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BDSUS STANDING INSTRUCTIONS 
This document forms part of BDSUS SOPs and is for reference by all BDSUS personnel 

Title: 301 - US ACCOMMODATION POLICY 

Subject Area:  British Embassy Estates Team 

Classification:  Official 

Applies:  Immediately 

Issued: 1 Jun 20 

Last Reviewed:  1 Jun 20 

File Reference:  

Sponsor: DCOS 

Contact: Head BEET – Fiona Sullivan 

Email: Fiona.sullivan@fco.gov.uk  or Washi.BEETHousing@fco.gov.uk 

Telephone: Military 94170 5442 

Civilian +1 202 588 5442 

 

BRITISH DEFENCE STAFF US (BDSUS) – US ACCOMMODATION POLICY 

INTRODUCTION 

1. This Instruction details BDSUS policy for the entitlement, allocation and management of 
single and family accommodation for MOD (Service and UKBC) permanently assigned to the USA.  
Where unspecified, this policy defers to JSP 464, which remains the primary MOD policy for 
accommodation.  Personnel will be allocated accommodation in safe and appropriate locations that 
meet entitled family and educational needs in accordance with UK Service Family Accommodation 
and Single Living Accommodation standards while providing value for money. 

DELIVERY AND AUTHORITY 

2. Defence Attaché Washington has overall authority for all MOD support enablers in the US, 
including accommodation, regardless of parent unit or TLB, and this is delegated to COS BDSUS 
and exercised by DCOS for MOD staff based in the US.  Day-to-day authority and management of 
accommodation is delegated to the Head of the British Embassy Estates Team (BEET), a joint 
team that also supports British Embassy accommodation needs in the US.  

ACCOMMODATION POLICY 

3. Entitlement.  Entitlements for housing in the US are based on rank and family size as set 
out in JSP 464, and these apply around the globe, including in the US.  Housing availability, 
standard and type across the US can differ significantly by state, and in comparison to scaled UK 
housing, but sourced housing will adhere to the minimum square footage entitlement specified in 
JSP 464 (copied below) wherever possible. Differences in scaling are recognized in the reduced 
CAAS banding applied across the US (see para 9).  Personal circumstances may also affect 
entitlement and BEET will consider any specific requirements and confirm entitlement during the 
arrivals process.  
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4. Based on JSP464, entitlement is summarised as follows:  

ACCOMMODATION ENTITLEMENT 

Rank/Grade Entitlement Notes 

Military and UKBCMOD Civilians Single/ Unaccompanied  

OFFICER (ALL RANKS) 

OTHER RANKS  
UKBC MOD CIVILIANS (ALL 
RANKS) 

1 BEDROOM APARTMENT Officers below the rank of Lt Cdr, 
Major, Sqn Ldr may be required to 
share depending on availability. 

Other ranks may be required to 
share depending on availability.  

Accompanied Military Officers and UKBC MOD Civilians at Band D or above  

OF6 + (Type I and II) 

UKBC: Grade 4 and equivalent  

4-5 BEDROOM 

2700 sq ft 

Entitlement may vary on 
appointment, BEET will advise. 

OF4/ 5 (Type (III) 

UKBC: SCS, Band B1, C1s and 
equivalents 

4 BEDROOM + STUDY 

1670 sq ft  

Study may not be possible 
depending on US market dynamics 

OF3 (Type IV) 

UKBC: C2 and equivalents 

4 BEDROOM 

1475 sq ft 

 

OF 2 and Below (Type V) 

UKBC: Band D and equivalent 

3 BEDROOM 

1255 sq ft  

 

 

Accompanied Other Ranks and UKBC MOD Civilian Band E 

Other ranks and UKBC Band Es 
with 4 children, or 3 over 10 years 
old. RAF Warrant Officers (Type 
D)1 

4 BEDROOMS  

1290 sq ft  

Personnel with more than 4 
children should contact the BEET 
for guidance 

Other ranks and UKBC Band Es 
with 2 or 3 children and Warrant 
Officers (RN/Army). (Type C) 

3 BEDROOMS 

1020 sq ft  

 

Other ranks and below WO  and 
UKBC BAND Es with one or no 
children (Type B) 

2 BEDROOMS  

950 sq ft 

 

 

5. Co-habitation.  MOD policy under JSP 464 permits co-habitation in surplus MOD owned 
properties where the MOD is landlord. This policy is specific only to the UK Estate and is not 
applicable in the Overseas Estate. Therefore, cohabitation is not permitted in any Service provided 
properties including leased-to-demand properties.  Thus, BEET will not provide or permit joint-
tenant leases for non-dependant co-habitation purposes.  

