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IMRD-ZA 

                                                                   DEPARTMENT OF THE ARMY 
                    US ARMY INSTALLATION MANAGEMENT COMMAND  
  HEADQUARTES, UNITED STATES ARMY GARRISON, RED CLOUD AND AREA I 

UNIT # 15707 
                                               APO AP 96258-5707 

REPLY TO 
ATTENTION OF: 

 
 

MEMORANDUM FOR Military and Civilian Personnel Occupying UPH Quarters 
SUBJECT: Quarters Clearance 

 
1.  Out-processing can be a hectic and stressful time. There is so much to do and so little 
time to do it. However, by following your inspector's advice and the information in this 
handbook, you should have no trouble passing your final inspection. 

 
2.  This Quarters Clearance Handbook contains many items designed to assist you in 
successfully completing all of your requirements for clearing quarters.  It identifies your 
responsibilities as a vacating resident of Unaccompanied Personnel Housing (UPH), as well 
as the responsibilities of the Directorate of Public Works and Housing Division. 

 
3.  One important point to remember is to "get answers to questions, inventory discrepancies, 
damages and items of this nature prior to your final inspection."  Waiting to take care of items at 
the last minute could result in failure, delays and possibly unnecessary expenses.  A small amount 
of effort on your part now will make clearing your quarters much easier.  Proper planning and 
forethought are imperative to the successful completion of your inspection. 

 
4. Your Inspector is your guide throughout this process.  It's difficult to capture all clearing 
requirements and place them in print due to numerous variables such as your daily 
housekeeping practices and other factors.  Your inspector has an in-depth knowledge of 
clearing requirements and can provide helpful instructions. 

 
5.  The Housing Division is available to assist you with any housing issues that may arise 
as you prepare to depart our community.  A quick reference telephone listing of helpful 
numbers for areas who provide assistance in your upcoming move can be found at the end 
of this handbook. 

 
6.  As always we ask for your comments and suggestions for improvements.  Please take 
the time to fill out and return customer questionnaires.  Your valued comments can help us 
achieve higher levels of excellent customer service. 

 
7. Congratulation, in advance, on your upcoming successful termination of quarters! 

 
 
 
 
                                                                                     JOHN W. HAEFNER 
                  COL, EN 
                  Commanding 
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  GENERAL INFORMATION 
 

Final termination inspection should be scheduled 30days in advance of your PCS.  All 
military personnel are reminded that   they are responsible for completing self-help items as 
well as other clearing requirements.  The list of self-help requirements in this handbook can 
be used as a checklist. All self-help items are required to be repaired as needed prior to the 
final-inspection.  Pre-Check out Inspections are not required and generally not needed for 
Senior Leader Quarters (SLQ).  However a Pre-Inspection can be requested between 30-90 
days prior to check out when UPH Building Managers/Inspectors are available.  Pre-Check 
outs for FSBP Barracks are highly encouraged and should be scheduled with the FSBP 2020 
Barracks/Building Manager or your NCO Supervisor using the Clearing Standards Checklist 
provided at Check in or this handbook (Appendix B1-2).  

 
 

 

FINAL INSPECTION 
 

During f ina l  Inspection the inspector will ensure you have met all your clearing 
requirements.  A furnishings inventory will be conducted to account for all property on your 
hand receipt.  If all your clearing requirements have been satisfied, the inspector will collect 
all keys and you will be stamped on your clearance record from housing inspector and cleared 
from quarters. 

 
 

RECHECK INSPECTION 
 

If you did not pass your final inspection on the first appointment you would be required to 
schedule a recheck inspection.  Your inspector will leave you with a deficiency list that 
shows the area(s) of failure.  Ultimately, you are still responsible for the standards, as listed 
in this handbook, until final clearance is granted.  Military/Civilian Personnel are reminded 
that charges may be assessed for failure to properly complete your final inspection. 

 
 
 

RESCHEDULING INSPECTIONS 
 

If you can't make your scheduled inspection please notify the UPH Branch at least one day 
prior to your scheduled inspection.  Missed inspections are extremely costly to the 
government.  Manpower, energy and time are all wasted if you fail to arrive at your 
inspection on time. 
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DAMAGES TO GOVERNMENT PROPERTY 
 

If at any time the government is required to make repairs or replacements to the property, 
furnishings or equipment for damages caused by abuse or negligence by you, family 
members, pets, or guests, you could be held liable to pay the total expense or damage.  As 
appropriate , you will be afforded the right and are encouraged to complete the necessary 
repairs on your own before the final inspection; however, work must meet government 
inspection.  All work will be accomplished in a thorough and professional manner and must 
be completed prior to the final inspection.  Charges will be assessed if identified damages are 
not corrected by the final inspection. 
 
 

KEYS 

 
If you have missing keys, stop by the Front Desk in the Housing Office to request 
duplication of missing keys for SLQ or see your FSBP Barracks/Building Manager for all 
Barracks.  A Statement of Charges for the missing key will be processed by Housing office 
or FSBP Barracks/Building Manager.  Soldiers will only be cleared once the debt has been 
resolved.    

