversion or diversion is not approved, or not desired, the facility is returned to its intended use.
3.
As funds are expended on, or anything else is done, which changes the value of real property:

a.
The Annual Work Plan, and originals of all completed work authorization documents that may result in changes to real property base data and cost, are routed to the Real Property Clerk for preparation of a vouchered DD Form 1354 (see para 4-31, AR 420-17, para 4-8, UR Supplement 1 to AR 420-17).

b.
The Facilities Engineer (FE) classifies changes in real property as capital decreases or capital increases. In USAREUR:


(1)
Capital decreases are changes resulting in a decrease in value of $1,000 or more, or in the deletion of real property, entirely. The amount of decrease may require appraisal, but the cost of making the decrease is an increase. In the case of deletion, the amount of the capital decrease is the cost to delete, plus original facility cost with adjustments thereto (shown in real property records).


(2)
Capital increases are changes costing $1,000 or more, regardless of reason or source of funds. The amount of increase is based on costs normally available from job order development. Some common capital improvements are:


(a)
Replacement of space heaters with a central heating plant.


(b)
Application of brick veneer to a frame structure with wood siding.


(c)
Initial installation of central air conditioning systems.


(d)
Initial installation of automatic sprinkler and fire alarm systems.


(e)
Addition of insulation or energy conservation devices to a building or utility distribution system.


(f)
Replacement of single pane with double pane windows.


(g)
Major rehabilitation work.


(3)
Capital increases and decreases are cumulative. Individual changes of under $1000, over a period of time, are recorded when their combined value exceeds $1000.
4.
A post building number book is maintained IAW para 4-25, UR Supplement 1 to AR 420-17.
5.
A base data register is maintained IAW para 4-30a, UR Supplement 1 to AR 420-17.
6.
All real property facilities under the immediate control of the FE, other than family housing, are assigned to an installation coordinator or a responsible troop commander, IAW para 4-42, USAREUR Suppl 1 to AR 420-17. AE Forms 3530 are used for the transfer of responsibility. To keep AE Forms 3530 current, a suspense system is used to assure that signing custodians clear their records prior to departure (coordination between Housing and Real Property is beneficial here).
7.
Whether or not key control can be considered part of a good real property operation can be argued. If occupants change the locks on their facilities, key control is lost. How often this occurs depends a lot on the types of organizations, command relationships, functions occupying an installation, and the difficulty of checking (usually related to distance from the DEH to the installation in question). To prevent it, regular checks are required, to determine if locks have been changed; and when changed locks are found, they must be replaced, essentially locking occupants out of their building. This degree of control cannot be practically implemented, if a MILCOM is not located on one installation (which USAREUR MILCOMS are not). Furthermore, the authority to lock out an occupant would be difficult to obtain from a USAREUR MILCOM commander. Where a MILCOM is trying to maintain some key control:

a.
Requests for issuance of new, duplicate, or replacement keys for security areas are initiated by the Activity Key Control Officer and forwarded to the Provost Marshal's Office for approval. When such keys are not in use, they are stored in locked containers that are located under the surveillance of security or operating personnel.

b.
Keys for Family Housing buildings are always accessible in emergencies. Duplicates are maintained at the fire station office (which is manned 24 hours a day). Key lists showing the numbers of keys available are kept in the respective building folders of the real property office.

c.
The real property section is the central control point for all other keys to all US Army controlled buildings. A key inventory and receipts for issued keys are kept on file.
8.
Reports of Survey are prepared for damaged or destroyed real property. When a facility is destroyed completely or to a degree that makes it useless for the purpose for which it was constructed:

a.
The property is listed on DD Form 200 (Report of Survey) and the report of survey is processed in accordance with chapter 3, AR 735-11.

b.
A vouchered DD Form 1354 is prepared for posting of the deletion from the real property records, and a DA Form 337 (Request for Approval of Disposal of Buildings and Improvements) is prepared and submitted for approval. The facility deletion is not posted on real property records or made in the HQIFS database, until after disposal approval is received.
9.
NATO funded structures (including improvements) are physically identified by a painted marking denoting their NATO ownership.
A basic checklist, which may be modified as needed for inspections, is provided in Appendix E.
Property Book Control

RPMS began keeping a computerized record of the Installations Branch portion of the ACSEH property book, because of regular conflict between official records and what was on hand in RPMS. It was found that the ease of moving items within the branch required recording the entire branch. (This effort now has the support of the Installations Branch Chief, but should continue with or without this support, for the reasons stated.)
Assuring that the database property book file remains current, is normally the responsibility of the RPMS Clerk, although another action officer may be assigned by the RPMS chief.
Once a month, the current property book inventory shall be printed, using one of the programs provided. The responsible action officer shall compare this list with what is actually on hand, by physical inspection, and shall inform the RPMS chief, if differences exist.
An action officer asked to investigate differences shall provide the RPMS chief with the following information, for a decision on how to proceed:
1.
Why the change was made, and at whose direction.
2.
If the difference constitutes a change in the Installations Branch Property Book, whether it was officially recorded.
3.
If items are missing, where they went to, and whether the losing and gaining activities know of the change.
4.
If items have been added, where they came from, and whether the losing and gaining activities know of the change.
5.
What actions must be taken to correct the differences between recorded and actual inventory.
After discrepancies have been resolved, valid changes shall be recorded in the property book database file. Information recorded includes the following:
1.
The stock number on the item. As this has been found to not always be the correct stock number, a file was created with more common items and their probable stock numbers, which is cross referenced to this first stock number field to assist in identifying items. The information from the cross reference file appears at the bottom of the screen.
2.
The item's property book "status". Status of items in the property book file are indicated with:

a.
"Y"es, for non-ADP property book items.

b.
"S"pecial, for ADP property book items.

c.
"N"o, for non-property book items.
3.
Category and subcategory describe the item. These should agree with the official description of the item. Note that the official description does not always reliably identify articles.
4.
Brand, if known. Use the brand listed on the article, or leave blank.
5.
Color should be the color of most of the article. Use basic color descriptions only (red, orange, yellow, green, blue, purple, white, tan, brown, gray, etc., not cyan, chartreuse, buff, etc.).
6.
The user of the item is divided into two fields:

a.
The branch section (RP=Real Property, MP=Master Planning ST=Stationing and IB=Installation Branch chief and secretaries).

b.
The initials of the individual who may be considered the primary user of the article, if applicable. If there is no primary user, this item should be left blank.
7.
Any additional description or remarks needed to assure positive identification of the article, its condition (if damaged, etc.) and its status. If an item is on loan to another activity or section, this should also be recorded here.
8.
Probable stock number, if different from the stock number listed on the article.
9.
Serial number listed on the article, if any, otherwise leave blank.
10.
The date the article was officially turned in. Any special circumstances surrounding turn in, should be indicated in the field for additional description. Note that after a date is entered in the turned in field, further changes are not allowed to the record (nor should they be required). Turned in items should not be deleted from the database for at least 3 years, because of problems with inaccuracy in the official records.
When the Installations Branch property book is checked by the ACSEH property book officer, the database file should be printed out, and the RPMS chief, or an assigned action officer, should accompany whoever is checking the inventory, to answer questions and record changes for entry in the database.
I. Utilization Surveys

Accuracy of real property records must be verified on a regular basis. Tenants and installation coordinators often make changes without informing their servicing DEH. Construction is performed without the DEH real property section being informed, and communities make changes without informing higher headquarters. USAREUR has performed large, "one time cross leveling" efforts in the past, when they found that the real property records had deteriorated to the point of no longer being usable. This should not occur.
The information below applies to complete surveys for updating building real property records and master planning documents. The information required, for as-built drawings, for the many forms that make up a complete real property record, and for Master Planning, is greater than what is needed for checking only the HQIFS database. These additional items are marked '*'. Except as otherwise noted, unmarked items apply to full community facilities utilization surveys for checking and updating HQIFS inventory records (i.e., the ENG-242 report). Partial surveys shall be designed to suit the particular purpose for which they are being made, but should conform, as much as possible, to the requirements of this SOP, to guarantee maximum usability.
Utilizations surveys shall be performed as directed by the RPMS chief. The different circumstances, and purposes for which surveys may be required are:
1.
Regular, complete community surveys (except family housing). Every 21st TSC community should be completely surveyed at least once every 3 years, to check the accuracy of their real property records, as reflected in their HQ-IFS database. These surveys are requested by the RPMS chief, taking into consideration current ongoing actions in the various communities and 21st TSC, past problems, impressions of the accuracy of a community's records, available personnel, TDY funding and weather (related to the time of year).
2.
Partial surveys assigned by the RPMS chief in response to specific problems that require verification of part of a community's real property inventory.
3.
Partial or complete surveys requested by communities, for whatever reason. If a survey is performed at a community's request, it shall be performed in a way to meet both the requirements of the requesting community, and the 21st TSC requirements for regular, complete community surveys, to the extent possible.
Responsibility for surveying is assigned by the RPMS chief. Surveys are normally performed by Realty Specialists, but may be performed by, or include participation of a Real Property Specialist or the RPMS chief.
Normally, the chief will select one Realty Specialist to act as the main point of contact for the survey. In any case, the person selected must be involved in the physical survey. This individual is responsible for:
1.
Acting as liaison between the survey teams and the community and organizations whose facilities are being surveyed.
2.
Assuring that preparations for the survey are correctly made.
3.
Providing survey information to the RPMS office, if required to perform other work related to the purpose of the survey.
4.
Assuring that the survey is comprehensive (i.e., that all the data required, to fulfill the purpose of the survey, is collected).
5.
Assuring completeness and correctness of the report prepared to present the survey results.
6.
Distributing the survey data and report to the correct activities.
7.
Referring problems, that cannot be solved by the surveyors, to the RPMS chief.
Security requirements and operating hours of organizations surveyed shall be observed. Procedures are as follows:
1.
All RPMS personnel are responsible for complying with military security requirements of organizations whose facilities they survey.
2.
If access is denied to classified areas that cannot be declassified by securing classified material, attempts may be made locally or through the community DEH, to have members of the operating organization or the community DEH provide the required survey data. If this fails, the RPMS chief shall be informed. ALL areas are subject to survey, by properly cleared personnel.
3.
If access is denied to an area to be surveyed, for other than security reasons, the survey POC shall inform the community DEH, or his representative, or in their absence, the RPMS chief. Surveyors shall not further attempt to enter areas in question until permission to do so has been obtained.
4.
Surveys shall be arranged to coincide with operating hours of the activities in the facilities being surveyed. This is best done by first coordinating through the IC.
Required pre-survey preparations are as follows:
1.
Except in emergencies, necessary travel orders must be requested soon enough so they are ready before travel begins.
2.
Where possible, travel shall be in government vehicles. Necessary vehicle requests shall be submitted with sufficient lead time to give the best chance of having a vehicle available.
3.
The DEH of the community to be surveyed shall be informed of the impending survey sufficiently in advance of the survey to allow making the necessary arrangements in the community.
4.
The DEH of the community to be surveyed shall be informed of steps he must take to prepare tenant organizations for the survey. Particularly, he shall be asked to inform the organizations that the survey will be performed, the purpose of the survey, approximately when the survey will take place, who shall inform them of when their facilities will be surveyed, and how long in advance they will be notified. Sample memoranda for this purpose are included in Appendix F.
5.
The DEH of the community to be surveyed shall be informed of what facilities the survey teams will require, where, for office functions during the survey of each installation. Information must include size of facilities (e.g., how many people must they accommodate); numbers and types of tables, desks and chairs required in the facilities, as applicable; and telephone requirements.
6.
Prior to survey of specific facilities, survey teams shall review criteria for the facility types to be surveyed, to determine what the authorizations are based on (e.g., persons, telephone lines, computer CPU's, etc.). This is to help assure that the correct data is collected.
A building survey shall include the following:
1.
All completely enclosed buildings, except quarters/housing areas of housing facilities (unless those types of facilities have been specifically included in the survey scope).
2.
All partly enclosed buildings.
3.
Sheds are regarded as partly enclosed buildings, and are therefore also included.
4.
All guard shacks and similar structures.
A building survey shall NOT include the following:
1.
Structures such as power or transformer stations, not belonging to, under the control of, or maintained by the US Government. 
2.
Insignificant enclosed structures that are not normally regarded as buildings, such as telephone booths.
A hardstand survey shall include the following:
1.
All areas paved with concrete, bitumen/asphalt, cobble stones, paving blocks or bricks, grass pavers (paving units that allow grass to grow on the paved area) and perforated steel plate (PSP); other than areas that are obviously roads, access ramps, driveways, sidewalks and dumpster pads. Playgrounds, sports fields, parade fields, parking areas, building aprons and storage areas are included.
2.
All unpaved areas that have been improved with gravel, cinders, sand, Astroturf or turf/grass to suit a specific functional purpose. Playgrounds, sports fields, parade fields, parking areas, building aprons and storage areas are included.
3.
Roads, access ramps and driveways, when specifically requested. If a road in question appears to be maintained, or to be used to fill a continuing recreation or mission purpose, it shall be recorded, whether it is paved or not.
4.
Taxiways and runways, when specifically requested. Paved and unpaved facilities shall be recorded.
5.
Sidewalks and dumpster pads, when specifically requested. In addition to paved facilities, any facilities that have received some kind of surface treatment (e.g., gravel, cinders, sand) to make them suitable for the purpose, shall be recorded.
A hardstand survey shall NOT include the following:
1.
Lawns, around buildings and the above named types of unimproved hardstand, which serve no mission or recreational function.
2.
Areas that appear to fall under one of the above named types of hardstand because of unauthorized use as such. The community DEH should be informed of such areas, for correction. If the community appears to be unwilling to correct such abuses, however, they shall be recorded as hardstand.
3.
Wooded areas, even if used for parking or storage (between the trees), which are unsafe and unauthorized, and can cause damage claims from the host nation. The community DEH should be informed of such areas, for correction. If the community appears to be unwilling to correct such abuses, however, the RPMS chief shall be informed, who shall prepare a memorandum to the community, for the ACSEH's signature, copy furnished to the USFLO, requesting that the condition be corrected.
4.
Earth fields, whether unused or used for agriculture or grazing.
By physical survey, using any available as-built drawings, by observation, and by interviewing occupant/user and MILCOM personnel; survey teams shall verify/determine current facility configurations and dimensions, general facility/building condition (* for buildings), facility occupancy/utilization, and applicable use category codes (CATCODEs).
Results of physical surveys shall be recorded on blueprints, sketches, and survey sheets designed for the purpose. Recommended survey sheet formats are in Appendix C. Formats may be changed to suit particular requirements, as long as information is provided in a form that will be usable by the RPMS and MILCOM at a later date. Information may be marked on blueprints for later use.
Facility/building and room numbers, shall be used to identify survey data. These numbers shall be taken from as-built drawings or MILCOM real property records, not from signs on doors. If facility or room numbers do not exist, they shall be requested from the MILCOM DEH, in writing. Survey records may be updated with facility numbers when they are received; however, an effort should be made to have room numbers assigned before or during the survey. If the DEH is unwilling or unable to assign room numbers before or during a survey, the RPMS chief shall decide how to proceed. If it is decided that survey personnel will assign room numbers, the following general guidance shall apply:
1.
Room numbers shall normally have 3 digits, with the first digit indicating floor number (i.e., basement rooms begin with 001, first floor with 101, etc.).
2.
Obvious subdivisions within rooms shall be assigned separate room numbers, if they have a door(s) that allow use as separate room(s), except that coat closet area shall be included in the room area. Such subdivisions may be numbered with suffixes, if appropriate based on the selected numbering system. Rooms without numbers in areas that have numbered rooms shall be numbered with suffixes, if necessary to maintain sequential numbering (e.g., a room between existing rooms 204 and 205 should be numbered 204A).
3.
A numbering system similar to that used in other buildings, shall be used. Use the system found nearest to the building in question.
4.
In the absence of an existing system, a logical (preferably sequential) system is the goal. Suggested systems:

a.
If rooms face a corridor with two ends, numbering from south to north or west to east is preferable, with odd numbers on the west or north side of the corridor, respectively. Skip numbers as necessary so that a person walking down the hall will pass the rooms in numerical order. This automatically leaves numbers for later subdivision of the larger rooms.

b.
Less preferable, where a corridor has two ends, but possibly better suited to "T", "H" and other layouts with more than two ends, would be to number sequentially, clockwise, starting with the first room to the left of the main entrance.