6. Rent Ceilings.  Entitlement is also limited to a local rent ceiling which is calculated from local 
market data which are reviewed annually. Current rent ceilings by area are provided in the BDSUS 

 

1 RAF WOs have an alternative entitlement to Army/RN due to their TACOS 
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Information Portal at https://www.bdsus.info.  High rental costs and low availability may mean a 
property below entitlement (in sq ft terms or rooms) will be offered in some locations; the BEET 
endeavours to avoid this but will advise when necessary. Personnel can choose to make a 
personal contribution to increase their monthly rental ceiling.   

7. Location.  Properties should be sourced within a 45min commute of duty station by car 
outside of rush hour. This is reduced to 30 mins for aircrew for safety reasons.  

8. Accommodation Charges.  All military personnel posted to the US who are not on the 
Embassy based COLA package or a bespoke operational package are required to pay 
accommodation charges in accordance with JSP 464. As an overseas location, CILOCT is not 
charged in the US. 

9. CAAS Band Assessment.  While usually more spacious, properties in the US can lack 
terms of UK housing standards and so CAAS Band assessments can be affected. Furthermore, all 
properties receive a 2 Band overseas abatement. As a result, where a physical assessment is not 
practical (due to geographic dispersion) or an initial Band is required prior to assessment, the 
default for all properties is CAAS Band F. Properties may be physically assessed at any stage of 
tenancy iaw DIO direction and may be allocated a different Band. If that band decreases following 
assessment, personnel will be credited the corresponding difference from the date of occupancy. 

10. For properties in earthquake zones without adequate seismic protection, an additional 1 
band abatement may be applied. Property’s built from the year 2000 in those zones are assumed 
to include seismic protection unless this is declared otherwise.  

ALLOCATION PROCESS 

11. The allocation of accommodation will depend on location. The BEET will directly source and 
allocate accommodation for all personnel in the DC Metro and Norfolk areas.  All personnel outside 
these areas are required to self-source (para 19) due to geographic dispersion. 

12. Application.  The BEET will contact applicants prior to arrival and request the completion of 
a Housing Information Proforma.  The proforma allows applicants to outline accommodation 
preferences linked to education, location, and property type. 

13. Contact. The BEET can be contacted at: 

DC Metro (includes Maryland and 
Virginia (DMV))  

washi.beethousing@fco.gov.uk  

Norfolk Tidewater, Creech and 
Edwards AFBs 

BDSUS-NorfolkAccommodationTeam@mod.gov.uk 

Rest of US washi.beethousing@fco.gov.uk 

 

CENTRALLY SOURCED 

14. Centrally sourced properties are usually sourced and allocated in advance of arrival in the 
US based upon the application and entitlement. Leases, rent payments and deposits for centrally 
sourced properties will usually be made directly between the MOD and Landlord/Agent. 

15. Offer.  BEET endeavour to take account of preferences in the allocation process and will 
consult on options during the sourcing process. Whilst every effort is made to meet preferences, 
this may not always be possible due to local market factors. Some posts may also have linked 
housing in accordance with appointments that may limit sourcing preferences. Personnel will be 
given a minimum of 2 offers of housing iaw JSP 464. 
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16. Rejection of Offer.  If a first offer of housing is rejected, the BEET will then search for and 
offer a second property.  Those rejecting both allocation offers will usually be referred to the self-
sourcing option.  

17. Optional Self-Sourcing.  Personnel can opt to self-source instead of moving through the 
allocation process and should notify the BEET of their intent to take this option at the application 
stage.  Personnel with very specific personal needs (childcare, approved special needs, exceed 
rental ceiling etc) should consider this option.  

18. Temporary Arrival Accommodation.  The use of temporary arrival accommodation is 
minimised to control costs. In DC Metro and the Norfolk/Tidewater areas, personnel will typically 
spend 1 night in temporary accommodation (usually a hotel) and be given access to their 
permanent accommodation the following day. There may be instances where temporary 
accommodation is required for extended periods (such as handover periods where personnel take 
over their predecessor’s property) and this will be arranged in cooperation with BEET.  

SELF-SOURCED 

19. Self-sourcing will usually occur in areas not served by BEET allocations or due to market 
factors, such as specific requirements not being achievable within policy (ie below rent ceiling).  
Personnel can also request to ‘self-source’ directly, even in areas served by BEET for central 
allocation. Leases, rent payments and deposits for self-sourced properties will usually be made 
between the applicant and Landlord/Agent. 

20. Search Parameters.  A period of 2 weeks is initially given to find and move into 
accommodation self-sourced from the local market. When self-sourcing, all personnel are acting on 
behalf of the department and are expected to seek the most economically advantageous terms in 
their lease negotiations. There may be instances where, for business or welfare reasons, the BEET 
may source accommodation outside the normal parameters. 