 
 

 

APPLIANCE SERVICE ORDER & OTHER SERVICE 
ORDER BEFORE THE FINAL INSPECTION 
 

DPW, Furnishing Branch has a contractor to perform repairs to appliances; Microwave, 
Stove and Refrigerator.  All necessary repairs on appliances must be reported to the 
Furnishing Branch at 730-3389.  In the event the appliance contractor recommends the 
replacement of an appliance, please provide the information to the inspector.  By following 
this sequence of work, it minimizes the time the quarters remain vacant before the next 
occupant can move in.  Remember a Range Hoods are repaired by DPW.   Also any Service 
order must be reported and completed prior to your final inspection.  Service order number 
for CRC/Stanley is DSN 732-8119, for Casey/ Hovey is DSN 732-8110.     
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SELF-HELP RESPONSIBILITIES 

 
To successfully clear your quarters you are required to ensure all self-help repairs are 
complete as required.   Performing self-help repairs saves the government valuable 
maintenance dollars. These savings can be used to support future projects throughout our 
community and improve the over-all quality of life for everyone.  Residents are reminded 
that charges may be assessed for non-completion of or improperly performed self-help items.   

 
 

 

PETS 
 

Pets are not authorized in UPH Quarters.  However, if you are identified during final 
inspection that you have pets, you will be responsible to pay charges for damages, fumigation 
and shampooing of carpet and furnishings.   The inspector will provide you a list of charges. 

 
 

 
CLEANING STANDARDS 

 

Service members on PCS, separation, or retirement orders are required to clear their quarters 
to include those that are directed to move for the convenience of the government. Service 
members that have approval to relocate based on promotion, medical, etc., are still required 
to clean their quarters prior before moving into a new quarter.  Personnel relocation must 
clear their present quarters within 3 working days. Your inspector will specify the standards 
required for your final inspection.  Refer to Appendix A & B for clearing SLQ and Barracks 
and useful phone number is Appendix D.  

 
 

 
FURNISHINGS CLEARANCE 

 

If there are any problems with your hand receipt you must contact furnishings and resolve 
discrepancies prior to your final inspection.  Individuals, to whom government furnishings 
were issued, are liable for damage, destruction, or loss caused through negligence or willful 
misconduct by them or their family members, guests or pets.  
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OUTGONG TEMPORARY LODGING ALLOWANCES (TLA) 
 

A service member who resides in UPH (SLQ) quarters is authorized up to 3 Calendar days 
outgoing TLA. Quarters must be cleared before TLA is initiated.  TLA can be terminated if 
the service member does not comply with regulatory requirements, delays for port call for 
personal reasons, delays or fails final inspection of government quarters or delays airline 
reservations for personal reasons.  All TLA exceptions will be handled on case by case basis 
and addressed to the Chief, Housing Division. TLA is not authorized when the service 
member is on leave, out of country where stationed or CONUS. The regulation governing 
TLA authorizations is USFK Regulation 37-57. Any questions pertaining to TLA can be 
directed to the Housing Division at Camp Red Cloud 732-7487, Camp Casey 730-3913 and 
Camp Stanley 732-9147(Refer to Appendix C). Please Note: Service Member receiving 
Certificate of Non-Availability (CNA) from CRC/Casey Lodge must insure that hotel 
arrangements are made within Area I.  Hotel listings can be provided by Lodge.  The Housing 
Offices are not authorized to sign TLA outside of on base.  Service Member must contact the 
housing offices prior to making arrangements outside the USAG-RC vicinity or TLA will not 
be approved. 

 
 
 
CONGRATULATIONS!!!  YOU'VE PASSED THE FINAL 
INSPECTION!!! NOW...... WHATS' NEXT?? 

 

Following your successful clearance of quarters, proceed to the Housing Division (SLQ) or 
FSBP Barracks/Building Manager (Barracks) to receive appropriate termination orders, TLA 
documents and have your clearance papers signed, when applicable.   And don't forget to 
complete a USAG-RC, Housing Division Customer Service Survey!  You can use the survey 
form provided by the inspector.   
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Appendix A 
SLQ Clearing Standard 
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Appendix B-1 
FSBP 2020 Barracks Room Clearing Standards and Checklist 
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Appendix B-2 
FSBP 2020 Barracks Room Clearing Standards and Checklist 
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Appendix C 
Housing Cleaning Standards Prior to Termination of UPH 
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Appendix D 
SLQ Move in Condition and Move out Inspection Check List 
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Appendix E-1 
FSBP Move-in Move-out Inspection Check List 
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Appendix E-2 
FSBP Move-in Move-out Inspection Check List 
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                                                           Appendix F-1 
TLA Understanding Brief Sheet
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Appendix F-2 
TLA Understanding Brief Sheet 

 
 
 

 
 
 



17  

 
Appendix G 

A List of Important Phone Numbers 

 
A LIST OF IMPORTANT PHONE NUMBERS 

 
 
 

Fire Department 

Camp Casey & Hovey        

Service Order Desk 

911 
 
 
 

                          732-8110 

Housing Office 730-3913/4346 

Transportation outgoing 730-3362 

Travel office (CTO) 730-4711/4712 

Self Help Store 730-6605 

 
Camp Red Cloud  

 
Service Order Desk 

 
 
 

732-8119 

Housing Office 732-7487/7506 

Transportation outgoing 732-8294 

Travel office (CTO) 732-7797 

Self Help Store 732-7740 

 
Camp Stanley 

 
Service Order Desk 

 
 
 

732-8119 

Housing Office 732-9147/5073 

  

 