c.
Where a corridor forms a closed loop, it is preferable to start to the left of the main entrance, and number sequentially, with odd numbers on the left side of the corridor. Skip numbers as necessary so that a person walking down the hall will pass the rooms in numerical order. This automatically leaves numbers for later subdivision of the larger rooms.
5.
In all cases, selected numbers shall be marked on as-built drawings, for later reference.
6.
Do NOT use number labels on doors if they do not agree with as-built drawings! Experience has shown that occupants sometimes renumber (or number) rooms without informing the DEH. If these numbers are used, the survey data becomes almost useless, because rooms cannot be reliably referenced in correspondence. The user might also change the numbers again.
Building survey information recorded shall include:
1.
Building location. This includes MILCOM code and installation ARLOC and name. If the facility is not on a US installation, provide the address and the information for the nearest US installation and city where the facility is located.
2.
Exterior layout and dimensions.
3.
Interior layout and dimensions.
4.
Horizontal room/enclosed area dimensions. This includes all rooms, halls, closets, utility rooms, etc.
5.
Wall/partition thickness.*
6.
Horizontal window locations and widths. Windows shall be shown to scale on drawings, to the extent possible, but need not be dimensioned.*
7.
Horizontal door locations and widths. Doors shall be shown to scale on drawings, to the extent possible, but need not be dimensioned.*
8.
Type of construction of foundations, floors, walls, ceilings and roof.*
9.
Subjective description of building condition (excellent, good, fair, poor).*
10.
Description of any specific problems noted with building condition (* except that safety hazards shall always be reported).
11.
Gross area of each building separately. Gross area is all floor area measured to the outer surface of exterior or enclosing walls. It includes rooms, corridors, vestibules, stairwells, utility and equipment rooms, penthouses, enclosed passages and walks, finished usable attic and basement space, and any attached covered railroad or truck level loading platforms. It also includes one half of actual floor area of covered or open porches, attached covered passages/walks, covered ground level loading facilities, and attached uncovered railroad or truck level loading platforms.
12.
Net area of each building separately. Net area is gross area less space taken by features not directly related to the use of the building. It excludes exterior and interior walls, columns, permanent partitions, stair towers, elevator shafts and machine rooms, toilet facilities, permanent corridors, vestibules, utility rooms, and any unusable space included in the gross area. It excludes rooms or space housing machinery or equipment for providing heating, ventilating, lighting, power, telephone, sewage or water supply for the building or other buildings or facilities. It excludes quantities for enclosed or covered passages, porches, and covered or uncovered loading platforms, that were included in gross area. It also excludes areas where the ceiling height is less than 7 feet.
13.
Net area of each room in each building.
14.
What the building is used for. If a building has more than one general use, each use shall be indicated, with the associated CATCODE and the area of the building dedicated to that use. The major use of buildings with more than one use shall also be indicated.
15.
What each room in the building is used for. If a room can be reasonably divided into areas of distinct use, each use shall be indicated, with the associated CATCODE and the area of the room dedicated to that use.
16.
Data on which the authorization for the particular use are based (e.g., persons, telephone lines, computer CPU's, etc.), so that authorization may be calculated later.
17.
Unit Identification Code (UIC) and name of the unit to which occupants of each room belong.
18.
For vehicle maintenance facilities only, number of overhead cranes, maintenance bays and pits.
19.
For offices and billets, number of persons who normally occupy the room.
20.
For billets, rank of persons who normally occupy the room.
21. For operational, training and community facilities that house significant administrative functions in offices, room utilization shall be recorded as if the building were an office building, but the building or part thereof shall be assigned its correct CATCODE. For example: the rooms in a Company Headquarters Building shall be recorded individually as offices, classrooms, storage, arms rooms, etc., and the appropriate data for each room shall be provided, but the building (or part thereof) shall be classified as Company Headquarters Building, CATCODE 14185. Some facilities that are affected by this requirement include those under CATCODEs 14131, 14185, 17130, 17160, 17174, 73028, 74025 and 74033.
22. Where some rooms are found to be used for billeting, information required for billets shall be recorded, but the building or part thereof shall be assigned its correct CATCODE.
Hardstand surveys are complex, because of the nature of the information required to classify the hardstand. Much of that information (marked **) cannot normally be determined by RPMS personnel, but must be taken from existing documents, such as plans, construction specifications, design notes or real property records. Where such information is not available, MILCOM DEH personnel may be able to estimate information, but estimated information should be marked as such, in survey notes. If the survey is being performed for a purpose for which estimates are not adequate, obtaining the information is the responsibility of the DEH (in house or by contract), unless 21st TSC elects to obtain the information by contract. Hardstand survey information recorded shall include:
1.
Facility location. This includes MILCOM code and installation ARLOC and name. If the facility is not on a US installation, provide the address, if any, and the information for the nearest US installation and city where the facility is located.
2.
Open area layout and dimensions, separated by surface type.
3.
Covered area layout and dimensions, separated by surface type.
4.
Existing surface type (reinforced/unreinforced concrete, reinforced/unreinforced bituminous, cobblestones, paving blocks, grass pavers, gravel, sand, cinders, soil, PSP, etc.)
5.
Existing average thickness (centimeters).**
6.
Load carrying capacity of existing surface/soil system.**
7.
Type of existing joints (fuel proof, waterproof, open, etc.)
8.
Type of existing drainage (is all drainage controlled by curbs, drains, waterproof joints, etc., or not).
9.
Information on existing POL separators (location, number, capacity, etc.) and whether or not they are operational (** sometimes).
10.
Whether or not the drainage system meets all requirements of the Wasserwirtschaftsamt (in Germany), or any other similar, applicable host nation legal requirements. Note that if drainage is not controlled, and legal requirements exist, assume the hardstand does not meet requirements.**
11.
Subjective description of hardstand condition (excellent, good, fair, poor, _% covered with potholes, muddy when wet, _% broken up, etc.)
12.
Estimated areas of existing surface falling under each of condition codes A, B, C, and N, as described under CATCODE 85210. Categorization shall be a judgment based on the collected information. Questions shall be referred to the RPMS chief or the USAREUR DCSENG Installation Planning Division for resolution or referral to other authorities.
13.
What the hardstand is used for. If hardstand has more than one general use, each use shall be indicated, with the associated CATCODE and the area dedicated to that use. The major use of hardstand with more than one use shall also be indicated.
14.
Unit Identification Code (UIC) and name of the units to which the hardstand is assigned, if applicable. For non organizational vehicle parking, or community use facilities, indicate the use or facilities/functions served.
Under special circumstances, RPMS survey teams may be required to correct and update real property documents for the community, in addition to surveying. In this case, RPMS survey teams shall assure that Real Property records of all buildings exist, and are complete and correct. Minimum real property records requirements are as follows:*
1.
Building Folders (Jacket Files) shall be available for all buildings (see AR 420-17 and UR Supplement 1).*
2.
Correct as-built drawings shall be available for all buildings.*
3.
As-built drawings shall be revised as required, retaining the scale and drawing size of the existing drawings, additional sheets included, unless it is decided to redraw the entire building. This also applies to hardstand plans/maps.*
4.
New as-built drawings shall preferably be to a scale of 1:100. Use of 1:50 is acceptable if judged appropriate by the RPMS chief, for small buildings, but shall not be used if the resulting floor plan will not fit on one drawing. Use of 1:200 is acceptable only if approved by the chief for large buildings with simple layouts.*
5.
New drawing size shall be 40 inches wide by 28 inches high (102x71 cm). Title block shall be similar to that on the sample in Appendix H.*
6.
Amount of detail recorded on as-built drawings shall be the same as on the sample drawing in Appendix H.*
7.
Dimensions recorded on as-built drawings shall be in metric measurement, and shall be within 1 centimeter of actual conditions.*
8.
A DD Form 1354, showing transfer of the building to the MILCOM Real Property records, shall be available for all buildings. Where none exists, a new one shall be prepared, for signature by the MILCOM DEH, showing the building as "Found on Post".*
9.
A DA Form 2877 shall be available for all buildings.*
10.
All other information and documents related to each building, available at the MILCOM Real Property office, shall be in that building's folder.*
11.
A Building Information Schedule (BIS) shall be available for the MILCOM (see Change 2 to AR 405-45, and the UMPTM). If none exists, a new one shall be established. Entries and updates in the BIS by the survey teams shall be limited to information on buildings included in the survey.*
12.
Surveys normally uncover facilities that are being used for other than their approved use, however, the HQIFS database should not automatically be changed to agree with existing conditions. Which buildings should be returned to their approved use, and which should be converted remains the decision of the community (with RPMS advice). Those changes that the community wishes to retain, however, require the submission and approval of conversion requests. RPMS personnel may provide assistance in developing conversion requests, however the principal responsibility rests with the community. Buildings for which conversions are not approved must be returned to their approved use. HQIFS shall be updated to reflect only approved conversions.*
13.
HQIFS updates performed by RPMS personnel need only be for facilities included in the survey, and need only include error correction, and conversions approved during the survey.*
14.
Whether HQIFS updates performed by RPMS personnel may be done on MILCOM equipment, or on USAREUR equipment in Heidelberg, is determined by the RPMS chief, in coordination with the MILCOM DEH and USAREUR. Use of MILCOM equipment shall be coordinated directly with the MILCOM Directorate of Engineering and Housing (DEH). Coordination with USAREUR shall be with the Installation Planning Division.*
15.
Completed, corrected Real Property records shall comply with requirements of the US Government regulations listed in Appendix A.*
A facility survey is not complete until the resulting information has been assembled, analyzed and reported, in whatever form is required for the purpose of the survey. For normal, full community facilities utilization surveys, for checking and updating inventory records, the following are required:
1.
Raw data, including marked drawings, sketches and survey sheets shall be made available to the MILCOM DEH, after they are no longer needed by the RPMS.
2.
A list of surveyed facilities shall be prepared showing, as a minimum, all facilities for which differences between recorded and existing conditions exist, and what those differences are. If all surveyed facilities are shown, those with differences shall be listed separately from those with none. List format is shown in Appendix D.
3.
A summary of surveyed facilities shall be prepared showing, as a minimum, quantities of facilities in the use categories found, compared to the quantities required by or authorized the community, whichever is less, according to their TAB. List format is shown in Appendix D.
4.
Analyses shall be performed of any facility categories critical in the community, of admin space and of any category for which analysis has been requested.
5.
Analysis of admin space shall include admin space in operational facilities (141 series), as well as in any other mission and community facilities (excludes 740+ series) which do not fall in the 600 series, but which have admin functions. The analysis shall attempt to determine the actual excess or shortage of adequate admin space in the MILCOM, and to determine possible corrective action to be recommended. Information shall be listed at least by building and using unit, using the formats provided in Appendix D, but additional lists by installation, master planning area, or any other grouping that will help clarify the existing condition shall be provided where appropriate.
6.
If survey of billet space has been requested of RPMS, an analysis shall be provided. Billet space analyses shall be limited to showing asset quantities and distribution, and shall be listed by building and by using unit. If the number of such rooms is significant, a list should also be provided, by building, of billet rooms that are larger than 4 PN rooms, to help the DEH determine where structural changes might improve billet utilization. List formats are shown in Appendix D. Billet information shall be provided to the ACSEH Housing Division for their use.
7.
Other analyses shall attempt to determine the actual MILCOM excess or shortage of adequate space of the category analyzed, and to determine possible corrective action to be recommended. They shall also be broken down by building, installation, user, master planning area, or any other grouping that will help clarify the existing condition.
8.
A report shall be prepared providing any explanations of the data and analyses necessary, and stating conclusions and recommendations for changes. This should specifically include a list of facilities for which the possibility of conversion should be investigated. As RPMS does not have sole authority to approve conversions, conversions shall NOT be specifically recommended. Returning facilities to their approved use may be recommended, as may cancellation of leases and release of facilities.
9.
If differences between survey data and the MILCOM ENG-242 report exist on completion of the report, the MILCOM shall be provided a second copy of the comparison table, and requested to return it, marked with how they proposed to correct each difference. This may be done by marking the applicable paragraph number (2a thru 2g) of the report recommendations.
10.
On completion of all facilities utilization surveys, the cost of the survey shall be determined, along with details affecting costs applicable to the survey (e.g., how many survey teams of what size, what means of transportation, overnight in government or hotel facilities, return on weekends or daily, etc.). This information shall be used for estimating costs of future surveys.
Acquisitions

Real property requirements must be made known to the responsible DEH by the user. If the requirement is due to a stationing action, a stationing analysis must first be performed through stationing channels, and must be approved before any steps toward acquisition may be taken. It is then the DEH's responsibility to determine how he will fill the requirement.
If existing facilities will be used, conversion may be required, in which case the DEH must prepare and submit a conversion request to RPMS.
If it is determined that some type of special agreement can best fill the requirement, the request should be processed through Logistics channels, starting at the Community Logistics level and going through ACSLOG. In this case, RPMS' involvement should be limited to meeting ACSLOG's coordination requirements.
If construction will be used, construction requirements must be processed through appropriate channels. In this case, unless land acquisition is required, RPMS' involvement should be limited to meeting coordination requirements. This should include assuring that existing facilities are not already available, and that existing real property agreements are complied with.
If acquisition of land, facilities or both, will be pursued, an acquisition request is prepared IAW UR 405-8, by the responsible DEH, with user/proponent assistance. It is the DEH's responsibility to prepare and staff the acquisition request at the community level. It is the user/proponent's responsibility to provide all acquisition justification and whatever information the DEH needs to determine the exact scope of the requirement. The prepared acquisition request is then forwarded by the DEH to 21st TSC. Responsibility for processing an acquisition request is assigned by the section chief; normally to a Real Property Specialist or a Realty Specialist. The assigned action officer processes the request as follows:
1.
Assure that acquisition requests include a transmittal memorandum, an Accommodation Program Request (APR) and any supporting documentation. For acquisitions other than in Germany, if an APR is not provided, and the requirement for it is waived by RPMS, assure that all information required in an APR is included in the transmittal and supporting documentation.
2.
If it appears that more than one requirement have been combined and are being presented as one request, assure that such combination is appropriate. It may not be appropriate to submit one request for unrelated facilities, or to fill unrelated requirements. A request for a facility that is easy to justify should not be combined with a request for a facility that is difficult to justify.
3.
Assure that the transmittal memorandum provides the following information (see UR 405-8):

a.
Number of personnel and amount and type of equipment that will occupy the facilities.

b.
The activities/mission/intended utilization(s) of the facilities, statements about the probable impact(s) of the use(s) on surrounding areas, and what adverse impacts the intended use(s) will have on surrounding areas, if any.

c.
If negative impacts might be anticipated, and for all land and major acquisitions, a statement that comments by USFLO regarding acquisition potential and anticipated political opposition is attached.

d.
Tabular utilization information on the facility category being requested, for the planning area affected, to include space authorized, space on hand and net shortfall or excess. If an excess exists, the transmittal must explain why acquisition is still necessary and what is being done to eliminate the excess.

e.
Duration of the requirement.

f.
Whether a rent free acquisition or a lease is desired. If a lease is being requested, the transmittal should explain why a rent free acquisition is not appropriate, and whether a long term or short term, renewable lease is desired, and why.

g.
Estimated annual lease costs, if applicable.

h.
If the acquisition will replace existing facilities, disposition of the existing facilities must be explained.

i.
Where acquisition by leasing is desired, the statement: "Acquisition is funded by the requesting US activity in FY (initial year of acquisition) through (next two years). Funds will be transferred to the M account on a UTR to cover the leasing costs from the total resources available to this command." Add similar statements for any other types of funds required for the acquisition.

j.
A statement that there are no existing US controlled land or facilities that can fill the requirement.

k.
A statement that the community Master Planning board has approved the acquisition.

l.
If a specific property/facility is being proposed to fill the requirement, the reasons.

m.
If a specific property/facility is being proposed to fill the requirement, a statement that a site map showing the location of the property/facility in relation to the nearest US installation is attached (10 ea., 8.5 x 11 in.).
4.
If land is being requested, assure that the transmittal memorandum provides the following additional information:

a.
The types of property required, or that would be suitable (agricultural land, forest, etc.).

b.
If a specific property or properties are being proposed to fill the requirement, a list of land parcels and their current owners.

c.
If the land is required for construction, a project concept plan, construction program (MCA, NAF, OMA, etc.), project number (if any), programmed FY and planned construction year. Information must be sufficient to allow determination of the likelihood of the project actually being executed.
5.
Assure that the APR has been prepared in the correct format with special attention to the following (see UR 405-8, Annex E):

a.
Acquisition requests must be prepared in general terms, requesting acquisition of specified types and quantities of facilities at general locations (e.g., __ sqm of facilities for ________, located within __ km of ________). If facilities have been identified, that are available and that are particularly well suited to the requirement, item 5 of the Apr may include a statement to that effect, giving addresses and land parcel numbers. Unless special permission is obtained, acquisition requests for specific facilities only, are not acceptable.

b.
Without exception, areas and lineal measurements must be in the metric system.

c.
Justification will have to appear logical and valid to the Host Nation.

d.
A statement that the requirement cannot be fulfilled using existing US controlled real estate assets, is required.

e.
If wooded land acquisition or exterior construction is involved, the APR must state, in item 8, whether tree cutting is required or not. If tree cutting is required the extent of tree cutting (hectares of wooded land, and number and species of trees) should also be indicated.

f.
Remember that, in Germany, the APR format (not the transmittal) is for submission to the host nation. The justification must address host nation concerns, not US Forces concerns; the transmittal must address US Forces concerns.
6.
Supporting documentation must be checked for the following:

a.
Assure that all enclosures referred to in the transmittal have been enclosed.

b.
Tabulation of Existing and Required Facility (TAB) excerpts should be included to support the tabular utilization information in the transmittal.

c.
For land acquisitions to establish communication sites, radio relay stations and radar stations, supporting documentation must list technical data specifically required by UR 405-8.

d.
If acquisition will result in a firm term lease of more than 1 year, with an annual rent cost over $50,000, an economic analysis is required.
7.
Assure that the request is an acquisition request, and not a request for some type of special agreement (MOU, ISSA, etc.).
8.
Assure that all requests are justified, authorized, complete and understandable. This includes assuring that a stationing analysis has been performed and that stationing has been approved, if stationing change is involved.
9.
Staff requests with Master Planning, Stationing and Engineering Programs, in writing, if appropriate. It may suffice to verbally ask those sections if the acquisition action will effect or be effected by their programs. Assure that the acquisition is not for a facility that is being or will be constructed (except temporary acquisitions) or provided by renovation. Assure that the acquisition is not in support of an unapproved or unauthorized stationing action. If political controversy may result, coordinate with 21st TSC USFLO, as well.
10.
Staff requests to 21st TSC staff proponents, in writing, requesting confirmation of scope, requirement and technical details (manpower, equipment, specifications, etc.), as appropriate.
11.
If an acquisition submission proves to be a request for a special agreement, it should be sent to ACSLOG, ATTN: AERLO-SA, for processing through Logistics channels. In some cases such actions continue to return to RPMS, in which case RPMS must assure that all activity on the action is directed through the proper channels, and that all correspondence not prepared by ACSLOG is copy furnished to them. If RPMS finds that an acquisition request could better be filled by a special agreement, RPMS may ask ACSLOG to prepare the agreement; but the request may be processed in Real Property or Host Nation Activities channels, as long as ACSLOG is kept informed.
12.
Unless the RPMS is directed to prepare missing documentation or to revise or correct inadequate documentation or to otherwise obtain it or have it changed; missing documentation, revisions and changes must be requested, from the community, in writing.
13.
When it is determined that an acquisition request should be approved, it shall be endorsed to CINCUSAREUR, ATTN: AEAEN-RE, requesting approval and processing. The endorsement shall indicate that the acquisition is supported by 21st TSC, and should restate that the facilities are required and that the requirement cannot be filled with existing US controlled facilities (only if true!).
Conversion and Diversion

Real property facilities are assigned for specific uses. Those uses should not be changed without authorization. Temporary changes, normally 3 years or less, are diversions. They should be officially approved, to comply with regulations, and this is done in a diversion request (if at all). Unapproved diversions are identified in facility utilization surveys; however, because they are temporary, many are never identified (see also, Introduction).
Permanent changes are conversions, and by regulation, may not be made without prior approval of a conversion request. Unapproved conversions are also normally identified in facility utilization surveys.
Conversion and diversion requests are prepared by the DEH and forwarded to 21st TSC. Justification requirements have similarities to acquisition justification, as a change in facility inventory is involved. Responsibility for processing a conversion or diversion request is assigned by the RPMS chief; normally to a Real Property Specialist or a Realty Specialist. The assigned action officer processes the request as follows:
1.
Assure that requests include the following:

a.
Facilities being changed, identified with installation name and ARLOC, and building or facility numbers.

b.
The current and proposed use of the facilities affected, by category code, and the net and gross areas affected.

c.
For UPH, the current and proposed number of adequate and substandard billet SPACES, and the numbers of civilian and military unaccompanied personnel receiving LQA, BAQ or FSA.

d.
For Family Housing, the current and proposed number of adequate and inadequate UNITS.

e.
Floor plans showing the areas to be changed.

f.
Whether or not the facility being changed was constructed with NATO Infrastructure funds.

g.
Whether or not the facility has been renovated for its current use.

h.
Whether or not the facility has been previously converted or diverted, and details of previous conversions or diversions.

i.
The total community or master planning area (as applicable) existing assets, authorizations and requirements of the facility categories involved. This should be supported by TAB excerpts.

j.
A statement that the change will not create a demand for space in the facility's current use category.

k.
If space authorization/requirement in a particular facility category will be exceeded as a result of the change, why the change is still necessary.

l.
Who will use the facility after the change is made,

m.
Complete justification for the change.

n.
The impact of the change on mission capability and quality of life, as applicable.

o.
Whether or not the facility is adequate for its current use.

p.
If the facility is inadequate for its current use, the estimated cost of making it adequate.

q.
Whether or not the facility is adequate for its proposed use, and what must be done if it is not.

r.
If the facility is inadequate for its proposed use, the estimated cost of making it adequate.

s.
The estimated cost of providing a new facility instead of converting or diverting.

t.
A copy of the completed DA Form 4283, Work Request, indicating the extent of modifications to be accomplished, and the total funded and unfunded costs, if applicable.

u.
A statement indicating that the request has been reviewed by the community Master Planning Board, and approved by the community Commander.
2.
Assure that the correct type of change is being requested (e.g., that diversion is not being requested when the change will be permanent or for over 3 years).
3.
Assure that requests are justified, authorized, complete and understandable. This includes assuring that a stationing analysis has been performed and that stationing has been approved, if stationing change is involved.
4.
Staff requests with Master Planning, Stationing, Engineering Programs, and Housing Division (if housing facilities are involved), in writing if appropriate. It may suffice to verbally ask those sections if the changes will effect or be effected by their programs. Assure that the change is not in support of an unapproved or unauthorized stationing action.
5.
Staff requests to 21st TSC staff proponents, in writing, requesting confirmation of scope, requirement and technical details (manpower, equipment, specifications, etc.), as appropriate.
6.
Unless the RPMS is directed to prepare missing documentation or to revise or correct inadequate documentation or to otherwise obtain it or have it changed; missing documentation, revisions and changes must be requested, from the community, in writing.
7.
When it is determined that a conversion or diversion request should be approved, it shall be endorsed to CINCUSAREUR, ATTN: AEAEN-IP-MP, requesting approval and processing.
Exchange/Alternate Facilities

