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       13 MARCH 2009
MEMORANDUM FOR All Soldiers Residing In or Visiting the Billets

SUBJECT:  Billets Standard Operating Procedure (SOP)

1. PURPOSE:  This SOP establishes the policies, procedures and standards for the use and upkeep of the billets.  The billets are a direct, highly visible reflection of standards and pride within the unit.  This unit will expend every effort to ensure the best quality facilities and furnishings are made available to billet occupants.  This commitment requires maximum support of all billet occupants and their supervisors to ensure that the billets are maintained in the highest standards and that we maintain a clean and healthy living environment.

2. SCOPE:  The provisions of this SOP are applicable to all personnel assigned or attached to this unit, anyone assigned a space in the billets, or those who supervise Soldiers that are residents of BLDG. 7506.

3. ROOM STANDARDS:

a. Rooms will be maintained in a high state of cleanliness at all times and are subject to announced and unannounced inspections.

b. Section NCOICs and Department NCOICs will ensure that each Soldier’s room is inspected at least once a week.

c. NO pets are allowed in the billets.  The only exception is that the personnel residing in the billets may keep fish.

4. DRUG AND ALCOHOL POLICY:

a. A separate Commander’s letter has been published on consumption of alcohol in the billets and is maintained in the CQ Book.  This SOP is in addition to the guidelines of the policy letter.
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b. Consumption of alcohol is authorized in the barracks rooms by Soldiers and their guests who meet the minimum age requirement of 21, set forth by Colorado State law.  There will be no limits on type or quantity of alcohol, as long as it is a reasonable amount for personal consumption.  For example, wine and hard liquor are acceptable in small amounts for personal use.  Kegs, pony kegs and multiple cases of beer and other purchases in large quantities, which implies the sole purpose is to become intoxicated are not authorized.  This behavior is not acceptable and will not be tolerated in our barracks.

c. CONSUMPTION AUTHORIZED: Alcoholic beverages may be consumed in individual rooms, the day room and the TV room, as long as it is kept under control.

d. ALCOHOL ABUSE: Abuse of alcohol will not be tolerated and will result in UCMJ action.

5. DRUG RELATED ITEMS / PARAPHERNALIA: The following items are considered drug related and are therefore prohibited.  Possession of such items may result in Administrative and / or Disciplinary Actions:

a. Bongs and roach clips.

b. Painting of windows, light bulbs or light fixtures.

c. Prescription drugs that have expired or were prescribed for another individual.

d. Any poster that encourages the use of drugs.

e. Drug paraphernalia, to include syringes, water bowls, hypodermic needles, surgical tubing, pipes and brass fittings put together and used as a smoking device.

6. ENTRANCES AND EXITS:  

a. ENTRANCE AND EXIT: There are only two authorized entrances to the billets.  The main doors by the CQ desk are to be used by all personnel or visitors.  NO other doors or windows will be used as an entrance to the billets. All exits can be used for entry. The side exits will not be blocked or propped open for re-entry.
b. FIRE EXITS:  All exits will be used in the event of a fire or bomb threat.  Fire exit plans are posted on the backside of each room door.
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7. VISITATION POLICY:

a. VISITORS:  Visitors are defined for purposes of this SOP as any individual, male or female, military or civilian, whose business with the unit personnel is social in nature.  The CQ will ensure that personnel not assigned to the billets provide a valid ID card (military) or other suitable identification (civilian) that provides proof of age and has an attached photograph.  Visitors will surrender this identification to the CQ when visiting.  No one under the age of 18 not on active duty will be permitted in the barracks, except for the dayroom.  IF A MINOR IS FOUND IN THE BILLETS, THE MPs WILL BE CALLED TO REMOVE THE MINOR.  The CQ will log in the visitor in the visitor log and retain the individuals ID Card while he/she is in the billets.  The CQ will issue the visitor a visitor’s badge.  The CQ will make arrangements for the individual being visited to be notified of the visitor.  The visitor will wait in the CQ area to be escorted by the soldier he/she is visiting.  Guests may use the unit day room and TV room IAW this SOP, but must be escorted by the Soldier they are visiting at all times.  If an occupant requests that the visitor terminate the visit, the visitor must comply.  Occupants may close the door to their room while being visited.  The CQ will ensure that all personnel assigned to MEDDAC comply with this policy and that visitation hours are strictly enforced.  This policy is directive in nature and violators are subject to applicable Administrative and / or Disciplinary measures as deemed necessary by the Commander.  