Under normal circumstances, the exchange of existing US Forces controlled facilities for other facilities is not a distinct process; it is a combination of real property actions (e.g., release and acquisition). In cases where the US Forces wish to exchange facilities for others, either with the Host Nation or with another US Agency (e.g., USAFE), "exchange" is accomplished by release of facilities and acquisition of other facilities, as separate actions; or by separate transfers of facilities. This also applies, with negotiations as needed, when Host Nations other than Germany, request the return of US controlled facilities; and when Germany compensates the return of US controlled facilities with other existing facilities (as opposed to construction or monetary compensation). The relationship of separate actions, that effectively result in the exchange of facilities, is incidental to the actions in all respects except justification. Other sections of this SOP govern real property portions of such cases.
Areas occupied by the US Forces in Germany should be designated in German land use planning documents as "Areas for General Public Use". Nevertheless, requests by Germany, for release or exchange of US Forces controlled property, may occur as a result of development and construction planning, public and private requirements, and operational interests. When such requests cannot be filled with a combination of release and acquisition, as described above, but German authorities are adamant about the change, the concept of alternate facilities applies.
The Supplementary Agreement to the NATO SOFA requires the US Forces to release accommodations when they are no longer needed, or when requested by Germany, if compensated for. Compensation may be in the form of "alternate facilities" provided from existing assets or by construction, or it may be monetary.
When the amount of alternate construction or compensation required is limited (e.g., when a fence or a guard house needs to be relocated, section of utility lines modified, traffic lights installed), the exchange should be handled as a release action with conditions attached.
The Supplementary Agreement to the NATO SOFA governs negotiations for provision of alternate facilities. When alternate facilities are provided:
1.
Existing US Forces facilities should not be released until alternate construction has been completed, inspected, and accepted for beneficial occupancy by the US Forces.
2.
Alternate construction should be located on land owned by German or State governments. Construction on land already under US Forces control should be accepted only when necessary or desirable to meet particular US Forces facility requirements.
3.
Alternate facility agreements must be in writing, between the US Forces and German authorities.
4.
Alternate facilities should be provided rent free, and acquired or built at no cost to the US Forces. If the US Forces currently pay rent on the facility to be released, the rental rate for the alternate facility should not be higher.
German requests for release or exchange of US Forces controlled property normally arrive from a USAREUR Real Estate Activity, USAREUR Real Estate or USAREUR Host Nation Activities. Responsibility for processing a request from the Host Nation for release or exchange of US Forces controlled property, is assigned by the RPMS chief; normally to a Realty Specialist or a Real Property Specialist. The assigned action officer processes the request as follows:
1.
If family housing facilities are involved, the action shall be routed to Housing Division. If change to an agreement is involved, the action shall be routed to ACSLOG.
2.
Assure that the request involves alternate facilities, as described above.
3.
Assure that request justification is clear, and that US Forces interests are protected as described above.
4.
Endorse the request to the effected MILCOM for review and comment or action, as appropriate.
Requests returned by the MILCOM shall be processed as follows:
1.
Assure that the MILCOM is requesting reasonable compensation.
2.
Assure that any appropriate action by the MILCOM has been taken (e.g., provision of release documents).
3.
Staff requests with Master Planning, Stationing, Engineering Programs, and Housing Division (if billet facilities are involved), in writing, if appropriate. It may suffice to verbally ask those sections if the change(s) will affect or be affected by their programs.
4.
Staff requests to 21st TSC staff proponents, in writing, requesting confirmation that the requested replacement facilities will allow proper mission performance.
5.
Unless the RPMS is directed to prepare missing documentation or to revise or correct inadequate documentation or to otherwise obtain it or have it changed; missing documentation, revisions and changes must be requested, from the community, in writing.
6.
After staffing, endorse the documentation, with comments, back to the sending office, with copies furnished to the MILCOM and 21st TSC USFLO, ATTN: AERLA.
II. Relocation

Approval authority for relocation rests at different organizational levels, depending on facility status, user and value. Therefore, some relocation actions received by RPMS are only for processing, while others are requests for approval to relocate. Approval authorities are as follows:
1.
Community Commander, 21st TSC, CINCUSAREUR and German authorities' approval are required before relocation of Reichsmark or Deutschmark constructed facilities, regardless of cost. Final approval authority rests with the Federal Republic of Germany. The facilities may NOT be relocated until AFTER approval by German authorities.
2.
Community Commander, 21st TSC and CINCUSAREUR approval are required for relocation of dollar constructed facilities valued at over $25,000.
3.
Community Commander and 21st TSC approval are required before relocation of dollar constructed facilities valued at up to $25,000.
4.
Community Commander, 21st TSC and CINCUSAREUR approval are required before relocation of NATO financed facilities, regardless of cost.
A special case occurs if a relocation is included in an MCA project, as reflected on the project DD Form 1391. When the project is funded, the relocation becomes a legally binding commitment to Congress. Failure to relocate such a facility without DA and Congressional approval constitutes a statutory violation.
Requests for relocation are forwarded by the DEH to the next higher approval authority for approval or for staffing, as appropriate. The action officer responsible for processing a relocation action is assigned by the RPMS chief, normally a Realty Specialist.
The assigned action officer processes requests for approval to relocate facilities, as follows:
1.
Assure that in fact relocation is being requested, and not release, or disposal. Relocation requires disposal approval, however requirements are different than for demolition (see also, Disposal).
2.
Assure that requests include the following:

a.
A transmittal memo making the request.

b.
Three copies of completed DA Form 337, Request for Approval of Disposal of Buildings and Improvements.

c.
A copy of the completed DA Form 4283, Work Request, indicating the extent of relocation to be accomplished, and the total funded and unfunded costs; or one copy of DD Form 1391, if relocation is part of such a project.

d.
Three copies of sketches, maps or plot plans, showing the location of the facilities to be relocated, and where they are being moved to.
3.
Assure that the transmittal memorandum contains the following, if applicable:

a.
Explanation of any unusual circumstances surrounding the request.

b.
Reasons for disagreement between data in DA Form 337 and data in HQIFS.
4.
Assure that the DA Form 337 has been prepared IAW AR 405-90, and that the information in DA Form 337 agrees with information recorded in HQIFS. DA Form 337 shall include:

a.
Date of preparation of DA Form 337.

b.
Accountable officer.

c.
Installation name and ARLOC.

d.
Installation location (city, etc.).

e.
Facility number.

f.
Type of facility (P/S/T=Perm/Semiperm/Temporary).

g.
Year of construction.

h.
Facility use and use CATCODE.

i.
Gross area of the facility in square feet.

j.
A table listing the structure type of foundation, floors, walls and roof (as applicable).

k.
Original cost and type of funds used in the original construction.

l.
How the relocation will be performed (disassembly and reassembly, relocation in tact, etc.).

m.
How equipment-in-place will be disposed of (if any).

n.
Estimated salvage value of portions not being relocated.

o.
A statement that the relocation has been approved by the community master planning board.

p.
Justification for the relocation.

q.
Whether or not a replacement facility is required.

r.
Indication of whether the estimated total sale value of the property being vacated exceeds $50,000.

s.
Estimator's signature.
6.
Assure that requests are justified, authorized, complete and understandable.
7.
Staff requests with Master Planning, Stationing, Engineering Programs and Housing Division, in writing, if appropriate. It may suffice to verbally ask those sections if the changes will effect or be effected by their programs.
8.
Staff requests to 21st TSC staff proponents, in writing, requesting confirmation that the facility is not needed, as appropriate.
9.
When it is determined that a request to relocate should be approved, if USAREUR approval is required, it shall be endorsed to CINCUSAREUR, ATTN: AEAEN-IP-MP, requesting approval and processing.
Requests to relocate, approved at 21st TSC, and approved requests received from USAREUR are processed as follows:
1.
Requests approved at 21st TSC must be signed by the ACSEH.
2.
The change is recorded on the printed copy of the ENG-242 Report, pending receipt of the next database update.
3.
The approved request is endorsed or signed thru to the MILCOM, as appropriate.
In all cases, unless the RPMS is directed to prepare missing documentation or to revise or correct inadequate documentation or to otherwise obtain it or have it changed; missing documentation, revisions and changes must be requested, from the community, in writing.
Disposal/Demolition

Facilities are disposed of to make room for new construction, if they have deteriorated or been damaged beyond the point of economical repair, if they have become safety hazards, or if they are no longer required. Note that USAREUR also normally requires disposal approval for partial disposal of facilities (e.g., if part of a building has burned and will not be replaced).
Approval authority for disposal rests at different organizational levels, depending on facility status, user and value. Therefore, some disposal actions received by RPMS are only for processing, while others are requests for approval to dispose. Approval authorities are as follows:
1.
Community Commander, 21st TSC, CINCUSAREUR and German authorities' approval are required before disposal of Reichsmark or Deutschmark constructed facilities, regardless of cost, if disposal may be of CONTROVERSIAL or PRECEDENT SETTING nature. Final approval authority rests with the Federal Republic of Germany. The facilities may NOT be disposed of until AFTER approval by German authorities.
2.
Community Commander, 21st TSC, CINCUSAREUR and German authorities' approval are required before disposal of Reichsmark or Deutschmark constructed facilities used as chapel, DoDDS, housing, AAFES, TSA or hospital facilities, regardless of cost.
3.
Community Commander, USAREUR Real Estate Activity field office and German authorities' approval are required before disposal of Reichsmark constructed facilities valued at up to $1,000, and Deutschmark constructed facilities valued at up to $5,000. The following special requirements apply:

a.
Disposal of facilities used as chapel, DoDDS, housing, AAFES, TSA or hospital facilities is not included in this authority.

b.
Copies of disposal requests must be furnished to CINCUSAREUR, ATTN: AEAEN-IP-MP and to 21st TSC.

c.
Final approval authority rests with the Federal Republic of Germany. The facilities may NOT be disposed of until AFTER approval by German authorities.
4.
Community Commander, 21st TSC, CINCUSAREUR and German authorities' approval are required before disposal of Reichsmark constructed facilities valued at over $1,000, and Deutschmark constructed facilities valued at over $5,000. Final approval authority rests with the Federal Republic of Germany. The facilities may NOT be disposed of until AFTER approval by German authorities.
5.
Community Commander, 21st TSC and CINCUSAREUR approval are required before disposal of dollar constructed facilities, used as chapel, DoDDS, housing, AAFES, TSA or hospital facilities, and valued at over $25,000.
6.
Community Commander and 21st TSC approval are required before disposal of dollar constructed facilities, used as chapel, DoDDS, housing, AAFES, TSA or hospital facilities, and valued at up to $25,000.
7.
Community Commander, 21st TSC and CINCUSAREUR approval are required before disposal of NATO financed facilities, regardless of cost.
8.
After coordination with appropriate proponents up to and including the USAREUR staff level, to assure that the facilities are not required, Community Commander approval is required before disposal of other US dollar constructed facilities, regardless of cost. Disposal of facilities listed above is not included in this authority.
A special case occurs if a disposal is included in an MCA project, as reflected on the project DD Form 1391. When the project is funded, the disposal becomes a legally binding commitment to Congress. Failure to dispose of such a facility without DA and Congressional approval constitutes a statutory violation.
Disposal requests are forwarded by the DEH to the next higher approval authority for approval or for staffing, as appropriate. The action officer responsible for processing a disposal action, normally a Realty Specialist, or for a routine disposal, the RPMS Clerk, is assigned by the RPMS chief.
The assigned action officer processes requests for approval to dispose of facilities, as follows:
1.
Assure that, in fact, demolition is being requested, and not release or relocation. Relocation requires disposal approval, however, requirements are different than for demolition (see Relocation).
2.
Assure that requests include the following:

a.
A transmittal memo making the request.

b.
Three copies of completed DA Form 337, Request for Approval of Disposal of Buildings and Improvements.

c.
A copy of the completed DA Form 4283, Work Request, indicating the extent of demolition to be accomplished, and the total funded and unfunded costs, or one copy of DD Form 1391, if demolition is part of such a project.

d.
Three copies of sketches, maps or plot plans, showing the location of the facilities to be demolished.
3.
Assure that the transmittal memorandum contains the following, as applicable:

a.
Explanation of any unusual circumstances surrounding the request.

b.
Reasons for disagreement between data in DA Form 337 and data in HQIFS.
4.
Assure that the DA Form 337 has been prepared IAW AR 405-90, and that the information in DA Form 337 agrees with information recorded in HQIFS. DA Form 337 shall include:

a.
Date of preparation of DA Form 337.

b.
Accountable officer.

c.
Installation name and ARLOC.

d.
Installation location (city, etc.).

e.
Facility number.

f.
Type of facility (P/S/T=Perm/Semiperm/Temporary).

g.
Year of construction.

h.
Facility use and use CATCODE.

i.
Gross area of the facility in square feet.

j.
A table listing the structure type of foundation, floors, walls and roof (as applicable).

k.
Original cost and type of funds used in the original construction.

l.
Proposed method of disposal.

m.
How equipment-in-place will be disposed of (if any).

n.
Estimated salvage value.

o.
A statement that the disposal has been approved by the community master planning board.

p.
Justification for the disposal. Common reasons are:


(1)
No current or future use.


(2)
To make room for MCA or OMA construction. 


(3)
Facility deteriorated beyond economical repair.


(4)
Facility presents a fire and/or safety hazard.

q.
Whether or not a replacement facility is required.

r.
Indication of whether the estimated total sale value of the property exceeds $50,000.

s.
Estimator's signature.
6.
Assure that requests are justified, authorized, complete and understandable.
7.
Staff requests with Master Planning, Stationing, Engineering Programs and Housing Division, in writing, if appropriate. It may suffice to verbally ask those sections if the change(s) will affect or be affected by their programs.
8.
Staff requests to 21st TSC staff proponents, in writing, requesting confirmation that the facility is not needed, as appropriate.
9.
When it is determined that a disposal request should be approved, it shall be endorsed to CINCUSAREUR, ATTN: AEAEN-IP-MP, requesting approval and processing. A sample transmittal is shown in Appendix F.
Disposal requests received for coordination are processed as follows:
1.
Paragraphs 1 thru 8 above, still apply, except that a DA Form 337 is not necessary, as long as the information from it is provided.
2.
The results of the review are endorsed back to the requesting community.
Disposal requests approved at 21st TSC, and approved disposal requests received from USAREUR are processed as follows:
1.
Requests approved at 21st TSC must be signed by the ACSEH.
2.
The change is recorded on the printed copy of the ENG-242 Report, pending receipt of the next database update.
3.
The approved request is endorsed or signed thru to the MILCOM, as appropriate. A sample transmittal for a disposal approved at 21st TSC is shown in Appendix F.
Approved disposal requests received from communities are processed as follows:
1.
The change is recorded on the printed copy of the ENG-242 Report, pending receipt of the next database update.
2.
Assure that a copy of the signed DD Form 337 has been provided to USAREUR, ATTN: AEAEN-IP-MP.
In all cases, unless the RPMS is directed to prepare missing documentation or to revise or correct inadequate documentation or to otherwise obtain it or have it changed; missing documentation, revisions and changes must be requested, from the community, in writing.
Release

The US Forces are obliged by the NATO SOFA to release facilities that they no longer need. Release is also done to fill special requests by host nations and other organizations/parties. The main concern when reviewing requests to release facilities is to assure that the facilities are no longer needed.
Land or facility exchanges also require release of whatever is being exchanged. In these cases the concern is that the correct facilities are being released and that the exchange has been approved (see Exchange).
Release requests are prepared by the DEH and forwarded to 21st TSC. Justification requirements have similarities to acquisition justification, as a change in facility inventory is involved.
Responsibility for processing a release request is assigned by the RPMS chief; normally to a Realty Specialist or, where a routine release is concerned, the RPMS Clerk (e.g., for host nation requested easements or after-the-fact releases). The assigned action officer processes the request as follows:
1.
If family housing facilities are involved, the action shall be routed to Housing Division. If termination of an agreement is involved, the action shall be routed to ACSLOG. Otherwise, assure that release is in fact being requested, and not demolition.
2.
Assure that release requests include the following:

a.
A transmittal memo making the request.

b.
Five copies of completed AE Form 1200-R, Disposal of Real Estate (one for RPMS files).

c.
Five copies of maps and plot plans, color coded to show installation boundaries and areas being released or exchanged (one for RPMS files).
3.
Assure that the transmittal memorandum provides the following:

a.
The community position on the release.

b.
Release conditions. Once the release has been approved, release conditions cannot be changed. Whether or not the conditions are correct and complete can determine whether the release becomes an advantage or disadvantage to the US Forces, therefore this is an important item. Release conditions should indicate replacement areas, safety requirements (e.g., traffic control and flight safety zones), security requirements (e.g., fence installation and relocation, perimeter lighting and clear zones) and quality of life requirements (e.g., noise abatement walls and windows, and air pollution controls). Requirements on both US and host nation sides must be included.

c.
Disposition of US Forces funded improvements, if any, to facilities being released. International agreements include general statements that normally provide for some kind of negotiated reimbursement by the receiving nation for residual value of such improvements. Has satisfactory compensation been negotiated, or is the US willing to give away the improvements?
4.
Some items that must be addressed in conversion requests may also be appropriate for some releases (see Conversions and Diversions).
5.
Assure that AE Form 1200-R has been prepared IAW UR 405-8, Real Estate - Acquisition, Administration and Disposal of Real Estate in the Federal Republic of Germany; or UR 405-4, Real Estate - Acquisition, Administration and Disposal of Real Estate in the BENELUX, France and the United Kingdom, as applicable. Instructions for filling out the form are given in UR 405-8, Appendix G. Information provided must include:

a.
Complete data on the property and US funded improvements left in place.

b.
Date vacated or expected to be vacated (item 7).

c.
Reasons for release (item 14).
6.
Assure that requests are justified, authorized, complete and understandable. This includes assuring that a stationing analysis has been performed and that stationing has been approved, if stationing change is involved.
7.
Staff requests with Master Planning, Stationing, Engineering Programs, and Housing Division (if billet facilities are involved), in writing, if appropriate. It may suffice to verbally ask those sections if the change(s) will affect or be affected by their programs. Assure that the change is not in support of an unapproved or unauthorized stationing action.
8.
Staff requests to 21st TSC staff proponents, in writing, requesting confirmation of information provided in the release justification, and that the facilities are no longer required, as appropriate.
9.
Unless the RPMS is directed to prepare missing documentation or to revise or correct inadequate documentation or to otherwise obtain it or have it changed; missing documentation, revisions and changes must be requested, from the community, in writing.
10.
When it is determined that a release request should be approved, it shall be endorsed to CINCUSAREUR, ATTN: AEAEN-RE, requesting approval and processing. A sample transmittal is shown in Appendix F.
Unsolicited Property Offers

The correct acquisition process is well defined. Once the acquisition request has been approved, the host nation and/or the appropriate Real Estate Activity are responsible for identifying possible facilities to fill the requirement(s). Requesting activities then make the final determination of suitability, for their purposes, of identified facilities. Therefore, all property offers received at 21st TSC should have also been sent to the applicable Real Estate Activity (see also, Introduction).
This does not always happen. 21st TSC receives unsolicited property offers from a variety of sources, including other US activities that receive them and don't know what to do with them.
It is the 21st TSC RPMS position that unsolicited offers should only be considered for their potential to replace existing rent payable facilities at lower overall cost. RPMS files show conclusively, that considering unsolicited offers for new, undocumented requirements, results in long battles to acquire facilities that are not needed, or that are not suited to the purpose for which they are being acquired.
Unsolicited property offers are assigned to an action officer, usually a Realty Specialist or Real Property Specialist, by the RPMS chief. The action officer is responsible for:
1.
Determining whether the offer is for facilities in the 21st TSC area of responsibility.
2.
Determining whether the offer is for rent payable or rent free facilities.
3.
Assuring that the appropriate Real Estate Activity has knowledge of the offer. If a negative response to the offer is not required, telephonic coordination with the Real Estate Activity is sufficient. In this case, a copy of the offer shall be provided to the Real Estate Activity, if they request it. If a negative response is required, the offer shall be endorsed to the appropriate Real Estate Activity, with a copy furnished to the originator, stating, "If the offered facilities might fill an existing approved Accommodation Program request, request you coordinate with the appropriate activity for final determination. Otherwise, request you indicate to (whoever is making the offer) that a documented requirement for the offered facilities does not currently exist."
4.
Determining whether a 21st TSC MILCOM currently controls leased facilities, in the same area as the offered facilities, that might be candidates for replacement at lower overall cost.
Replacing leased facilities with lower cost leased or rent free facilities, is not automatically more economical. Rent free facilities are usually available because of their poor condition or high upkeep cost. Renovation and/or construction are usually required to make any facility suitable for US use, and funds that would not be recouped, may already have been expended on the existing facilities. Administrative costs of acquisition and release are not insignificant, and the cost to move occupants can be high. Careful analysis is required to determine lowest cost, particularly when replacing a leased facility with another leased facility. Only offers that, based on the judgment of RPMS personnel, might conceivably replace existing facilities at lower overall cost, shall be endorsed to the appropriate MILCOM, specifically requesting that:
1.
They determine if the facilities are suitable for replacing an existing leased facility at lower cost.
2.
If the facilities are suitable, that they prepare and submit an APR for acquisition of the facilities.
3.
If they submit an APR, it include an economic analysis showing the cost benefit.
If it is obvious that the offered facilities are not required, but a response is required, the offer shall be endorsed back to the sender stating that "a documented requirement for the offered facilities does not currently exist within 21st TSC".
If the offer is for property outside of the 21st TSC area of responsibility (e.g., in V Corps or VII Corps), the offer shall be returned with the recommendation that it be sent to the appropriate Real Estate Activity and UMC.
Relocatable Buildings

There are many misconceptions about what may and may not be done with relocatable buildings. Mostly because of this, RPMS receives inquiries about relocatable buildings, from time to time. When inquiries are received, RPMS personnel shall provide the following information, as appropriate to the specific case:
1.
Use of relocatable buildings is not encouraged, because of the costs associated with erecting, operating and removing them, as well as rapid depreciation and short life. Relocatable buildings are a kind of temporary facility, but temporary facilities are not necessarily relocatable buildings. Therefore, a requirement for a relocatable facility is a requirement for temporary facilities, but a requirement for temporary facilities is not necessarily a requirement for a relocatable building. In all cases, whether a relocatable building or normal temporary facilities are acquired, will depend somewhat on mission requirements, but mostly on economics (supported by an EA). Temporary facilities, other than relocatable buildings, may be acquired by the Army using any method allowed for acquiring permanent facilities.
2.
Relocatable buildings may not be used permanently.
3.
Relocatable buildings are not acquired through real property channels.
4.
Relocatable buildings are not necessarily real property.
Policy and requirements governing relocatable buildings depend on circumstances of the requirement. The following situations, involving relocatable buildings, are handled differently:
1.
Short term, unprogrammed requirements.
2.
Long term requirements.
3.
Requirements of contractors, incidental to execution of a project.
4.
Trailer homes.
Requirements not exceeding 3 years are short term. The following apply to short term requirements being filled with relocatable buildings:
1.
Short term acquisition of relocatable buildings is normally required because of:

a.
Short term peak in the military mission.

b.
Operational projects of short term duration.

c.
Unforeseen need for temporary facilities, not exceeding 3 years, pending Congressional authorization and funding of construction.
2.
AR 700-112 governs management and use of relocatable buildings to fill short term requirements.
3.
Facilities shall be erected on US controlled land.
4.
Requests are submitted through logistics channels.
5.
Purchase of relocatable buildings as personal property are funded by Other Procurement, Army (OPA) funds.
6.
Relocatable buildings become personal property and are carried on the using activity's property book. Accounting is governed by AR 710-2.
7.
Relocatable buildings required for up to 1 year shall be considered for lease, using funds available to the requesting activity.
8.
Requests for relocatable buildings required for more than 1 year, shall include an EA to determine whether lease or OPA purchase is more advantageous to the US Government.
Requirements exceeding 3 years are long term. The following apply to long term requirements being filled with relocatable buildings:
1.
Requirements are filled with MCA or Minor Construction.
2.
Construction must be IAW AR 415-15 (MCA) or AR 415-35 (Minor Construction), and must comply with the same statutory requirements.
3.
Facilities thus acquired are real property, and are carried on real property records.
4.
Facilities thus acquired are still temporary. Retention as permanent requires submission of a justified request, for DA approval.
The following apply to relocatable buildings provided by a contractor to permit accomplishment of the contractor's mission:
1.
The buildings are not separately funded, but are included in the contract.
2.
The buildings are not owned or controlled by the Army. AR 700-112 does not apply.
3.
Acquisition of the buildings from the contractor must be pursued separately, as described above for any relocatable building. Trailer homes are not covered by AR 700-112. They are included as a separate line in the National budget. Acquisition requires Congressional approval.
Obligation Documents

Obligation documents formalize agreements between the US Forces and other organizations, for use of real property facilities by the US Forces.
Initially, an obligation document results when an APR or acquisition request is filled, completely or in part, regardless of how or through what channels the acquisition request was processed. The request's USAREUR ID Number is referenced in the obligation document, and the obligation document is identified with a number given by the responsible Real Estate Field Office. An obligation document may also result when property documented on an old obligation document is released or demolished.
There are 3 basic types of obligation documents. All apply or have applied to initial or amended leases, easements and agreements; and 1 is still sometimes used to document releases and demolitions:
1.
Real Property Obligation Documents (RPODs) are executed between the competent authority and the designated US real estate contracting officer. Real property acquired through lease type arrangements, by Germany on behalf of the US Forces, is consigned to the US Forces with RPODs. RPODs are issued for private or municipal owned property, and for Host Nation owned property made available for US use on a rent-payable basis.
2.
Accommodation Consignment Agreements (ACAs) are prepared by the responsible German authorities and executed by the US real estate contracting officer. German federal or state owned property, or DM constructed property, made available to the US Forces rent free, are consigned to the US Forces on ACAs.
3.
AE Form 6 GRE (Real Property Procurement Order) is an outdated obligation document that is being phased out. Property acquired on AE Form 6 GREs is being reconsigned on RPODs or ACAs, as appropriate; but some 6 GRE consignments still exist. Particularly, 6 GREs are sometimes received when property acquired with a 6 GRE is released or demolished.
Obligation documents are received at 21st TSC either as info copies, if the Real Estate Activity sends the original directly to the MILCOM; or as correspondence THRU 21st TSC to the MILCOM (the MILCOM always gets the original). Obligation documents are normally processed by the RPMS Clerk, as follows:
1.
Determine if the obligation document fills a request or an acquisition request, or amends another obligation document, on file in RPMS.
2.
If the obligation document fills an acquisition, disposal or release request, update the action tracking database, accordingly.
3.
Inform the RPMS chief if any of the documentation appears not to be in order, or give originals of THRU - TO correspondence to the RPMS chief for signing.
4.
File RPMS copies, remembering to move acquisition files and/or create case or installation files, as appropriate (see Filing). it is installed:
DD Form 1354

DD Form 1354, Transfer and Exchange of Real Property, is used to officially accept all changes to the real property inventory. Changes to real property records should normally be based on a completed, signed, vouchered DD Form 1354.
DD Forms 1354 do not originate at 21st TSC, but are often transmitted through RPMS, as follows:
1.
DD Forms 1354 prepared by the MILCOM DEH, to record all kinds of changes in facilities. They are forwarded to 21st TSC for information, and to the appropriate USAREUR Real Estate Activity for information, and to allow them to inform the Host Nation of changes made by the US Forces. Changes for which the MILCOM prepares DD Form 1354 include completed in-house projects resulting in capital improvements or decreases; completed demolition; completed troop construction; payments of insurance (a kind of capital increase); change of use resulting from approved conversion or diversion; changes in existing agreements (e.g., rent increases); transfer of released facilities from the MILCOM DEH back to the owner/Host Nation; etc.
2.
DD Forms 1354 prepared by the Corps of Engineers, transferring completed construction projects to the responsible MILCOM DEH. If the cost shown on DD Form 1354 is followed by "(P)", the indicated cost is preliminary; a DD Form 1354 with the final cost will follow at a later date. If the cost is followed by "(F)", the indicated cost is final.
3.
DD Forms 1354 prepared by USAREUR Real Estate Activities, transferring new acquisitions to the responsible MILCOM DEH.
4.
DD Forms 1354 prepared by USAREUR DCSENG Installation Planning Division, transferring acquisitions obtained by special agreements to the responsible DEH.
Except for DD Forms 1354 prepared by the MILCOM DEH, all new forms are initially transmitted for signature. The signed forms are often returned through RPMS to the originating activity. Forms received by RPMS are normally processed by the RPMS Clerk. They shall be processed as follows:
1.
Assure that new DD Forms 1354, regardless of origin, comply with the following:

a.
Change being documented has been previously approved, where applicable.

b.
Serial number has been assigned.

c.
Form has been signed in Block 27 (Transferred By).
2.
Assure that new DD Forms 1354 from the MILCOM, not transferring facilities outside the MILCOM; and forms being returned by the MILCOM after signing; comply with the following:

a.
Form has been signed in Block 28 (Received By).

b.
Voucher number has been assigned.

c.
Serial number has been assigned.

d.
Two copies of each DD Form 1354 not provided directly to the USAREUR Real Estate Activity, have been provided.

e.
RPMS copy of the appropriate ENG-242 report is marked with those changes that effect the ENG-242 report, for later verification that the report has been updated.
3.
When DD Forms 1354 are found to be incorrect, they shall normally be returned to the originator for correction. If an original DD Form 1354, received by RPMS, requires only a minor correction involving information available to RPMS, the correction may be made by RPMS. DD Forms 1354 shall always be returned to the originator for correction, if the original is not available.
4.
One copy of correct, completed DD Forms 1354, shall be transmitted to the appropriate USAREUR Real Estate Activity, if they were not furnished a copy directly.
5.
Correct, incomplete DD Forms 1354 shall be transmitted to the receiving activity for signature.
Installation Name Request and Changes

An installation is defined as land under the control of the US Forces at a fixed location. Such land within a common boundary, utilized as a post or camp, generally is designated as a single installation. Subinstallations and property at separate locations are also reported as installations.
For the purposes of this SOP, an installation consists of a single accommodation (parcel of land) or two or more contiguous accommodations. Each installation is identified for inventory purposes by its installation number (INSNO). Since 1984, INSNOs in Europe have been the same as the HQDA (DCSOPS) Army Location Codes (ARLOCs).
When a new accommodation is accepted, whether or not an installation name and ARLOC must be requested is determined as follows:
1.
An installation name and ARLOC shall NOT be requested if:

a.
The new accommodation occupies a tract of land contiguous with an existing installation. In this case, the existing installation shall be considered to have been enlarged, and the new facilities shall be added to the inventory of that installation.

b.
The new accommodation is not of significant size and can be considered to be a part of an existing Master Planning Area (MPA). In this case, the new facilities shall be added to the inventory of the nearest existing installation.

c.
The new accommodation is turned over only on a short-term basis, and is without special significance.
2.
An installation name and ARLOC shall be requested if:

a.
The new accommodation cannot be considered to be part of any existing MPA.

b.
The new accommodation is of special significance (even if it can be considered to be part of an existing MPA).
Requests for new installation names and ARLOCs are prepared by the DEH and forwarded to 21st TSC. Responsibility for processing a request for installation name and ARLOC is assigned by the RPMS chief; normally to a Real Property Specialist or a Realty Specialist. The assigned action officer processes the request as follows:
1.
Assure that the request is necessary and appropriate (as indicated above).
2.
Assure that the desired name meets requirements of AR 1-33, Memorial Programs, 15 Dec 80.
3.
Assure that the request includes the following:

a.
Place for the 5 digit ARLOC, to be filled in by USAREUR.

b.
The proposed installation name.

c.
USAREUR Major Command (21st TSC = "MB").

d.
Military Community name.

e.
Country where the installation is located.

f.
Using unit. If there is more than one using unit, give the major using unit, if one exists. Otherwise, the MILCOM is the using unit.

g.
Host Nation "political region" in which the installation is located (the equivalent of Host Nation state or county).

h.
Name of the city nearest to the installation. If the installation is in a city, that city should be used.

i.
Distance from the nearest city to the installation.

j.
Direction from the nearest city to the installation.

k.
Installation owner (Host Nation, State, Town, Private, Multiple, etc.).

l.
Installation size, in acres.

m.
Number of the map sheet on which the installation may be found (from 1:50,000 scale grid maps, e.g., L6518).

n.
UTM coordinates of the "center of mass" of the installation area (from the map sheet, e.g., 32UMV 805 785).

o.
Geographical coordinates (e.g., 492015N 0084530E).

p.
TLAC (installation function - see DA Pam 525-13).

q.
MPA; or "Remote Site", if the installation is officially classified as a remote site.

r.
An area map showing the location of the installation in relation to nearby cities.
Requests for installation name changes are usually prepared by the DEH and forwarded to 21st TSC. Responsibility for processing a request for installation name change is assigned by the RPMS chief; normally to a Real Property Specialist or a Realty Specialist. The assigned action officer processes the request as follows:
1.
Assure that the desired name meets requirements of AR 1-33, Memorial Programs, 15 Dec 80.
2.
Assure that there is a valid reason for the requested name change. To some extent, this is a matter of judgment. Installation name changes can be costly, due to the administrative work involved in changing records to agree with the new name. Probably the only really good reason for such a name change is so that the name relates to installation function.
3.
Staff correct requests for installation name changes for review, comments and concurrence/nonconcurrence. Staffing shall be in writing to any 21st TSC staff section that is proponent for an installation function.
Requests for new installation names and ARLOCs, or name changes, after checking and staffing, shall be processed by the assigned action officer, as follows:
1.
Unless the RPMS is directed to prepare missing documentation or to revise or correct inadequate documentation or to otherwise obtain it or have it changed; missing documentation, revisions and changes shall be requested, from the community, in writing.
2.
When it is determined that a request should be approved, it shall be endorsed to CINCUSAREUR, ATTN: AEAEN-IP-MP, for assignment of a name and ARLOC, or for name change.
3.
When the new name and ARLOC, or name change approval are received from USAREUR, they shall be forwarded to the community; the Index of Installations shall be updated; and Master Planning Section, 21st TSC shall be informed.
4.
New issues of USAREUR Pamphlet 405-45, USAREUR Installations, should be checked on receipt, to assure that new and changed installation names are included and correct.
Claims

Financial claims, related to all types of real property, are received from varying sources. RPMS is responsible for processing only those related to OMA funded real estate, received from USAREUR. Claims are of two basic types; restoration claims and claims for compensation.
Restoration claims accompany the release of real property, and are settled according to terms of the contract or agreement by which the facility was consigned to the US Forces. Restoration claims normally fulfill an obligation to return facilities in the condition in which they were acquired, less fair wear and tear, or to make compensation for damages caused by US use.
Claims for compensation include one time payments for easements, residual value claims for disposed of buildings, forestry damage claims, crop damage claims, claims for compensation for loss of profits or for damages incidental to activities of the US Forces, etc.
NOTE: Under the German Federal Requisition Law, Article 21, claims were paid for compensation for hardship caused to property owners, as a result of their property being requisitioned for US Forces use, after 5 May 1955. US Forces liability for such claims was ended in 1967.
Claims related to family housing facilities, often missent to real property, shall be rerouted to the ACSEH Housing Division, through distribution.
Claims received from anyone other than USAREUR (AEAEN-RE-PC), shall be endorsed in their entirety to USAREUR, AEAEN-RE-PC, for verification of their legitimacy, and assignment of a claim number.
Claims received from USAREUR (AEAEN-RE-PC), for OMA funded facilities, are assigned to an action officer, normally a Realty Specialist or a Real Property Specialist, by the RPMS chief. The action officer is responsible for the following:
1.
Assuring that the claim has been assigned a claim number.
2.
Assuring that appropriate bills, damage reports, etc., are included with the claim.
3.
Assuring that restoration claims do not include claims for items that may reasonably be considered fair wear and tear.
4.
Assuring that unusual restoration claims are in fact IAW the applicable contract or agreement.
5.
Assuring that claims for payment for easement, requested from any 21st TSC activity, are justified and authorized. Such payments should generally be nominal fees to cover administrative and other costs associated with allowing the US Forces temporary or limited access to property.
5.
Assuring that claims for residual value of demolished buildings are for facilities that have been disposed of.
7.
Assuring that damage claims are being routed to the correct activity.
8.
Assuring that legal action is being taken (e.g., report of survey) on damages that appear to be criminal.
9.
Endorsing claims that appear justified, to the appropriate MILCOM activity, with a request for a fund cite for settlement of the claim. An example of a claim endorsement is provided in Appendix F.
10.
Requesting JAG review and comments, in writing, on claims that might have negative legal implications.
11.
Endorsing claims that 21st TSC cannot support, back to USAREUR, ATTN: AEAEN-RE-PC, with documentation of the reasons for nonconcurrence.
For claims returned by MILCOM activities, the action officer has the following responsibilities:
1.
Assuring justification is complete and reasonable, if the community has refused the claim.
2.
Assuring the necessary fund cite has been provided.
3.
Endorsing the claim to USAREUR, ATTN: AEAEN-RE-PC, with the fund cite or documentation of nonconcurrence, as appropriate.
In all cases, unless the RPMS is directed to prepare missing documentation or to revise or correct inadequate documentation or to otherwise obtain it or have it changed; missing documentation, revisions and changes must be requested, from the appropriate activity, in writing.
Compulsory Building Insurance

The US Government does not usually insure real property facilities. In Germany, however, under a US-FRG Insurance Agreement, the US Forces are required to insure certain facilities located east of the Rhine River. This includes facilities in USMCA Karlsruhe, USMCA Mannheim and USMCA Worms (and the county of Detmold in 543d ASG, where there are currently no US controlled facilities).
Effective 1 Jan 89, responsibility for Compulsory Building Insurance Administration, for 21st TSC, was transferred from USAREUR Real Estate Division to the USAREUR Real Estate Activity, Kaiserslautern field office (AEAEN-RE-KL).
It is the MILCOM's responsibility to inform the BVA directly, when insured facilities are altered or dismantled, with copies furnished to the USAREUR Real Estate Activity (AEAEN-RE-KL) and to 21st TSC. Also, MILCOMs are expected to coordinate directly with the servicing BVA as required, to update BVA maintained lists of insured facilities. When providing the BVA with information on insured buildings, MILCOMs should assure that lists include US building numbers, not just areas. Numbers should be identical with those on DD Forms 1354 and installation maps. In addition, lists should be broken out by OMA and AFH fund sources.
Premium invoices, listing the insured facilities, are sent by the BVA to the USAREUR Real Estate Activity for payment. Prior to payment, the Real Estate Activity routes invoices through 21st TSC, to the responsible MILCOM for verification that the facilities were part of the MILCOM real property inventory in the year being paid for.
Because of payment schedules, the BVA must receive payment not later than 31 October of each year. To eliminate delays during the verification and payment process, reviewed lists are required, at the USAREUR Real Estate Activity, not later than 1 September of each year.
Compulsory Building Insurance invoices received by RPMS, from AEAEN-RE-KL, are assigned to an action officer, normally a realty specialist. The action officer shall process the invoice as follows:
1.
Assure that all invoices are for facilities in the 21st TSC area of responsibility.
2.
Spot check premium computations for accuracy.
3.
Assure that a suspense date is added to the package.
4.
Invoices not routed thru, but endorsed to 21st TSC, shall be endorsed to the responsible community for review, and for completion of AE Form 15, Statement of Validation. An example of this endorsement is provided in Appendix F.
5.
Questions about the validity of how premiums are computed shall be researched by the action officer, to the extent possible. If this is not sufficient, the RPMS chief shall decide whether the question should be sent to JAG for a legal determination, or to the USAREUR Real Estate Activity, as a review comment.
6.
If it is decided that legal review is appropriate, the action officer shall submit the questions to JAG, in writing. Staffing to JAG shall normally be simultaneous with staffing at the community.
Reviewed Compulsory Building Insurance invoices received by RPMS, from a community, shall be processed by the action officer as follows:
1.
Assure that all copies of the invoices have been returned.
2.
Assure that the AE Form 15 has been signed.
3.
Assure that the MILCOM has indicated the types of funds from which the premium for each building should be paid (i.e., OMA or Family Housing).
NOTE: Processing of Compulsory Building Insurance request requires some attention, to prevent abuses by the insurance companies. Most of the responsibility for review rests on the MILCOM, however, it is the responsibility of the action officer to assure that the insurance premiums are being computed in a manner that appears reasonable. Also, based on knowledge of actions being worked or having been worked, for the community, the action officer must watch for invoices for buildings not/no longer, under US Forces control.
Correctly validated invoices that are not routed thru 21st TSC, and all invoices with RPMS or JAG comments, shall be endorsed to USAREUR Real Estate Activity Kaiserslautern Field Office (AEAEN-RE-KL).
Incorrectly or incompletely validated invoices shall be endorsed back to the MILCOM for correction.
Host Nation Coordination