b. VISITATION HOURS:  Visitors to the billets are restricted to the following hours:

Duty days before duty days



1700-2400

Duty days before non-duty days


1700-0200

Non-duty days before duty days


1000-2400

Non-duty days before non-duty days


1000-0200

(Non-duty days are defined as a Saturday, Sunday, national holidays, training holidays or scheduled days off.)

c. At 2400 hrs before duty days and 0200 before non-duty days, the CQ will walk through the barracks to ensure that all guests have left.  Personnel in the billets past these times are considered to be unauthorized personnel and will be subject to disciplinary action, as will the person being visited.
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d. OVERNIGHT GUESTS: Overnight guests are not authorized, regardless if the guest is also a member of USA MEDDAC (this includes relatives!).  Continued visits from 2400 hrs to 0200 hrs for MEDDAC to MEDDAC should be conducted in the Dayroom.

8. PHYSICAL SECURITY:

a. Accountability / Responsibility for all property in the day room / TV room belongs to the CQ upon logging in as the CQ (having read and understand the CQ SOP).

b. Accountability / Responsibility for transient room keys and property belongs to the CQ upon logging in as CQ (having read and understand the CQ SOP).

c. All rooms will be locked at all times.

d. When not occupied, doors will be locked.  All easily pilfered items will be secured.  This includes: cash, checks, check books, jewelry or any item easy to conceal and walk out with.

e. Any theft will be reported to immediately to the CQ.  The CQ will determine if it is necessary to notify the Military Police.  In case, the First Sergeant or Company Commander will be notified PRIOR to MP notification.

f. Under no circumstances will any of the fire exit doors be propped open or left unsecured.  These doors are to remain closed and locked at all times.

9. SAFETY:

a. Control of visitors (logging all visitors in and ensuring all visitors are escorted by sponsor at all times).

b. Under no circumstances will any combustible materials be stored or used in the billets (small quantities or lighter fluid are acceptable).

c. Under no circumstances will any space heaters be stored or used in the billets.  Hot plates, electric skillets, electric frying pans, microwaves, coffeepots, clothes irons, curling irons, and blow dryers in clean, good, fire safe condition are allowed.
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d. Broken wall plugs, bare wire and electrical shorts will be reported to the CQ, the Supply Sergeant or the First Sergeant upon discovery.  Electrical wire will not be under rugs, carpets, or across the ceiling.  Any slack in wiring will be pulled tight and taped up in such a manner as not to touch the floor.

e. The only authorized extension cords in the individual rooms are GSA cords or protective wiring such as extension Protection for TV’s, stereos, or computers.

10. WEAPONS / AMMUNITION: Under no circumstances will any type weapon be kept in any billets room.  At no time will any type weapon be stored in any privately owned vehicle.  Explosive type devices are strictly prohibited.  Other items that are considered as weapons are listed as follows:

a. Broken Pool Cues

b. Metal Knuckles

c. Ice Picks

d. Knives with blades in excess of 3 inches, or locking blades

e. Any type of switchblade

f. Nun-chucks and throwing stars

g. Clubs

h. Hanging nooses

11. TOOLS / MEDICAL SUPPLIES:

a. Soldiers are authorized to have their own tools / medical supplies.  You must be able to show proof of ownership for any medical equipment found in individual rooms.  All other items found in the rooms will be confiscated and returned to the supply room.

b. All items will be in one central location and not scattered through the drawers.
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c. At no time will any hospital property be kept in the billets.  This includes OR scrubs, stethoscopes, scissors, lab coats or any hospital linen.  These items are not authorized to be removed from the hospital and may not be issued to or signed out by anyone.