Most Host Nation coordination takes place at the MILCOM, USAREUR Real Estate Activity or USFLO level. The main involvement of 21st TSC RPMS is participation in periodic conferences held between the USFLO and the German Federal Assets Offices or Military District Commands.
21st TSC and the effected MILCOMS are normally invited to these meetings by USFLO. 21st TSC shall be represented, except at the Stuttgart meetings, where normally, little effecting 21st TSC is discussed. If the agenda for the Stuttgart meeting effects 21st TSC in any significant way, RPMS shall attend that meeting as well. The meetings shall normally be attended by the RPMS chief; otherwise by a Real Property Specialist or the acting chief. Note that these meetings are conducted largely in German.
Another type of Host Nation coordination that no longer effects RPMS significantly is the approval of German land use planning documents. Should such planning documents be received by RPMS, the assigned action officer, normally a Realty Specialist or a Real Property Specialist, shall process them as follows:
1.
Assure that the appropriate MILCOM and USFLO have received the documents.
2.
Assure that they are staffed to any 21st TSC staff element that is proponent for an activity that could be significantly impacted by proposed land use changes.
3.
Endorse 21st TSC comments to the requesting activity, assuring that USFLO receives copies of all comments.
APPENDIX A 
Real Property Regulations

All real property action processing, facility surveys and work on real property records shall comply with requirements of the latest versions of the documents listed below, with special conditions as noted.  Document dates given are the latest as of the date of this SOP, and are not to be used if more recent versions exist.
1.
AR 210-15, Activation, Inactivation or Change in Status of Installations (8 Nov 74).
2.
AR 210-17, Inactivation of Installations (13 Jan 67).
3.
AR 405-5, Army and Air Force Basic Real Estate Agreements (10 Oct 69).
4.
AR 405-10, Acquisition of Real Property and Interests therein (25 May 70).
5.
AR 405-15, Real Estate Claims Founded upon Contract (1 Feb 80).
6.
AR 405-45, Inventory of Army Military Real Property, (18 Mar 77) and change 2 thereto (15 Mar 82).
7.
AR 405-70, Utilization of Real Estate (23 Feb 88).
8.
AR 405-90, Disposal of Real Estate (29 Jul 74).
9.
AR 415-13, Military Construction, Army (MCA) Program: Disposal of Structures (1 Apr 84).
10.
CATCODE determination and assignment shall be based on:

a.
USAREUR Space and Planning Criteria Manual (USPCM), (Aug 83).

b.
AR 415-28, Department of the Army Facility Classes and Construction Categories (Category Codes) (1 Nov 81).

c.
In the event of disagreement between the USPCM and AR 415-28, the USPCM controls.

d.
In the event of questions regarding the actual use to be recorded for a facility, or unclarity in AR 415-28 or the USPCM, the question shall be referred to the RPMS chief, or to the USAREUR Installation Planning Branch.
11.
AR 420-16, Facilities Engineering Reports (15 Jul 83).
12.
AR 420-17, Real Property and Resource Management (13 Dec 76), with Change 2 (1 Jul 80), and USAREUR Supplement 1, (26 Feb 85).
13.
AR 420-70, Buildings and Structures (17 Nov 76).
14.
AR 420-71, Leased Premises, (25 Jun 71).
15.
AR 420-72, Surfaced Areas, Railroads, and Associated Structures (24 Mar 76).
16.
AR 700-112, Relocatable Buildings (15 May 82).
17.
AR 735-5, Basic Policies and Procedures for Property Accounting (1 Sep 83).
18.
AR 735-11, Accounting for Lost, Damaged and Destroyed Property (15 Sep 81).
19.
AR 735-20, Financial Accounting and Reporting for Real Property and Capital Equipment (15 May 74).
20.
AR 735-72, Accounting for Industrial Property and Equipment in Place (1 Aug 74).
21.
UR 210-19, Consolidations, Realignments, Reductions and Closures (12 Jan 77).
22.
UR 405-5, Acquisition, Administration and Disposal (24 Nov 81), and the USAREUR Regulation covering acquisition, management and disposal of real estate in the geographical area in question:

a.
UR 405-4, Acquisition, Management and Disposal of Real Estate in BENELUX, France and UK (24 Jan 74).

b.
UR 405-7, Acquisition, Management and Disposal of Real Estate in US Army Berlin (17 Feb 83) (normally not applicable to 21st TSC).

c.
UR 405-8, Acquisition, Management and Disposal of Real Estate in the Federal Republic of Germany (2 Sep 69).


d.
UR 405-9, Acquisition, Management and Disposal of Real Estate in Italy (9 Aug 83) (normally not applicable to 21st TSC).
23.
UR 405-10, Recovery of Residual Value of US Improvements to Foreign Real Estate (15 Jun 83).
24.
UR 405-11, Provision of Alternate Facilities by the Federal Republic of Germany (20 Mar 84).
25.
UR 405-15, Facilities Utilization Management (17 Jan 84). 26.
Additional and special requirements applicable to facilities designated as NATO buildings shall be taken from 21st SUPCOM Supplement 1 to UR 415-22, NATO Common Infrastructure Program (22 Dec 76).  In the event of conflict between this supplement and other listed regulations, this supplement shall apply. Otherwise, all listed regulations apply.
27.
UR 420-43, Administration of Compulsory Real Property Insurance and Building Restoration (22 Aug 73).
28.
Where a real property issue centers around whether or not a MILCOM is obliged to provide requested real property support, the following apply:

a.
UR 600-440, Logistics, Civilian Support (30 Jul 87).

b.
UR 600-700, Individual Logistic Support (17 Jan 85), and change 1 (3 Dec 85), change 2 (29 Jan 87), change 3 (19 Mar 87) and change 4 (1 Sep 87) thereto.
29.
USAREUR Space and Planning Criteria Manual (Aug 83). Although not a regulation, this document is recognized by DA, and is enforced by USAREUR.  In USAREUR, it takes precedence over AR 415-28, and some non-real property regulations.
30.
Guidance and/or additional information, on real property matters, is provided in the following documents:

a.
USAREUR Master Planning Technical Manual (undated).

b.
U PAM 405-45, USAREUR Installations (13 Sep 84).

c.
U PAM 420-10, Development of Requests for Leased Facilities (19 Oct 82).

d.
DA PAM 210-3, Commander's Handbook for Installation and Activity Consolidations, Realignments, Reductions and Closures (Mar 74).
APPENDIX B 
Real Property Management File Structure

	MARKS #
	TITLE
	REMARKS

	10-1a
	Office Organization
	Documents relating to the organization and function of our office, such as copies of documents that are duplicated by a comparable office charged with determining the organization and functions of the agency.

	25-400-2e
	Office File Numbers
	This list.

	310-2d
	Policy and Precedents
	Documents establishing policy and precedent for future and continuing action related to office operation.

	310-2e
	Reference Publications
	Publications that apply to performance of the real property mission. This is the RPMS library.

	310-2f
	Tech Material References
	Also in the RPMS library.

	340a
	Office General Management
	Documents relating to internal management or general admin procedures and branch activity reports.

	405-70a
	Real Property Utilization
	Information on the use and status of real property, including utilization criteria, use of space in problem areas, space utilization surveys, and related matters. Included are facility utilization reports and directly related correspondence; reports of utilization staff assistance visits, recommendations for better use of real estate; and utilization reports.

	420-17h
	Real Property Inventories
(File structure within
420‑17h follows.)
	Documentation of efforts and processing incidental to changing the real property inventory, including acquisitions, conversions, diversions, exchanges, releases, disposals, leases, special agreements, economic analyses, and transfer of documents to record those changes. Also, reports, change reports, and related papers, which document status, cost, capacity, condition, present use, maintenance, and management of real property.


Real Property Inventory files (420-17h) are divided by MILCOM, with a separate section for items that apply to more than 1 or to all MILCOMs.  The section applicable to multiple MILCOMs and to 21st TSC in general, is labeled with the 21st TSC HQIFS abbreviation "MB", and has the following structure:
21st TSC─┬─GENERAL
            ├─BASE DATA
            ├─INDEX OF INSTALLATIONS
            ├─POLICY AND GUIDANCE...(real property related)
            ├─PROPERTY OFFERS
            ├─REVIEW OF REGULATIONS.(real property related)
            ├─STAFF ASSISTANCE/INSPECTION VISITS
            ├─ACQUISITION──────┬─GENERAL....(more than 1 MILCOM)
            │                  └─CASE FILES.(more than 1 MILCOM)
            └─OTHER AGREEMENTS─┬─GENERAL....(more than 1 MILCOM)
                               └─CASE FILES.(more than 1 MILCOM)
Each of the 11 21st TSC MILCOMs has its own file section, labeled with the HQIFS MILCOM abbreviations "AF", "HB", "KA", "KL", "MA", "NS", "PS", "RB", "UK", "WO" and "ZW".  Each MILCOM file has the following structure:
MILCOM──────┬─GENERAL
            ├─ACQUISITION──────┬─GENERAL
            │                  └─CASE FILES
            ├─TRANSMITTALS..(for routine document transfers)
            ├─DD FORMS 1354.(kept in binders in the library)
            ├─LEASES───────────┬─GENERAL
            │                  └─CASE FILES
            ├─OTHER AGREEMENTS─┬─GENERAL
            │                  └─CASE FILES
            └─INSTALLATIONS────┬─INSTALLATIONS
                               └─CASE FILES

Sample Survey Sheet
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APPENDIX C 
Survey Report Format and Notes

Facility Survey Reports are not popular reading, because they tend to uncover things people would rather leave covered. Therefore, every effort must be made to provide as much useable information as possible in as little space as possible. Explanations of the information should be kept separate, because the reader will often not want to know why.  At the same time, the reasons must be available to the reader later, when he/she is challenged about an unpopular recommendation.
Facility Survey Reports should have an introduction with at least the following information (replace sections in brackets with the information applicable to the specific survey):

I.
-
Introduction:
At the request of [who], HQ, 21st TSC Real Property Management personnel performed a [partial/complete, etc.] survey of [MILCOM name] real property facilities, between [month] and [month], [year].  A total of ___ buildings, with a combined area of _,___,___ GSF were surveyed on the following installations:
	ARLOC
	INSTALLATION
[official name]
	BUILDINGS
#
	ALL
[Y/N]

	.
.
.
	
	
	


[At the request of ________, ________________, [in/at _________,] were also surveyed.]
Raw survey data was provided to DEH personnel [when].  We are aware that some changes to the [MILCOM name] real property inventory and records may have occurred since completion of the physical survey.  In any case, no report information which DEH personnel question or have reason to believe is no longer valid, should be used without verification.
The report consists of a summary of our findings, recommendations for changes, and tabular summaries of findings.  There are [6] different tables:
1.  Comparison of the Survey Data with community ENG-242 report data.  The ENG-242 report is based on the Headquarters Integrated Facilities System (HQIFS) database, the official database record of the community's real property inventory.
2.  Listing of area used for offices, and the number of occupants, by building.
3.  Listing of area used for offices, and the number of occupants, by using activity.
[4.  Listing of billets spaces, and the number of occupants and equivalent spaces, by building.]
[5.  Listing of billets spaces, and the number of occupants and equivalent spaces, by using activity.]
[6.  Listing of billet rooms, by building, which are physically 5-space or larger rooms, even though they may not be so used.]
[7.- ... etc.] At the end of each table are explanations of the meaning and significance of the information in the table.
*** Begin New Page ***

II.
-
Recommendations:
{Section should be brief, clear and to the point.  Keep reasons for recommendations to a minimum here.  The following example is based on an actual survey.  Examples provided are not necessarily applicable to all surveys, but are intended to guide personnel in the preparation of survey reports:}
The recommendations in this report do not constitute approval of changes.  All changes shall be approved and documented IAW the applicable regulations, in the normal manner.
{NOTE:  If the ENG-242 was accurate, praise the MILCOM!...or:} [The [MILCOM name] HQIFS inventory record was [somewhat/very] inaccurate.  To the extent that it has not already been done, this must be corrected.  The following are recommended, using the information in Table 1, for those facilities for which the ENG-242 and survey data disagreed:
1.
Determine the reasons for disagreement:

a.
Survey errors, or differences that have since been corrected to agree.

b.
Minor errors in recording building area, which do not increase one type of space (as indicated by CATCODEs) at the expense of another, or add or remove types of space.

c.
Buildings "found on post", and major errors in recording building area; or changes resulting from construction, renovation or approved demolition, which do not increase one type of space at the expense of another, and which do not add or remove types of space.

d.
Changes due to construction or renovation, which increase one type of space at the expense of another, or which add or remove types of space.

e.
Unapproved building demolition.

f.
Unauthorized temporary or permanent changes in use, which are desired by the community.

g.
Unauthorized temporary or permanent changes in use which are not desired by the community.
2.
The above situations are handled as follows:

a.
Items in 1a may be ignored.

b.
Items in 1b may be corrected in HQIFS, and on real property records, as needed.

c.
For all items in 1c, prepare, sign and voucher DD Forms 1354, to accept the changes, and make the necessary changes in HQIFS and real property records.  As always, copies of the signed, vouchered DD Forms 1354 shall be forwarded to 21st TSC.

d.
For all items in 1d, submit after-the-fact conversion or diversion requests, as appropriate, to 21st TSC.  Real property records and the HQIFS database shall not be changed until approval is received.

e.
For items in 1e, a report of survey shall be prepared. Obtain after-the-fact demolition approval, IAW approval authority requirements.  If approval authority is above the community level for the facility involved, the report of survey shall be attached to the demolition approval request.  Real property records and the HQIFS database shall not be changed until approval is received.

f.
For items in 1f, submit conversion or diversion requests, as appropriate, to 21st TSC.  Real property records and the HQIFS database shall not be changed until approval is received.

g.
Items in 1g, shall be returned to their officially recorded use, immediately.  Justification for doing so is not required.  If conditions do not allow immediate return to use of record, a diversion or conversion request, as appropriate, shall be submitted. ]
[Requests for additional office space, by the following units, should be seriously considered.  The requesting unit's total space should be compared with its requirement, by Master Planning personnel.  If the unit does not have other space that can be shown to be underutilized, they are short of office space.
[unit designation]
.
.
.
Requests for additional office space, from other units, should be investigated for the possibility that the unit commander is not properly distributing assigned space.  [This was a common condition noted during the survey.]
The following units have excess office space, which might be used
to fill shortages.
[unit designation]
.
.
.
{e.g.:}
[
[unit/organization has/have] space which is physically too large, but which is inadequate in other ways. Mission accomplishment and facility utilization efficiency might be improved for both activities, if they were given more suitable facilities.  At the same time, the facilities they occupy are probably more suitable for other purposes.
]
{e.g.:}
[
Additional space for other purposes may be made available by conversion of excess billets.  If this is done, however, substandard billets and billets in attics should be converted first.  You are also reminded that billeting for "unit integrity" is not supported by 21st TSC or USAREUR.  Where dormitory style billeting would be most efficient, it should be used.  Excess billet space exists at [installation names].  The combined excess is over __,___ NSF, excluding area over 370 NSF in the rooms in Table #.
]
{e.g.:}
[
It is recommended that you investigate apparent crowding problems in Bldg xxxx, [installation name].  If the occupants are authorized additional space, we recommend using underutilized space of similar type, in Bldg yyyy, to alleviate the problem. Otherwise, space in Bldg yyyy is definitely available for other uses.
]
{e.g.:}
[
The [describe/name] area in Bldg zzzz, [installation name], should be considered for possible other use.
]
{e.g.:}
[
Bldg llll is not needed, and is a significant waste of resources. Recommend your Master Planners determine ways of using excess space, on existing installations, to house the [unit name(s)] and terminate this high cost lease.
]
*** Begin New Page ***

III.
-
Summary of Findings:
{Try to give a good overall picture of the conditions found and the conclusions that may be drawn from them.  It should be clear from information in this section, why recommendations in Section II were made.  Again, based on an actual survey, the below example is intended to give guidance, not to apply to every survey:}
{Yes, repeat it!}
We recognize that changes to the [MILCOM name] real property inventory and records may have been made since the physical survey was completed.  Therefore, no report information which DEH personnel question or have reason to believe is no longer valid, should be used without verification.
[
Comparison of the ENG-242 report with survey results showed that, at the time of survey, report entries for __% of the surveyed buildings were incorrect.  Uses (CATCODEs) were incorrectly reported for __ facilities.  Uses were not reported in __ cases; and __ buildings were not reported, in the ENG-242 report.  Of the recorded buildings, __% had significant errors in recorded area. The total area recorded was approximately __,___ GSF high, while somewhat over ___,___ GSF were not recorded at all.  Detailed survey results may be found in the tables in this report, and in the raw survey data [already] provided to the DEH.
]
{discuss the office situation, e.g.:}
[
Overall, office space in [MILCOM name] was found to be [comfortably adequate].  Poor distribution of this space is causing some individual problems, however.
]
At the time of the survey, the following units appeared to have excessive office space:
[unit designation]
.
.
.
{e.g.:}
[
The following units appeared to have space which was not well suited to their operations, because of physical configuration.  As a result, they have excess space which is not necessarily to their advantage:
[unit designation]
.
.
.
In particular, part of [unit]'s space is composed of many small offices, which would be better suited to small organizations.  The space occupied by [unit] might be better suited to storage.
]
At the same time, the following units appeared to be short of office space:
[unit designation]
.
.
.
{if it was the case:}
[
Our surveyors noted that office allocation within many units is very poor.  Since internal distribution of assigned space is the unit commander's prerogative, such cases are not listed above. Although such cases are not shortages, they do generate complaints; so the DEH should be aware that they exist.
]
{e.g.:}
[
Overall, billet space in [MILCOM name] was found to be in excess.
This condition is limited to __ of the installations surveyed, as follows:
	ARLOC
	INSTALLATION
[official name]
	OCCUPIED
(APPROX %)

	.
.
.
	
	


These represent in excess of __,___ NSF of underutilized space, not counting the space over 370 NSF in the rooms in Table __.
In [installation name], Bldg ____ __ spaces (__ rooms) are considered "Substandard, may be Made Adequate" (SMBMA).
In [installation name], Bldg ____ __ spaces (__ rooms) are substandard (may not be made adequate).  [These rooms are used by CSGs.]
]
{e.g.:}
[
A _,___ NSF [use] area in Bldg ____, [location], appeared so underutilized at the time of the survey, and in subsequent visits, that we question whether it is needed.
]
{e.g.:}
[
At the same time, Bldg ____, [location], [which is approximately __% [use],] appears to be crowded.
]
{and so on, as required/appropriate...}
Tabular information should follow.  Each table should include a title and explanatory text as shown below.  In each of the following examples, the actual list format is described to the extent necessary:
*** Begin New Page ***

IV.
-
TABLE 1 - Comparison of Survey and ENG-242 Data
The following table contains an overall comparison of actual conditions found at the time of survey, with the official record. This list includes all facilities surveyed.  It is divided into two parts; buildings in which actual conditions did not agree with the official record, and buildings with no differences.  The data in each part is grouped by installation.  The information is provided under the following heading:
	
	
	
	ENG242
	SURVEY

	BLDG #
	CATCODE
	TITLE
	NSF
	GSF


1.  BLDG # is the officially recorded building number.
2.  CATCODE is the standard functional Category Code, reflecting actual or recorded use, from AR 415-28, DA Facility Classes and Construction Categories, or from the USAREUR Space and Planning Criteria Manual, whichever governs in the specific case.
3.  TITLE is the official title associated with the Category Code.
4.  ENG242 GSF is the area of the facility, in gross square feet, recorded in the HQIFS database, at the time of survey.
5.  SURVEY GSF is the area of the facility, in gross square feet, calculated from the measurements made by the survey teams, IAW the USAREUR Space and Planning Criteria Manual.
*** End Page Here ***
*** Insert List Pages Here ***
*** Begin New Page ***
NOTES:
ENG-242 Report/Survey Data Comparison Tables
If a community's real property records are accurate/up to date, there should be no difference between ENG-242 report data and survey data.  Minor differences are not unusual, however, major differences indicate a lack of control over real property assets. Depending on the extent of the problem, this could mean the community is not managing its resources.
Differences may be in building area; they may be in CATCODE, reflecting a change in use of the facility; or they may be entire buildings which have appeared or disappeared.  Differences may be due to error in recording or measurement, or they may reflect actual changes.  Where differences are due to modifications, it indicates failure to record changes.  This may be due to failure on the part of real property personnel, but is normally due either to a lack of communication between budget and real property, or to changes being made unofficially, by tenants.
When structural/physical changes are made to a facility, real property must be informed, so that they may update their records to reflect the changes.  It is part of the real property mission to make periodic checks to assure that they are getting accurate data, however, it is the responsibility of programming, budgeting and execution personnel to inform real property of such changes. Changes made by tenants are difficult to prevent.  Depending on the severity of the problem, they may indicate a failure to educate tenants and Installation Coordinators on their rights and responsibilities with regard to facilities assigned to them.
Real property assets do not belong to tenants.  They are assets consigned to the Army, for which communities, major commands, and often, the host nation, have varying degrees of responsibility. Structural/physical or use changes, to those facilities, are never authorized without approval of the responsible authorities. For some facility types (e.g., billets), approval of changes must be obtained from DA.
In general, differences between official records and survey data, caused by structural/physical changes to facilities, should be verified.  Records should be updated accordingly and copies of documentation associated with the changes, such as work orders, should be provided to real property personnel for update of the facility's individual file.
Use changes require further investigation.  As resources are limited, the Army is obliged to manage its resources to make the most efficient use of them.  When the use of a facility is changed, without authorization, it usually indicates the same lack of education that causes tenants to physically change their facilities.  It may also mean that the using activity is changing its mission or strength without informing the supporting community.  This can have a negative impact on the community's ability to provide other kinds of support, and the losers are other tenants.  In the current climate of tight funding, not many activities are growing, and many are getting smaller.  Therefore, unapproved changes may be an indication that some facilities are no longer needed by the using activity.
Regardless of the reasons for changes, all use changes which are to be retained shall be justified by submission of a conversion request to this headquarters.  Responsibility for submission of conversion requests rests with the community DEH, however, responsibility for providing justification rests with whoever wants the change.
If investigation determines that use changes are unjustifiable, the facilities shall be restored to their original use, if they are required for that use by others; or they shall be officially converted to a use which can be justified; or they shall be considered for release or demolition, as applicable.
*** Begin New Page ***

V.
-
TABLE 2 - Display of Area Used for Offices, by Building

VI.
-
TABLE 3 - Display of Area Used for Offices, by Unit
The following two tables contain overall listings of area being used for offices, at the time of survey.  The first table shows office area by building; the second table shows office area by using unit.  In both cases, office area includes all those areas considered functional areas of offices, as listed in the USAREUR Space and Planning Criteria Manual.  These are offices, central files, storage, special purpose areas, conference rooms, computer rooms, service areas, drafting rooms, reproduction centers office libraries, training rooms, and other special purpose rooms required for the admin mission.
The first list includes only those buildings which contain office areas, and it includes all areas used as office, even areas in facilities with non-office use categories.  The information is provided under the following heading:
	
	
	
	
	
	ADD
	

	ARLOC
	BLDG #
	UNIT
	NSF
	PNS
	PNS
	REMARKS


The second list includes only those units which occupy office areas, and it includes all areas used as office, even areas in facilities with non-office use categories.  The information is provided under the following heading:
	
	
	
	
	
	ADD
	

	UNIT
	ARLOC
	BLDG #
	NSF
	PNS
	SPC
	REMARKS


1.
ARLOC is the Army Location Code of the Installation on which the facility is located.
2.
BLDG # is the officially recorded building number.
3.
UNIT is the name of the unit using the office area at the time of survey.
4.
NSF is the area used as offices, in net square feet, at the time of survey.
5.
PNS is the number of persons assigned to work in the indicated office area, at the time of survey, to the best of the surveyors' ability to determine it.
6.
ADD PNS is the number of persons-equivalent of additional features "occupying" the area, for which such additional area is normally allowed (e.g., if 3 draftspersons occupy an office, they are considered to be 3 PNS plus 1 ADD PN).  For more information on this, refer to the USAREUR Space and Planning Criteria Manual, under Category Series 610.
*** End Page Here ***
*** Insert List Pages Here ***
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NOTES:
Office Area Tables
Office area is a problem in the Army.  Congress questions why we have so much, but everyone claims to need more.  Office is one of the most abused types of space.  One difficulty in determining whether there is too much or too little office area in a community, or assigned to an activity, is the difficulty in identifying office area on real property records.  Without survey data, unknown quantities of office are hidden in other use categories, so they cannot be included in an analysis.  These tables are provided to help the DEH and DCC determine the true picture of office area in their community.
The information in these tables are intended to be used to determine sufficiency of office space.  For this purpose, calculations should be based on the USAREUR Space and Planning Criteria Manual, as described at the beginning of the 600 Category Class, Administrative Facilities, even if some of the office area is not in facilities classified as 61050, Admin Bldg Gen Purp.
It is possible for a unit to occupy both an Admin Building and (for example) a Company Headquarters Building.  Admin Buildings are assigned based on strength, while Company Headquarters Buildings are not necessarily.  If such unit includes a lot of office personnel, or is activated at a low ALO that is "office personnel heavy", their Headquarters Building may be empty, while their Admin Building is crowded.
This is inefficient.  If the unit cannot use underutilized space in facilities assigned to them, to alleviate crowding in other facilities, their excess space should be taken from them and they should be assigned space that matches their requirements.  The fact that they are a company does not automatically authorize them a Company Headquarters Building.
Requirement governs authorization, and should never be greater than technical authorization.  If a unit claims a greater requirement than they are authorized, they may be taking on unofficial missions.  Such a unit must get its requirement officially recognized before more space can be assigned.
The following hypothetical example demonstrates the use of these tables:
Unit ABC in building 1111 claims crowding and requests additional office area.  The tables show, the unit has 47 PNS and 1 ADD PNS, using 5000 NSF in building 1111.  5000/(47+1)=104 NSF/PN, or 11 NSF/PN less than minimum adequate (115 NSF/PN).  It appears that more space is authorized.  An examination of the unit table, however, shows that the unit commander has office space in  building 9999 with 3 PNS occupying 1000 NSF (not unusual), and they are using 3000 NSF in their Company Headquarters Building as office for 23 PNS.  Space is assigned by unit, and (5000+1000+3000)/(47+1+3+23)=122 NSF/PN is adequate.  The request may be refused.
This illustrates the important fact that what the boss takes for his own offices comes out of his total assignment.  The more personnel an organization has, the less the negative impact the commander's oversized office and/or conference room has on unit personnel.
The DEH exists to provide service, however, and he should strive for satisfied customers, where possible.  Further examination of the building table shows that unit KLM has 7 PNS in 800 NSF (114 NSF/PN = marginal) in building 1111, and unit XYZ has 71 PNS and 3 ADD PNS in 9000 NSF (122 NSF/PN = adequate) in building 1111.  Units KLM and XYZ have no space anywhere else.
Knowing how units operate, the DEH investigates.  He determines the following:
1.
Units ABC and XYZ have conference rooms in building 1111.
2.
The ABC Commander sometimes uses the conference room of another unit in building 9999.
3.
The ABC Commander is in building 9999 because he wants to be near the Community Commander (or vice-versa).
Based on this information, the DEH may now provide the Community Commander with proposed improvements to existing conditions. Remember that unit ABC has adequate space, so that the problem is unit ABC's (or the Community Commander's) inefficient use of space.  The DEH is under no obligation to find more space for unit ABC, but he is obliged to improve resource management, and it is to his advantage to have happy customers.  The DEH might make the following suggestions:
1.
Move the ABC Commander into KLM space in building 1111, and move KLM personnel into building 9999.  When space is assigned in one block, it is easier to use efficiently, and having the Commander with his personnel improves unit performance.  Both units ABC and KLM would benefit (physically, if not politically).
2.
Move the ABC Commander and/or or some of his building 1111 personnel into space in his headquarters building, and move KLM personnel into building 9999.  Again, both units ABC and KLM would benefit.
3.
Move some ABC personnel from building 1111 into space in the ABC headquarters building, and give ABC and KLM personnel in   building 1111 vacated additional space.  Both units ABC and KLM would benefit, and this would meet political requirements, although operationally it is less desirable.
4.
Most conference rooms are underutilized.  Units ABC and XYZ should arrange to share a conference room.  The units need only agree on a scheduling system.  This benefits both ABC and XYZ.
Of course, this is a simplified example, which cannot illustrate how room layout and building configuration must be considered in developing such recommendations.  All four suggestions would improve conditions, alone or in combination.  As the community is under no obligation to make changes, in this case, Community Commander intervention may be required to affect a change.  When politics are involved, as here, commanders must be reminded that they are paying a price, which may be resources, and which probably includes worker dissatisfaction.
When a unit has more than 130 NSF/PN, the extra space may be taken, without Community Commander intervention, to fill a legitimate shortage elsewhere.
Determination of adequacy is based on calculation and facility condition.  Subjective judgments are unreliable, because room layout is so important.  21st TSC real property personnel have seen offices large enough for 3 persons (at 130 NSF/PN), which looked crowded with only 2 occupants.  They have seen the same size room with 4 occupants which did not look crowded.
*** Begin New Page ***
Only if Billets were included in the survey:

VII.
-
TABLE 4 - Display of Billet Spaces, by Building

VIII.
-
TABLE 5 - Display of Billet Spaces, by Unit
The following two tables contain overall listings of billet spaces existing, and occupied, at the time of survey.  The first table shows billet spaces by building; the second table shows billet spaces by using unit.  In both cases, billet space refers to actual billet rooms which are or may be used as billets.  Room capacity was determined using standard criteria applicable to the building.
The first list includes only those buildings which contain billet space, whether they are being used as billets or not.  The information is provided under the following heading:
	
	SURVEYED SPACE
	OBSERVED STAFF

	ARLOC
	EXISTING ROOMS
	TOT
	ENL GRADE E-
	TOT

	BLDG
	1SP
	2SP
	3SP
	4SP
	SPC
	1-4
	5/6
	7-9
	SPC


The second list includes only those units which occupy billet space, and it includes all billet spaces assigned to the unit, whether they are being used as billets or not.  Unassigned billets are listed separately.  The information is provided under the following heading:
	
	SURVEYED SPACE
	OBSERVED STAFF

	UNIT NAME
	EXISTING ROOMS
	TOT
	ENL GRADE E-
	TOT

	ARLOC
	BLDG
	1SP
	2SP
	3SP
	4SP
	SPC
	1-4
	5/6
	7-9
	SPC


1.  ARLOC is the Army Location Code of the Installation on which the facility is located.
2.  BLDG # is the officially recorded building number.
3.  UNIT is the name of the unit using the billet space at the time of survey, or the name of the unit to which the space was assigned at the time of survey, if it is not being used.
4.  1SP/1S, 2SP/2S, 3SP/3S, 4SP/4S are the number of 1, 2, 3, and 4 space billet rooms, respectively, existing at the time of survey.  One space is defined as sufficient area to billet one Enlisted Person of grade E1-E4.  Note that although rooms exist which are large enough to house more than 4 E1-E4, USAREUR does not permit more than 4 to a room; therefore, larger rooms are counted as 4 space rooms.
5.  ENL OCC 1-4, 5/6 and 7-9 (7+) are the number of enlisted occupants of grades E1-E4, E5/E6 and E7-E9, respectively, at the time of survey, to the best of the surveyors' ability to determine it.
6.  TOT SPC is total spaces, defined in 4., above.  For rooms, this is the number of E1-E4 personnel which could be billeted in the rooms listed; or TOT SPC=SP1+SP2*2+SP3*3+SP4*4.  For occupants, it is the minimum number of billet spaces required to house the personnel listed, assuming ideal billet facility configuration; or TOT SPC=(E1-E4)+(E5/E6)*1.5+(E7-E9)*3.
*** End Page Here ***
*** Insert List Pages Here ***
*** Begin New Page ***
NOTES:
Billet Tables
If the total occupant spaces are less than the total available spaces, the billets are not fully utilized.  However, full billet utilization is almost impossible, unless a unit is composed only of enlisted grades E1-E4 of one sex.  How spaces are assigned has a significant effect on utilization.  Determining official utilization rate is the responsibility of housing personnel.   There are several possible reasons why the utilization rate of a building or unit may be low:
1.  Billet rooms may be empty.  This may be because a unit was unknowingly assigned more space than it needed.  It may also be because the unit has decreased in size without informing the DEH. The most common cause is commanders being assigned buildings rather the space they need.  If a building is not large enough to house two units, but too large for one unit, or in extreme cases, even if it is large enough for more than one unit, it is assigned to one unit, to avoid splitting units.  This practice of maintaining "unit integrity" is not supported in USAREUR, and is not a valid argument in support of inefficient billet utilization.  No special authority is required to make changes which decrease "unit integrity".
2.  A unit with a large E5/E6 population has been assigned a building with mostly 4 space rooms.  As no more than 2 E5/E6 may be assigned to a room, 1 space is lost for each room assigned.
3.  Odd numbers of people and units of mixed sex result in lost space.  If only buildings with large rooms are available, this is unavoidable, but sometimes, extra people are housed in buildings with large rooms to maintain "unit integrity".  See 1., above.
*** Begin New Page ***
Also, only if Billets were included in the survey:

IX.
-
TABLE 6 - Oversized Billet Rooms, by Building
The following table is a listing, by building, of the numbers of billet rooms which are the equivalent of 5 spaces, or larger, based on area.  Because assigning more than 4 persons to a room is not permitted, these rooms are listed as 4 person rooms in the previous two tables.  Still, they represent wasted space, which is not reflected in the previous tables.  Included are actual billet rooms which are or may be used as billets.  Assuming that 10 NSF would be unavoidably lost to walls, when a room is subdivided, all rooms in this list are 5*90+10=460 NSF, or larger.
This list includes only those buildings which contain billet space, whether they are being used as billets or not.
*** End Page Here ***
*** Insert List Pages Here ***
*** Begin New Page ***
NOTES:
Oversized Billet Room List
This information is provided to give the DEH an idea of where the potential for improvements in utilization, by structural change, might exist.  Determination of suitability of individual rooms, for such changes, is the responsibility of DEH personnel.

Individual room sizes are not given, because the size of the room is not an adequate indicator of the potential for the room to be subdivided.  Windows, room shape, building structure, and fire safety must be taken into account, requiring actual physical inspection to determine if structural changes would allow more efficient use of billet space, or are even viable.
It should also be noted that these are not the only rooms for which utilization might be improved through structural changes. For example, structural changes to a building with only 4 space rooms can improve its utilization efficiency for housing E5-E6 personnel.

Real Property Inspection Checklist

___
NATO fac records marked "NATO Infra" (UR415-22).
___
NATO fac records filed separate.
___
Property accepted ASAP (para 4-8 UR Suppl 1 to AR420​17).
___
Records and HQIFS database updated ASAP.
Real Property Record Cards (DA Form 2877):
___
Prepared IAW Appendix C, AR420-17.
___
Agree with ENG-242 report and base data.
___
Show changes IAW para 4-33, AR420-17.
___
Insured buildings marked (KA, MA, WO - UR420-43).
___
Show original acquisition cost and voucher number.
___
Filed by CATCODE or FACNO, installations separate

(para 4​33, AR420​17, para 2​3, AR735​20, AR735​27).
___
Show NATO/HN & US quantities & costs separate.
___
Show prefinanced costs as cost to US until recouped

(para 5-30d, UR Suppl 1 to AR420-17.
___
Show recouped amounts and original US cost.
___
For NATO facilities, have a location map.
DD Forms 1354 and DA Forms 272:
___
Originals available for all buildings.
___
1354s are assigned serial numbers
___
1354s vouchered and registered on DA Form 272.

(para 4-6, AR420-17)
___
1354s filed numerically, 100/binder.

(para 4-6, AR420-17).
___
1354s used to record all changes.
___
1354s show NATO/HN & US quantities & costs separate.
Individual real property jacket files:
___
Filed by ARLOC or FACNO.
___
Contain all documents related to the facility.
___
Contain JFAIs (unless classified).
___
Classified JFAIs stored appropriately.
___
"NATO INFRASTRUCTURE - PREFINANCED" stamp used.
___
3 year survey schedule available and followed.

(para 4-33h, AR420-17).
___
Overages and shortages recorded with 1354s.
___
Overage 1354s marked "To adjust inventory overage".
___
Reports of Survey done on shortages (ch 3, AR735-11).
___
Copies of Reports of Survey attached 1354s.
___
Conversion & diversion requests made for use changes.
___
RP Clerk gets Annual Work Plan & work auth'n documents.

(para 4-31, AR420-17, para 4-8, UR Suppl 1 to AR420-17).
___
Capital decreases properly recorded.
___
Capital increases properly recorded.
___
Building number book available.

(para 4-25, UR Suppl 1 to AR420-17).
___
Base data register available.

(para 4-30a, UR Suppl 1 to AR420-17).
___
Facilities (exc FH) assigned to IC or cdrs on AE Form 3530.

(para 4-42, USAREUR Suppl 1 to AR420-17)
___
System exists to keep 3530s current.
___
Keys for secure areas stored locked and under surveillance.
___
FH keys accessible in emergencies.
___
Key inventory and receipts on file.
___
Reports of Survey prepared for damaged/destroyed property.

(ch 3, AR 735-11).
___
NATO structures physically identified.