12. BICYCLES: All bicycles will be listed on the Personal Property Record on file with Unit Supply.  All bicycles will be tagged with the owner’s name and kept in the bike rack.

13. PLANTS:  Potted plans are authorized and even encouraged, but in moderation only.   They will not present  a cluttered or unkept appearance.

14.  COMMON AREAS:

a. CLEANING SUPPLIES: Cleaning supplies will be issued IAW the Unit Supply SOP.  Floor Sergeants are responsible for ensuring that enough supplies are on hand to complete all assigned details.

1. FLOOR SERGEANTS are responsible to ensure that latrine items and cleaning supplies are on hand and available in the cleaning closets for Soldiers in their responsible areas.

b. HALLWAYS / STAIRWELLS: Hallways / Stairwells will be swept and mopped daily.  The windows, windowsills and walls will be cleaned daily.

c. LAUNDRY ROOMS: Laundry rooms will be swept and mopped daily.  Washers, dryers and sinks will be scrubbed down daily.  Lint will be removed from the dryer after each use.  TA-50 will not be washed in the laundry room at anytime.  These items can be turned into unit supply for cleaning.  The user of the machines will clean them after each use.  Empty soap containers, bleach bottles and softener boxes will be disposed of properly and not left for someone else to pick-up.  Any damaged or broken washers and dryers will be reported to the First Sergeant or the Supply Sergeant as soon as possible.   After duty hours they should be reported to the CQ and logged.  The lint screen on the dryer will be cleaned after each use to prevent overheating and damage to the machine.  2nd floor, Floor Sergeants will rotate responsibility of cleaning the laundry room monthly.
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d. UTILITY CLOSETS: Utility closets will be swept and mopped daily.  Sinks will be scrubbed down daily.  All mops will be rinsed after each use.  The water will be squeezed out and the mop hung on the wall.  All brooms will be cleaned after each use and hung on the wall.  At no time will any mops or brooms be left in the sink, in a bucket, or on the floor.  ALL BUCKETS will be washed out after each use.  The shelves will be wiped down daily.  The buffers will be stored in an orderly manner.   EACH FLOOR SERGEANT is responsible for ensuring his/her utility closet is properly stocked with cleaning supplies.

e. LATERINES:  Latrines will be cleaned daily.  Floors swept and mopped, toilets cleaned inside and out, sinks scrubbed down daily and shower walls wiped down.  

f. DETAIL ROSTERS: A detail roster will be maintained by each Floor Sergeant on a DA Form 6 to ensure proper distribution of each detail.  All personnel assigned a space in the billets are eligible for the detail roster.  Any exceptions are at the discretion of the Floor Sergeant or First Sergeant.  It is the responsibility of the individuals to inform their Floor Sergeant of any leaves, passes, or TDYs in advance of their name being published on any detail roster.  Emergency absences will be handled on a case by case basis by the Floor Sergeant.  Personnel working shifts will coordinate with the Floor Sergeant concerning barracks duties.  The barracks will be inspected by the Floor Sergeant or a designated representative NLT 0900 hrs daily.

g. NO PROFANITY IS ALLOWED!  We constantly have visitors, guests and relatives.