Standard Correspondence

Transmittal of DD Forms 1354 to USAREUR REA

Transmittal of DD Forms 1354 to USAREUR REA Transmittals forwarding DD Forms 1354 to the USAREUR Real Estate Activity are normally a memorandum or an endorsement. 1354s received without a transmittal are transmitted with a memorandum having the subject: "Submission of DD Forms 1354 for [MILCOM name]".  Otherwise the subject is that of the basic correspondence.  The transmittal body states:
	1.
Forwarded for your information [is a/are] signed, vouchered DD Form[s] 1354, voucher number[s] ______, recording [disposal, renovation, etc.] of facilities in [MILCOM name].
2.
ACSEH POC is M_. _______, 48_-____.
FOR THE ACS ENGINEERING AND HOUSING:
Encl
____ _. ______
[nc]
Chief, Engr Plans & Svcs Div


Transmittal of DA Forms 337 to USAREUR IP Div

Transmittals forwarding DA Forms 337 to USAREUR Installation Planning Division for disposal approval are normally endorsements. The subject is that of the basic correspondence.  The transmittal body states:
	1.
Subject disposal request is forwarded for your approval. The data on the enclosed DA Form 337 is in agreement with the ENG-242 Report.  Disposal justification is given on the DA Form 337.
2.
ACSEH POC is M_. _______, 48_-____.
FOR THE COMMANDER:
Encl
____ _. ______
nc
Colonel, CE

ACS Engineering and Housing


Transmittal of approved DA Forms 337 to MILCOM

Transmittals returning 21st TSC approved DA Forms 337 to the MILCOM for action are normally endorsements.  The subject is that of the basic correspondence, and the DA Form 337 must be signed by the ACSEH.  The transmittal body states:
	1.
Forwarded for your action and file is an authenticated DA Form 337, which constitutes approval for disposal of [facility name/description], [facility/building] number _____, located at [ARLOC, installation name/address].
2.
When disposal is completed, delete the facility from your real property records, and forward two signed and vouchered copies of DD Form 1354, recording demolition, to this headquarters.
3.
ACSEH POC is M_. _______, 48_-____.
FOR THE COMMANDER:
Encl
____ _. ______
nc
Colonel, CE

ACS Engineering and Housing


Transmittal of release requests to USAREUR REA

Transmittals forwarding release requests to the USAREUR Real Estate Activity are normally endorsements.  The subject is that of the basic correspondence.  The transmittal body states:
	1.
Forwarded for your approval and further processing is a release request for [facility name/description], as described in the enclosed AE Form 1200-R.
2.
[describe special circumstances surrounding the release, and special release conditions or state that release is listed on AE Form 1200-R, if applicable]
3.
This headquarters recommends approval of the release.
4.
ACSEH POC is M_. _______, 48_-____.
FOR THE ACS ENGINEERING AND HOUSING:
Encl
____ _. ______
[nc]
Chief, Engr Plans & Svcs Div


Transmittal of claims to MILCOM

Transmittals forwarding claims to the MILCOM are normally endorsements, with a suspense from USAREUR.  A suspense should NOT be added, if none is given by USAREUR.  The subject is that of the basic correspondence; and a copy shall be furnished to CINCUSAREUR, ATTN: AEAEN-RE-PC.  The transmittal body states:
	[S: [date] ]
1.
The attached claim is forwarded for action.  Request you provide a fund availability certification for $___.__, or explain why the claim should not be honored, through this headquarters, to HQ, USAREUR, ATTN:  AEAEN-RE-PC[,/.] [NLT [date].]
2.
ACSEH POC is M_. _______, 48_-____.
FOR THE ACS ENGINEERING AND HOUSING:
Encl
____ _. ______
[nc]
Chief, Engr Plans & Svcs Div
CF:


Transmittal of APR list

A list of currently active APRs, based on RPMS action tracking procedures, is distributed approximately twice a year (as needed). The transmittal is a memorandum for the USAREUR Real Estate Activities (AEAEN-RE-KL, AEAEN-RE-BR and AEAEN-RE-BE), with the subject: "Active 21st TSC Accommodation Program Requests (APRs)".  A copy shall be furnished to CINCUSAREUR, ATTN: AEAEN​RE and AEAEN-IP-MP.  The transmittal body states:
	1.
Request you review the enclosed APR list, annotating changes for those APRs in your area of responsibility, and return it to this office.  Request you provide the obligation document number for completed APRs.
2.
ACSEH POC is M_. _______, 48_-____.
FOR THE ACS ENGINEERING AND HOUSING:
Encl
____ _. ______
[nc]
Chief, Engr Plans & Svcs Div
CF:(w/ encl)


Transmittal of non-APR real property actions

A list of current, non-acquisition real property actions, based on RPMS action tracking procedures, is distributed quarterly.  The transmittal is a memorandum for distribution to all MILCOM DEHs and their MES branches, with the subject: "21st TSC Real Property Actions".  A copy shall be furnished to CINCUSAREUR, ATTN: AEAEN-IP-MP, and to ACSEH EPM Div, Housing Div, FS Div, War Plans Div, Construction Programs Branch, Master Planning Section and Stationing Section.  The transmittal body states:
	1.
Attached is a list of 21st TSC Real Property Release, Demolition, Conversion/Diversion and Transfer/Exchange actions as of [date].  The list is provided to assist ERM personnel in work management.  Recommend this information be used as follows:

a.
Demolition/Release, Transfer/Exchange:


(1)
Do not accept projects for facilities approved for demolition, release, transfer or exchange, except to return facilities to their original condition prior to release (if required by agreement).


(2)
Do not accept projects to demolish facilities unless demolition has been approved by the appropriate authority.  If the facility is on the attached list, and demolition has not been approved, a demolition project shall not be accepted.  If the facility is not on the attached list contact your Real Property Section to determine who has demolition approval authority for the facility, and whether or not demolition has been approved.

b.
Conversion/Diversion:


(1)
Do not accept projects which will change the use of a facility from the officially recorded use, if conversion or diversion has not been approved.  Contact your Real Property section, if in doubt about whether a use change is involved.


(2)
Do not accept projects costing over $5,000 or projects which will permanently change the use of a facility from the officially recorded use, if conversion has not been approved.  If a change will remain longer than 3 years, or if returning the facility to its officially recorded use will take longer than 72 hours, the change is permanent, and conversion approval is required.
2.
ACSEH POC is M_. _______, 48_-____.
FOR THE ACS ENGINEERING AND HOUSING:
Encl
____ _. ______
[nc]
Chief, Engr Plans & Svcs Div
CF:(w/ encl)


Transmittal of compulsory insurance invoice to MILCOM

Requests for certification of compulsory building insurance cost reimbursement invoices, are normally endorsements, with a suspense from USAREUR.  A suspense should NOT be added, if none is given by USAREUR.  The subject is that of the basic correspondence.  The transmittal body states:
	[S: [date] ]
1.
Request you comply with the basic correspondence.  Note, in particular, that:

a.
You are requested to mark the type of funds (OMA/AFH) to be used for payment, on both copies of the validated invoice. 

b.
For insurance charges for any listed building to be valid, the building must have been a part of your real property inventory on 1 Jan __.
2.
Request you telephonically inform this headquarters of receipt of this correspondence.  Both copies of the completed invoices should be returned to this headquarters[.] [NLT [date] .]
3.
ACSEH POC is M_. _______, 48_-____.
FOR THE ACS ENGINEERING AND HOUSING:
Encl
____ _. ______
[nc]
Chief, Engr Plans & Svcs Div
CF:(w/ encl)


Notification prior to utilization surveys

Prior to performance of facilities utilization surveys, the MILCOM DEH must be notified of the preparations required of his staff.  The DEH, in turn, must notify Installation Coordinators that the survey will be made, and of what cooperation is required of them.  Notifications may take the following forms:
1.
For the DEH from RPMS:
	1.
The ACSEH, HQ, 21st TSC plans to perform a facility utilization survey of [MILCOM name], beginning on [date].  The first installation to be surveyed will be [ARLOC, name].  The survey will help the community to bring their real property records up to date, and will provide data to assist in asset management. 2.  In order to maximize the productivity of the survey teams, request the following be made available, prior to the beginning of the survey, by the real property section of the [MILCOM name] DEH: 

a.
Updated plans for each building or facility, for [all installations/installations listed at encl 1], including leased facilities not located on post.  The plans should be put in separate folders and marked with the building numbers. 

b.
A copy of the most current engineering 242 report, or a building register for all buildings on all installations. 

c.
A demolition report for all installations. 

d.
List of units occupying facilities, including a POC for each unit. 

e.
A memorandum, similar to the sample shown at enclosure [2], should be sent to all Installation Coordinators.  Team members will be: 


(1)
M_.  _________ 


(2)
…
3.
M_. _________ has been appointed as survey leader, to act as POC for subject survey.
4.
The duration of the survey is expected to be [date] thru [date].
5.
ACSEH POC is M_. _______, 48_-____.
FOR THE ACS ENGINEERING AND HOUSING:
Encl[s]
____ _. ______
[nc]
Chief, Engr Plans & Svcs Div
CF:(w/ encl)


2.
For Installation Coordinators from the DEH (encl):
	1.
Reference, USAREUR Regulation 405-15, 17 Jan 84, Facilities Utilization Management.
2.
Reference regulation requires periodic survey of community real property facilities.  To comply with this requirement, the DEH will be sending a facilities survey team to your installation to verify the size and use of all buildings, and certain other types of facilities.  The surveys are planned for the period [date] thru [date].  You will be notified again, telephonically or in person, of when actual surveys will take place.  Survey team members, may be augmented or varied from installation to installation, but will normally be: 

a.
M_.  _________ 

b.
...
3.
All areas of all buildings shall be surveyed, and survey information is required of secure areas as well (size and use category of secure areas is NOT classified).  To allow the survey to be completed as quickly as possible, with minimum interruption to unit operations, you are requested to assist as follows: 

a.
Make a First Sergeant or another responsible person available to receive the survey team and to escort them through facilities. 

b.
Assure that keys and access permission, to all rooms in all buildings to be surveyed, are available when the surveyors arrive. 

c.
Assure that cleared personnel are available, to obtain survey data for secure areas. 

d.
Distribute copies of this memorandum to all units on your installation before the survey begins. 
4.
DEH POC is M_. _______, ___-____.
FOR THE COMMUNITY COMMANDER:

(DEH signature block)



Sample Tasking Form

┌───────────────────────────────────────────────────────────────────────────────────────────────┐
│  TASKING                                                    ID #:        -    -   -   -       │

│   FORM                               THIS ACTION IS LOST!!!        nnnn    cc   y   t   ID**  │

│                                      PLEASE RETURN TO AEREH-EI!        CONTINUED:             │

│                                      (Real Property Management)                               │

│                                                                   TODAY’S DATE:    -   -      │
│  WHAT STARTED ACTION (if not obvious):                                                        │
│                                                                                               │
│SUBJECT & KEYWORDS:                                                                            │
│                                                                                               │
│  ACTION ASSIGNMENT    #│ X-REF:                                                               │
│                        │                                                                      │
│CIRCULATE&INITIAL    = 1│ C-REF:                                                               │
│                        │                                                                      │
│READ AND FILE        = 2│ ACTION #  A.O.    TASKED      REM    OUR SUSPENSE DATE:      -   -   │
│                                                                                               │
│DISCUSS WITH CHIEF   = 3                     -   -             FINAL SUSPENSE DATE:    -   -   │

│                                                                                               │
│APPROPRIATE ACTION   = 4                     -   -             DATE OF SNOWFLAKE:      -   -   │

│                                                                                               │
│INFORM CHIEF         = 5                     -   -             CONTROL NUMBER:                 │
│                                                                                               │
│ADD S:               = 6                     -   -             SUSPENSING OFFICE:              │
│                                                                                               │
│SPECIAL INSTRUCTIONS = 7:                                                                      │
│                                                                                               │
│                                                                                               │
│                                                                                               │
│                                                                                               │
│                                                                                               │
│                                                                                               │
│                                                                                               │
│                                                                                               │
│                                                                                               │
│                                                                                               │
│                                                                                               │
│                                                                                               │
│                                                                                               │
│   INCOMING CORRESPONDENCE DATA (correspondence only, if any; use office symbols):             │
│                                                                                               │
│   (circle one/give #)  MEMO  END      LTR  DF  CMT      MSG  PAXM   DATED/DTG:        -   -   │
│                                                                                               │
│FROM:                  TO:                 AND OTHERS                STAMPED REC’D:    -   -   │
│                                                                                               │
│THRU:                  CF:                 AND OTHERS                                          │
│                                                                                               │
│*SIGNED THRU:    -   -     *BY:         *ADDED/NOTED:                                          │
│                                                                                               │
│ITEM OUT DATA OR DISPOSITION, & TRACKING DATES:                                     -   -   │  │
│                                                                                               │
│TYPE CORRESP & S:   :         S:    -   -                   -   -                   -   -      │
│                                                                                               │
│TO  THRU            :                                                                          │
│                                                                                               │
│    THRU  CF        :                                                                          │
│                                                                                               │
│          CF  COORD :                                                                          │
│                                                                                               │
│DRAFT COMPL (if any):   -       -       -       -       -       -       -       -       -      │
│                                                                                               │
│DATE TO TYPING      :   -       -       -       -       -       -       -       -       -      │
│                                                                                               │
│TYPED COPY CHECKED  :   -       -       -       -       -       -       -       -       -      │
│                                                                                               │
│*CHOPPED OUT (chief):   -       -       -       -       -       -       -       -       -      │
│                                                                                               │
│DATE SIGNED         :   -       -       -       -       -       -       -       -       -      │
│                                                                                               │
│  SIGNED BY         :EPS ACSEH CS EI or      EPS ACSEH CS EI or      EPS ACSEH CS EI or        │
│                                                                                               │
│  REMARKS           :                                                                          │
│                                                                                               │
│  FILE COPY BACK    :   -       -       -       -       -       -       -       -       -      │
│                                                                                               │
│MARKS FILE LOCATION :(420-17h    405-70a    or     -    )    -           -                     │
│(see reverse – acq are kept in acq files until complete)  cc   g/e/l/o/i      case          acq│
│                                                                                               │
│TIME (min):   5 +     +     +     +     +     +     +     +     +     +     +     +     +      │
│  * = For Chief/Acting Chief use.                                         †(from back) ‡(total)│
└───────────────────────────────────────────────────────────────────────────────────────────────┘
Reverse of Sample Tasking Form
┌───────────────────────────────────────────────────────────────────────────────────────────────┐
│   DATE  BY      WHAT HAPPENED AND WHAT WAS DONE OR SAID BY WHOM                               │
│                                                                                               │
│    -   │  :                                                                                   │
│                                                                                               │
│    -   │  :                                                                                   │
│                                                                                               │
│    -   │  :                                                                                   │
│                                                                                               │
│    -   │  :                                                                         type     t│
│                                                                                               │
│    -   │  :                                                                        Acquire   A│
│                                                                                               │
│    -   │  :                                                                        Release   B│
│                                                                                               │
│    -   │  :                                                                        Util/Surv  │
│                                                                                               │
│    -   │  :                                                                         Conv/Div C│
│                                                                                               │
│    -   │  :                                                                        Disp/Demo D│
│                                                                                               │
│    -   │  :                                                                        Trns/Exch E│
│                                                                                               │
│    -   │  :                                                                        Special    │
│                                                                                               │
│    -   │  :                                                                         Agmts    F│
│                                                                                               │
│    -   │  :                                                                        Title 10  G│
│                                                                                               │
│    -   │  :                                                                        WorK       │
│                                                                                               │
│    -   │  :                                                                         Coord    H│
│                                                                                               │
│    -   │  :                                                                                   │
│                                                                                               │
│    -   │  :                                                                                   │
│                                                                                               │
│    -   │  :                                                                                   │
│                                                                                               │
│    -   │  :                                                                                   │
│                                                                                               │
│    -   │  :                                                                                   │
│                                                                                               │
│    -   │  :                                                                        RPOD Chg/  │
│                                                                                               │
│    -   │  :                                                                         Renewal  I│
│                                                                                               │
│    -   │  :                                                                        1354      J│
│                                                                                               │
│    -   │  :                                                                        Offers    K│
│                                                                                               │
│    -   │  :                                                                        Insurance L│
│                                                                                               │
│    -   │  :                                                                        Claims    M│
│                                                                                               │
│    -   │  :                                                                        Econ Anal N│
│                                                                                               │
│    -   │  :                                                                        General   O│
│                                                                                               │
│    -   │  :                                                                        Criteria  P│
│                                                                                               │
│    -   │  :                                                                        Admin     Q│
│                                                                                               │
│    -   │  :                                                                        Const      │
│                                                                                               │
│    -   │  :                                                                         Turnover R│
│                                                                                               │
│    -   │  :                                                                                   │
│                                                                                               │
│    -   │  :                                                                                   │
│                                                                                               │
│    -   │  :                                                                                   │
│ This side is used by everyone.  Write clearly, and do not skip lines.  One TASK FORM can      │
│ cover more than one Job Offer, Announcement, DD1354, etc. on one day, but not more than one   │
│ piece of correspondence.  Only fill in sections that apply!                                   │
│ ** ID must be unique for an issue.  If two unique issues have common elements, the first part │
│ of their identifiers should be the same. (Not our action = “OOPS”.)                           │
│ FILE LOC looks like this:  cmty code-GEN/LEASE/EASMT/AGREEMT/inst name-case (X if acquisition)│
└───────────────────────────────────────────────────────────────────────────────────────────────┘

Sample As-built Drawings

Sorry, no suitable as-built drawings were available for inclusion in this document.


Sample Fact Sheets

Real Property Management

AEREH-EI (420-17h)
SUBJECT:  Real Property Management
1.
PURPOSE:  To provide Community Commanders and their Deputy and Directorate of Engineering and Housing with information on managing community land and building assets.
2.
FACTS:  a.  If the mission can be done with the land and buildings available today, the mission can be done today.

b.
Real Property Management is a planning process which leads to efficient use of land and building space.


(1)
Wasted and inefficiently used space are identified and used to fill shortages and/or new requirements.


(2)
Unusable excess space is identified for release, to save operation costs and manpower (or in rare cases, as exchange for usable space).


(3)
Unavoidable overall shortages are distributed among tenants to minimize perceived negative impacts.


(4)
Real Property Management is based on the fact that you can fit the same number of units, people, vehicles, etc.  in less space, if you fit them in neatly.

c.
Real Property Management makes you look good.


(1)
It saves you Operations and Maintenance (O&M) dollars and decreases staffing problems by decreasing the O&M workload.


(2)
It can save other Army dollars (e.g., leases).


(3)
It can decrease the USAREUR Military Construction Army (MCA) backlog (now 25 - 40 years worth).


(4)
It can save Minor Construction dollars which you can use for other purposes.


(5)
It lets you house the mission now, instead of waiting months or years for acquisition or construction.


(6)
It lets you fill new space requirements quickly, instead of being thrown into a panic by them.

d.
There are other reasons for managing Real Property.


(1)
There is already a push in CONUS to decrease land and building inventories.  This push is coming to USAREUR (base viability studies were only the beginning).  There are strength limits in USAREUR.  When we try to expand Real Property holdings, Congress asks where the people are coming from and what will be  closed elsewhere.


(2)
Funds are tight, particularly for construction.  Other ways must be found of satisfying facility requirements.


(3)
Land is increasingly scarce in Europe, and attempts to acquire rent-free land are meeting more local political resistance.  At the same time, excess military sites offered for "no cost" US use tend to be "white elephants" in poor condition. To be made and kept usable, they require excessive repair, construction and maintenance resources.  Such facilities often cannot be justified on economic grounds (as shown by economic analysis).


(4)
Data needed for Real Property Management can assist in work order control.  Being able to quickly verify the community's responsibilities on a facility can prevent misuse/waste of funds.

e.
As with all planning, Real Property Management cannot be done unless you know "where you are" and "where you want to be". You cannot prove you need additional facilities unless you know what you control and know what you need.  And, if you really know what you control and need, you may find you already have what you need.


(1)
What you have is reflected in Real Property records. The information includes facility sizes (areas), how space is used (by category code), using unit(s), number of occupants, facility age, cost, ownership, and much more.


(2)
What you need is reflected in your Master Plan, which must also address utilization of existing facilities.  It includes current and future populations, units and equipment to be accommodated (based on current and future stationing), and what facilities they are authorized and need (may be different). It also includes morale, welfare and recreation facilities needed and authorized.  A key document with this information is the Tabulation of Existing and Required Facilities.