15. LIVING IN THE BILLETS:

a. The ranking individual in each room is designated as the ROOM COMMANDER.  The ranking person will be determined by the rank, date of rank, time in service, and age, in that order.  The Room Commander is responsible for the so-called common areas of the room and for the cleanliness and appearance of the room.  The Room Commander is to ensure that everyone assigned to the room reads, understands and complies with this SOP.  Individuals should direct questions pertaining to the SOP through their Floor Sergeant.  The Room Commander will get full support from the Chain of Command.
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b. DOORS:  The outside walls, next to the door will display occupant’s names, ranks, duty sections, and NCOICs.  The inside of all doors will have a copy of this SOP and no other items attached to it (exempt sit-up bars). This includes mirrors, posters, chimes, and personal effects of any type.  Doors will be kept clean.  Any door damaged by darts, kicking or by conduct such as horseplay will be bought by the occupant.  Keys for each door will be signed for by each individual and monthly “show” inventory will be conducted IAW MEDDAC Regulation 190-1.

c. STEREOS, TV’s AND RELATED EQUIPMENT: All stereos and related equipment will be registered through UNIT SUPPLY on a DA Form 4986, Personal Property Record and a copy maintained inside the Soldiers personal room.  This includes rental or loaner equipment as well.

d. NOISE / STEREO CONTROL: The volume of stereos, TV’s, radios, musical instruments, or any other sound producing equipment will not exceed the level in which it can be heard in adjoining rooms or in the hallways.  The first violation of these rules will result in the individual’s having to box up all of the equipment in the room and turning it in to the Unit Supply for 30 days.  Any further violation will result in the equipment being permanently removed from the billets, and the individual being forbidden to have such equipment in the room.

e. POSTERS:  All posters must be in good taste.  Posters considered to be in poor taste and which are prohibited from display are: posters exploiting sex; posters showing sexual acts; posters displaying frontal nudity; posters condoning or showing the use of illegal substances; posters that degrade the flag; the Army or people of a particular national or ethnic group.  Posters may be taped on furniture, doors, ceiling or directly on the wall.

f. COOKING UTENSILS: Cooking utensils, including electric fry pans, skillets, hot plates etc., are authorized in the billets.  

g. FOOD:  Food will be stored in the refrigerators as needed.  Food will not be left in the trash in any area of the billets.

h. REFRIGERATORS:  Refrigerators will be kept clean at all times.  Items in them will be arranged in an orderly manner at all times.  Refrigerators will be cleaned weekly and defrosted monthly, at a minimum.  This applies to personally owned refrigerators as well as issued type refrigerators.
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i. FURNITURE:  All exposed surfaces of furniture will be dusted daily. Broken or damaged furniture items will be reported to Unit Supply for repair or turn-in.  All surfaces will be maintained in an uncluttered and orderly manner at all times.  All furniture must remain on the floor. The furniture may not be stacked for any reason.  This includes 3-drawer chests and dressers. All furniture and closets will be maintained in a neat and orderly manner at all times.  Nothing will be attached to the furniture by any means, except for posters and pictures and adhesive towel bars and hooks attached by tape or handitac only.  All surfaces will be free of dust and dirt.  

j. BEDS:  Beds will be properly made whenever no one is actually sleeping in them.  Civilian linen is authorized on a daily basis, however, all beds will be made with a minimum of a mattress pad, two sheets, a pillow, a pillowcase and a bed spread or blanket.

k. LINEN TURN-IN: Linen turn-in is conducted every Tuesday from 0730-0830 hrs.  Two sheets and a pillowcase are required to be exchanged by each soldier on a weekly basis.  Cleaning of privately owned linen is the responsibility of the individual.

l. LIGHT FIXTURES: Light fixtures will be cleaned as needed.  Broken or inoperative light fixtures will be reported to the CQ to be logged during non-duty hours to contact Unit Supply or to the Unit Supply during duty hours for repair.

m. FLOORS:  All floors in the billets will be swept and mopped daily.  

n. WINDOWS:  Windows will be cleaned daily or as needed.  Window film and decals will not be used.  No posters or covers may be placed over the windows at anytime.  Cracked or broken windows or screens will be reported to Unit Supply immediately.  Screens will be kept on all windows.

o.  SMOKING:  Smoking is not authorized in Building 7506.

p. TRASHCANS: Trashcans will be emptied and cleaned daily.  Plastic bags will be used at all times.  Trashcans must be scrubbed and disinfected weekly.  Trash bags will be taken to the dumpster and not left in the common areas (i.e. rest rooms, hallways, etc.).
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q. QUIET HOURS: Company quiet hours are as follows.

1. Sunday – Thursday: 2230 hrs to 0800 hrs.

2. Friday, Saturday and Holidays: 2400 hrs to 0800 hrs.
16. PERSONAL HYGIENE: 

a. All Soldiers will shower daily.  This applies to Soldiers on leave, pass or days off as well.

b. At no time will any individual leave his/her room with bare feet.  At a minimum, shower shoes will be worn when outside of the room.

c. At no time will a Soldier leave the room not properly attired.  At a minimum, a shirt, shorts and shower shoes will be worn.  Robes and housecoats are not considered proper attire for common areas.

17. WEAR OF THE UNIFROM: To ensure compliance with The Department of the Army directives, the following policy is in effect for all members of this unit:

a. Department of the Army has specified certain uniform items which many be worn with civilian clothing when insignia has been removed.  These items are:

1. Overcoat

2. Windbreakers

3. Sweater, Army black

4. Boots and low quarters

b. Members of this unit are not be allowed to wear any mixed items except for those listed above.

c. All officers and NCOs are responsible for enforcing this policy.  Unit personnel leaving or returning to the billets in mixed, incorrect or improperly worn attire / uniform will be corrected on the spot.

d. Unserviceable uniforms (i.e., torn, ripped, etc.) will not be worn and will be repaired or discarded.
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e. Military headgear will not be worn in the billets except when under arms.

18. UNAUTHORIZED FOR WEAR WHILE IN UNIFORM: 

a. Earring or earpost (Female soldiers should consult AR 670-1, para. 1-14 for their authorization).

b. Fad devices, vogue medallion, personal talismans or amulets.

c. No more than two rings are authorized.

d. One identification or POW bracelet per wrist.

e. Male soldiers are not authorized to carry umbrellas while in uniform.

f. No attaching, affixing or displaying objects, articles, jewelry or ornamentation to or through skin while in uniform, in civilian clothes while on duty, or in CIVILIAN CLOTHES OFF DUTY on any military installation or off military installations, except for female earrings.

19. PERSONAL APPEARANCE WHILE IN UNIFORM:

a. Hair (Males): The hair on top of the head will be neatly groomed and will not present an unkept appearance.  The length will not interfere with the wearing the Army headgear.  Hair will be tapered.

b. Hair (Females): The bulk or length of hair will not interfere with the wearing of the Army headgear.  Hair will be neatly groomed and will not present and unkept appearance.  The hair will be off the neck and will not extend below the lower edge of the collar.

c. Facial Hair: The face will be clean- daily.  If a mustache is worn, it will be trimmed and tapered.  It will not present a chopped look.  The mustache will not fall past the upper lip line, or extend past the corners of the mouth.  Goatees and beards are not authorized.  The base of the sideburns will not be flared and will not go past the bottom of the exterior ear opening.  A copy of all shaving profiles will be kept by the Medical Company and will maintain a copy on his person at all times while in uniform.  Beards will not be over ¼ inch long.  The profile must state the part not to be shaven and the rest of the face must be clean- daily.
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20. BARRACKS /  COMPANY PARKING:

a. Personnel residing in the billets are required to park in the large parking lot south of Building 7506. 

b. Parking in the handicapped, shuttle van, or CQ slot (when not performing CQ) is unauthorized at all times.  Parking in the front, west parking lost reserved parking slots is only authorized after 1800 hrs on weekdays.  Vehicles must be moved from those reserved parking slots NLT 0500 hrs on weekdays.  Parking in the reserved slots on weekends is permitted.

[Original Signed]
MICHAEL B. HENRY
CPT, MS

Commanding