(3)
If the above data is kept in computer databases, it is easier to use for planning purposes.  Access is faster, and the data can be electronically combined and rearranged for special purposes.  Database systems have been or are being developed for recording assets, authorizations and related data.


(4)
When existing assets are compared with requirements and authorizations, shortfalls and excesses may be discovered.  These problems may then be resolved by appropriate reassignment of space.  Commanders have the right and responsibility to do so.


(5)
When shortfalls and excesses are known, proposed stationing actions which will hurt the community can be identified and stationers can be warned of what to expect, and/or told what additional resources should come with the new unit(s).


(6)
If stationing takes place without resources, in spite of unsuitable support conditions, comparing the existing situation with an additional requirement is needed to find ways to minimize the hurt.

f.
Certain assumptions commonly made in communities invariably cause problems.  These "do not"s of Real Property Management are based on actual cases:


(1)
Do not make plans for the community assuming that you will acquire a particular piece of land.  Even if the owner is willing to sell, the Host Nation may not be willing to buy and the local political situation may be against US expansion and/or the proposed use.  A favorable political situation can change rapidly when the locals see the US is serious about acquisition; particularly in an election year.  If an MCA project is planned on land not under US control, the project is considered a loser and tends to slip.  Land acquisition for a project is more difficult if we cannot say when the project will be funded.  Plan based on what you control.


(2)
Do not assume that if the US wants something the US will get it, even by buying it.  Condemnation by the Host Nation for US acquisition causes political problems, and will probably require Four Star involvement.  The US Forces do not buy land, and convincing Congress to buy facilities takes at least 4 years (MCA programming required - Reichel took 6 years).


(3)
Do not assign space based strictly on authorization. Resourcing limits make many activities smaller that they will be if we mobilize.  If a unit needs less space than it is authorized, give the extra space to someone else.  It makes no sense to have units lost in their facilities while others are squeezed.  Also, no one needs more space than authorized; they need to have their authorization changed by USAREUR before asking for space.


(4)
Do not assume that an unused NATO facility can be used as you wish, even if it is on your real property records.  NATO approval is required for temporary use, and release from the NATO inventory is required for indefinite use.  The NATO release process can take years, and is not final until it is in writing. NATO may be happy to release an old, run-down site, until you have fixed it up for them.  Until your Real Property people have a document saying the facility is yours, it is not.  If you are told to use it anyway, ask 21st TSC to get it in writing.


(5)
Do not assume that if a facility is acquired, it can be used for a different purpose than originally intended.  Zoning and environmental restrictions always apply.  Change in use of a leased facility requires a new request, as if no facilities exist.  Otherwise, a conversion request is required.


(6)
Do not assume you can simply move in if you find an empty facility on Air Force or non-US military land that the appropriate Commander says you can use.  To use any facility not in your community's Real Property inventory, you must have a written agreement, whether Accommodation Program Agreement, Inter-Service Support Agreement or Memorandum of Understanding. If you have a verbal agreement, the users will one day find themselves on the street without a home.  If someone else wants to use such a facility in your community, you also need an agreement; and make sure it includes reimbursement for any costs incurred to your community.


(7)
Do not assume you provide full support to US personnel using non-US facilities in your community area of responsibility, or to non-US personnel using US facilities in your community. Look at the agreement which puts them in their facilities; if they have no agreement, USAREUR Regulation 600-700 applies until they have one.

g.
Because of the above, community leaders should put high priority on maintaining complete, accurate, up-to-date Real Property inventory records and Master Plans; and should demand that personnel and tenants think "efficient" not "fat". Remember, USAREUR and the Army have limited resources.  Getting land, buildings and money takes time; often a lot of time.  And by all means, use computers.  Time spent making a system work saves time in the long run and makes you look good.

h.
If the mission can be done with the land and buildings available today, the mission can be done today.
Filling Mission Real Property Requirements

AEREH-EI (420-17h)
SUBJECT:  Filling Mission Real Property Requirements
1.
PURPOSE: To describe the process of filling real property requirements in support of missions.
2.
FACTS: a.  Step 1: The requiring or using activity completely defines all mission real property requirements.

b.
Step 2: DEHs with real property accountability in acceptable locations are informed of the requirement and determine if they have the required real property, for stationing decision purposes.

c.
Step 3: The affected DEH is informed of stationing decisions, and may determine that real property acquisition is not required.  Otherwise, the following must occur:

d.
Step 4a: If the mission can be contracted, and the real property requirements can be filled incidental to the contract, DEH accountability for the real property is not necessary or appropriate, and a contract is prepared and executed through logistics channels.  In this case, DEH involvement ends.

e.
Step 4b: If real property acquisition must be pursued, the DEH prepares and submits an Accommodation Program describing and justifying the requirement (with the assistance of, and justified by the requiring or using activity) for approval by the UMC and USAREUR.

f.
Step 5: The approved request is forwarded to the responsible real estate activity, which, after host nation approval, searches for suitable facilities, with appropriate assistance from the requiring or using activity, and/or the responsible DEH.  When acceptable facilities are identified, they are acquired by the real estate activity, through host nation channels.  Before final acquisition, the real estate activity must verify that the facility is acceptable to the requiring and using activities, the DEH, and any activities having a direct operational or financial interest in the mission.

g.
Step 6: Real property accountability is established, via DD Form 1354, by the responsible DEH.  Only after this is complete, should the facility be occupied/used.
Filling Army Mission Real Property Requirements in Germany

AEREH-EI (420-17h)
SUBJECT:  Filling Army Mission Real Property Requirements in Germany
1.
PURPOSE: To describe the process of filling real property requirements in support of Army missions in Germany.
2.
FACTS: a.  Step 1: The requiring or using activity completely defines all mission real property requirements.

b.
Step 2: DEHs with real property accountability in acceptable locations are informed of the requirement and determine if they have the required real property, for stationing decision purposes.

c.
Step 3: The affected DEH is informed of stationing decisions, and may determine that real property acquisition is not required.  Otherwise, the following must occur:

d.
Step 4a: If the mission can be contracted, and real property requirements filled incidental to the contract, DEH accountability for the real property is not necessary or appropriate.  A contract is prepared and executed through logistics channels, and DEH involvement ends.

e.
Step 4b: If real property acquisition must be pursued, the DEH prepares and submits an Accommodation Program describing and justifying the requirement (with the assistance of, and justified by the requiring or using activity) for approval by the UMC and USAREUR.

f.
Step 5: The approved request is forwarded to the German Federal Ministry of Defense (FMOD) for staffing through German channels, and to the responsible real estate activity.  For acquisition of Bundeswehr, NATO or other military facilities, staffing is from FMOD to the Wehrbereichskommando (WBK).  For non military facilities, staffing is from FMOD to the Oberfinanz- direktion (OFD), and finally to the Bundesvermoegensamt (BVA).

g.
Step 6: If the acquisition is acceptable to the host nation, the BVA or WBK informs the real estate activity, which searches for facilities, with help from the requiring or using activity, and/or the responsible DEH.  When acceptable facilities are found, the real estate activity acquires them through host nation channels.  Before final acquisition, the real estate activity must verify that the facility is acceptable to the requiring and using activities, the DEH, and any activities with direct operational or financial interest in the mission.

h.
Step 7: Real property accountability is established, via DD Form 1354, by the responsible DEH.  Only after this is complete, should the facility be occupied/used.
Acquisition and Conversion for Community Support Use

AEREH-EI (420-17h)
SUBJECT:  Acquisition and Conversion for Community Support Use
1.
PURPOSE: To explain special justification requirements for obtaining real property facilities for community support use.
2.
FACTS: a.  Community support facilities are those in the Category Code (CATCODE) 70000 series.  A partial list of titles is attached.

b.
USAREUR Space and Planning Criteria Manual (USPCM) authorizations provide guidance and upper limits for planning purposes.  USPCM authorization is not justification for acquisition or conversion.  Resources are limited; a need, or savings to the US Government must be proven.

c.
You must show how many people will be supported, their grades (important to show financial hardship), where they are stationed (to justify facility location), what organizations they belong to, what missions they perform (briefly), and what conditions result in their need for the desired support.  You must also show how the lack of the desired facilities contributes to those conditions, and why those conditions cannot be corrected without the facilities.  Explain why you should support them (agreements, mission, etc.), and describe what support they get from others (who and why).

d.
For acquisition, you must show that existing US controlled facilities in the area are already used 100% as authorized/required for mission and support (i.e., that conversion is not possible).

e.
For conversion, you must show that facilities to be converted are not and will not be needed for their assigned use, and that they cannot be used to fill other known requirements or to replace leased facilities (i.e., show they are excess).

f.
You must show you have examined alternatives, what they were, and why none were acceptable.  Alternatives compared must be viable.

g.
You must show that the facilities/services desired, or something comparable, are not available on the local economy. Otherwise, lack of the facility must be causing real hardship or costing the US Government money (proven by economic analysis).

h.
After facilities are acquired/converted, you may not change their use without justifying the conversion.

i.
If the facilities will house business activities (marked "*" below), they must be paid for with NAF/MWR funds (NOTE: Acquisition and conversion authorization are required even if needed funds will be paid by NAF.) For more information, see AR 215-1, Morale, Welfare, and Recreation Activities and Nonappropriated Fund Instrumentalities, Appendix E.
Community Support Facilities (Partial Listing)
	* Audio/Photo Store
* Auto Part Store
* Bank
* Bowling Center
* Cafeteria
* Canteen
* Class VI Store
* Clothing Sales Store
* Consolidated Open Dining Fac
* Exchange Main Retail Store
* Exchange Branch
* Exchange Branch Foodland
* Exchange Cafeteria
* Exchange Service Station
* Guest House
* POL Office
* POV Repair Shop
* Private Organization Fac
* Rod and Gun Club
* Snack Bar
* Snack Stand
	Commissary
Tennis Courts
Badminton Court
General Purpose Playground
Softball Field
Soccer Field
Auditorium General Purpose
Theater w/o Dressing Room
Theater w/ Dressing Room
Recreation Building
Recreation Center
Unit Recreation Center
ACES Facility
ACS Center
Child Development Center
Drug Abuse Center
Post Chapel
Unit Chapel
Chapel Center Facility
Religious Education Facility
Library Main
	Library Branch
Library Service Center
Morale Support Office
Post Office Main
Post Office Branch
Consolidated Mail Room
Deutsche Bundespost Office
POV Inspection Facility
Red Cross Building
Self Service Support Center
Skill Development Center
Fixed Laundry
Detached Laundry Building
Fixed Dry Cleaning Building
Physical Fitness Center
Multiple Court Area
Handball Court
Baseball Field
Football Field
Racket-/Handball/Squash Ct
Weight Room


* Business activities; see AR 215-1, Appendix E.  Expenditure of Appropriated Funds in support of these facilities is limited or prohibited.  In general, if a facility generates income, it may be expected to eventually be included under business activities, if it is not already.
Barracks Allocation

AEREH-EI (420-17h)
SUBJECT:  Barracks Allocation
1.
PURPOSE: To clarify Unaccompanied Personnel Housing (UPH) authorization and assignment.
2.
FACTS: a.  UPH acquisition and construction programming are governed by the USAREUR Space and Planning Criteria Manual (USPCM).

b.
The responsible Commander is given use of UPH assets by the community DEH, normally based on the USPCM.  UPH assignment is up to the Commander as long as USPCM criteria are not blatantly abused.

c.
The following guidelines, based on the USPCM, should be observed when assigning UPH to the soldier:


(1)
Grades E1-E4: 85 square feet (SF) minimum, per person, 3-4 persons per room, 1 bath per room or central bath.


(2)
Grades E5-E6: 90 SF minimum, per person, 1-2 persons per room, 1 bath per two person unit, central latrine OK.


(3)
Grades E7-E9: 200 SF minimum, per person, 1 or 2 rooms per person, private bath.

d.
In addition to the above, observe the following:


(1)
Under 85 SF per person is rarely supported.


(2)
Unit integrity is not supported in USAREUR.


(3)
Where UPH and Company Admin are collocated, give soldiers the good rooms and use less desirable rooms for offices. Soldiers working in nice offices and living in attics (etc.)
is bad for morale and against USAREUR policy.

e.
For maximum permissible space assignment, or if unsure about assigning UPH, ask your DEH.
Real Property Facility Conversion and Diversion (tenant)
AEREH-EI (420-17h)
SUBJECT:  Real Property Facility Conversion and Diversion
1.
PURPOSE: To describe to tenants/unit Commanders the requirements for changing the use of real property facilities.
2.
FACTS: a.  Conversion is a permanent change in the use of a real property facility or part thereof.  3 years or longer is considered permanent.

b.
Diversion is a temporary change in the use of a real property facility, or part thereof, that requires no major structural changes to the facility, that costs less than $5000, and that causes no changes to the facility that cannot be changed back within 72 hours.  Less than 3 years is considered temporary.

c.
Your facilities are assigned to you according to use. You are not assigned space in a building to do with as you please; you are assigned ___ square feet of office, ___ square feet of Company Headquarters building, etc., based on your justified requirements.

d.
The areas of all facilities, and what they are used for, are recorded in real property records.  These records are available at the MILCOM, the UMC, USAREUR and DA.  This means DA can tell how much space in your building is assigned as (e.g.) offices.

e.
No organization has authority to change the use category of their assigned facilities, without first obtaining conversion or diversion approval.  For example, you may change from one kind of office to another, but not from office to dayroom.

f.
You should review your space requirements if you never have, and every time your staffing or mission changes.

g.
If you need a different kind of space than you have, see your installation coordinator or DEH.  It is up to the DEH whether to convert or divert your facilities, or to assign you other facilities.  If he/she decides to convert or divert, the DEH will submit a conversion or diversion request.  The change may not be made until approval is received.
Real Property Facility Conversion and Diversion (DEH)
AEREH-EI (420-17h)
SUBJECT:  Real Property Facility Conversion and Diversion
1.
PURPOSE: To describe to DEHs the requirements for changing the use of real property facilities.
2.
FACTS: a.  Conversion is a permanent change in the use of a real property facility or part thereof.  3 years or longer is considered permanent.

b.
Diversion is a temporary change in the use of a real property facility, or part thereof, that requires no major structural changes to the facility, that costs less than $5000, and that causes no changes to the facility that cannot be changed back within 72 hours.  Less than 3 years is considered temporary.

c.
You assign facilities to tenants by use.  You do not assign tenants space in a building to do with as they please; you assign ___ square feet of office, ___ square feet of Company Headquarters building, etc., based on the tenant's justified requirements.

d.
The areas of all facilities, and what they are used for, are recorded in real property records.  These records are available at the MILCOM, the UMC, USAREUR and DA.  This means DA can tell how much space in your buildings is assigned as (e.g.) offices.

e.
No organization has authority to change the use category of their assigned facilities, without first obtaining conversion or diversion approval through you.  For example, they may change from one kind of office to another, but not from office to dayroom.

f.
You should review/verify your space utilization and requirements on a three year cycle.  21st TSC will perform special surveys to assist you in this, on written request from you, as resources permit (some assistance will be expected of you).

g.
A tenant unit that needs a different kind of space than it has, should see their installation coordinator or you.  It is up to you whether to convert or divert the tenant's facilities, or to assign them other facilities.  If you decide to convert or divert, you must submit a conversion or diversion request to 21st TSC.  The change may not be made until approval is received.
Facility Allocation and Utilization

AEREH-EI (420-17h)
SUBJECT:  Facility Allocation and Utilization
1.
PURPOSE: To provide Company Commanders with information on allocation and utilization of "Army controlled" facilities.
2.
FACTS: a.  Army missions require facilities, whether a building or a muddy field.  In Europe, "Army controlled" means owned by the Host Nation or private parties, and consigned to US Forces by agreement or lease.  Facilities are not owned by the Army.  Buildings built by the US do not belong to the Army; they belong to the United States.

b.
"US facilities" are consigned to a Military Community (MILCOM) Directorate of Engineering and Housing (DEH).  If you are on "Army controlled" property, the DEH is the landlord's representative, and you are a tenant.  From your point of view, the facilities are his, they are not yours to do with as you please.

c.
Facilities must be used efficiently, because they are often in short supply.  To assure efficient use, MILCOMs must decide what facilities should be used for, and keep records of what they are used for.  The information is used to plan stationing and construction.  If the records are wrong, limited resources are wasted.

d.
You have the following responsibilities, as tenant:


(1)
Not to physically abuse your facilities.


(2)
To get permission through the DEH before changing what a facility is used for, even temporarily.


(3)
To request facilities only through the DEH.  Other tenants (e.g., neighbors) are not authorized to give space.


(4)
To release or exchange facilities through the DEH.  You are not authorized to let someone else use facilities assigned to you.


(5)
To request repair and modification through the DEH.  You are not authorized to change the facilities assigned to you. Under some circumstances, you may also have to provide funds for the work.


(6)
To justify all changes.  Authorization is not justification; you must prove that the change you want is needed or more economical.

e.
Facility acquisition takes time.  A mission you can do right with the facilities assigned to you now, is a mission you can do now.
Leased Real Property Facilities

AEREH-EI (420-17h)
SUBJECT:  Leased Real Property Facilities
1.
PURPOSE:  To describe to community Commanders the special requirements applicable to leases.
2.
FACTS:  a.  21st TSC and USAREUR policies are to use rent free facilities to fill real property requirements, if possible (UR 405-5, para 8.a.).

b.
Commanders are required to confirm the need for existing rent-payable facilities at least annually.  Leased facilities should be released, when no longer needed (UR 405-8, para 2-1.c.(3)).

c.
Leasing should not be used as an indefinite solution to long term needs (UR 405-5, para 9.b.).

d.
Approval authorities and responsibilities for leasing are the same as for any other acquisition.  21st TSC and USAREUR approval are required.  If the lease term exceeds 1 year and the annual cost exceeds $50,000, justification must include an economic analysis (UR 405-8, para 2-2.f.); and Assistant Secretary of Defense approval is required (UR 405-5, para 10.).

e.
Facilities should not be leased if they are not suited to the purpose for which they are leased.  There are limits to changing a leased facility to suit a mission (UR 405-5, para 8.c. and 8.d.).

f.
Maintenance and repair of leased facilities is not automatically done by the DEH.  Responsibilities are defined in the lease.

g.
Restrictions on leased facilities also apply to build-to-lease facilities.
Government Rental Housing Program (GRHP) Leases

AEREH-EI (420-17h)
SUBJECT:  Real Property Accountability Requirements for Government Rental Housing Program (GRHP) Leases
1.
PURPOSE: To describe requirements for maintaining real property accountability for facilities leased under the GRHP program.
2.
FACTS.  a.  Standard procedures for accounting for GRHP leases are not yet available.

b.
The main difference between GRHP leases and other US Forces leases, from a real property standpoint, is that the intent is for GRHP leases to be entered into and terminated directly by the MILCOM.  Normally, real property must be acquired through a responsible Real Estate Activity, after approval is obtained through the Accommodation Program.  In Germany, acquisition is normally performed by the German Federal Assets Office, which has already expressed concern about the GRHP.  Lease termination normally requires approval of a release request.

c.
In order to comply with existing real property regulations, some procedures may be assumed.

d.
The fact that RPMA funds may be spent on GRHP facilities, requires that the facilities be transferred to Community real property records.  Existing procedures for transferring leased facilities to real property records shall be used.

e.
DD Form 1354, Transfer and Acceptance of Real Property, is prepared by the contracting organization closing a lease. Therefore, if GRHP leases are closed by a DEH contracting officer, that officer will be responsible for providing and signing a DD Form 1354, documenting acquisition.  Whether the DEH contracting officer actually prepares the form or not will be up to the DEH. The same contracting officer would also sign DD Forms 1354, as the recipient, for GRHP leases being terminated.

f.
The GRHP will require considerable attention on the part of DEH personnel to prevent abuses by lessors, to keep real property records current and accurate, and to prevent improper expenditure of M&R funds.  If large numbers of GRHP leases are involved, the workload will be significant.