21. Leases. Leases must be individually signed and properties pre-approved by the BEET 
following submission of a Property Review Questionnaire (PRQ). Leases should be signed for the 
duration of the tour but it is accepted that this may not be possible in some markets or for managed 
apartment complexes. There are specific rules governing annual rent escalation that are location 
dependent upon which the BEET will advise.  

22. Military Clause.  Leases must include the UK military clause (wording available form BEET 
and the BDS Information Portal) which allows a lease to be broken in the event of mid-tour posting 
or short touring.  

23. Swimming Pools.  In some areas obtaining an appropriate property without a swimming 
pool may be very difficult and so properties with indoor or outdoor in ground pools are permitted.  
There must not be any additional cost, either in maintenance or increased utility usage, to the 
MOD.  Utility bills will be monitored, and personnel will be liable for any excessive costs.  The MOD 
does not accept liability for any injury or harm that is caused to persons who live at or visit 
the address. Personnel are to: 

a. ensure that all State Laws are observed regarding the use of swimming pools. 

b. obtain adequate liability insurance. 

c. sign a Swimming Pool Liability Waiver form. 

24. Topping-up.  Topping-up the monthly rent with a personal contribution (recommended no 
more than 10% above the maximum rental ceiling) is permitted but can only be done when self-
sourcing. The increased cost of living in the US, which is often higher than expected, and possible 
non-availability of spousal employment should be carefully considered when budgeting.  The MOD 
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is not liable for any inability to pay any additional rent or to fund any consequent re-location costs. 
It should also be noted that: 

a. Pro rata first month payments will be reduced by the percentage amount of the 
personal contribution.   

b. The security deposit advance will be capped at the rent ceiling amount with the 
individual covering any top-up amount for each of the required number of months deposit, 
usually one or 2 months. 

c. Top-up contributions will also increase proportionally each year as per the escalation 
clause that may be agreed in the lease. 

25. Rent Payments.  The monthly rent is paid (up to the rental ceiling) directly to individual bank 
accounts for onward payment of the full rent, including any top-up, to the property agent/landlord.   

26. Temporary Accommodation.  During the initial 2 weeks used for self-sourcing, temporary 
accommodation will be provided as determined by the BEET and can be MOD owned properties, 
corporate housing or hotels.  Claimable subsistence will be dependent on available kitchen 
facilities in temporary accommodation and will be advised. 

27. Temporary accommodation may be extended for up to 2 more weeks when local market 
conditions dictate as authorised by the BEET. Personnel wishing to extend out of personal choice 
(when suitable accommodation is available) must do so at personal expense. 

BASE-HOUSING 

28. US Department of Defense (DoD) provide housing on most US bases, and is generally of a 
very high standard, but availability can be an issue. Although not mandated, US base-housing 
should be considered first as it enables quick integration into the local US defence community and 
will usually be ready for move-in immediately on arrival. Since base housing is managed by a DOD 
contracted management office, the service level is higher than a typical private landlord provides. 
All common areas (parks, sidewalks) and facilities (pool, tennis court, golf course, etc.) are 
maintained by DOD and are accessible to all tenants. A security deposit is never required and 
move-in/out procedures are efficient. Although base housing will usually be optional, applications 
will not be approved to occupy local market properties that exceed rental ceilings where base 
housing is available. 

OTHER HOUSING CONSIDERATIONS 

SCHOOLING 

29. School Zones.  Access to good local schooling is often the most important factor 
accommodation searches.  As in the UK, schooling is linked to residential catchment zones, and 
often more strictly and subject to State law.  These should be thoroughly researched before 
committing to a property. Where centrally allocated, the BEET will ensure suitable schooling is 
available, but applicants can advise their desired school catchment areas. Not all specific 
schooling requirements can be met, and it may not be possible to provide housing within 
entitlement in order to access a desired school. 

30. Education Advice.  The US Education system is quite different to the UK and further advice 
is available on www.bdsus.info. The BDSUS lead for dependant schooling is Hd In Country 
Support (Civ) (BDSUS-SpGp-HDICS-CIV@mod.uk) and can advise on the suitability of schooling 
across the US. They work closely with the Department for Children and Young People (DCYP) who 
independently assure standards of US provision in most areas of high MOD concentration, in line 
with the private education allowance framework. 
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RADON GAS AND NATURAL HAZARDS 

31. Radon Gas.  Radon gas is an issue which is more prevalent in the US than the UK. Several 
areas are at higher risk of radon gas build up in basement/lower floors if adequate ventilation is not 
in place. Further information on radon gas is available at http://www.ukradon.org/information/ . 
Local radon gas risk must be considered when sourcing accommodation to ensure landlords have 
considered mitigation prior to lease signing. For all properties in higher risk areas, the BEET fund 
radon testing and will request personnel conduct a test on move-in (reclaimable). Should elevated 
levels be recorded, the BEET will support personnel or work with landlord to put in place adequate 
mitigation. 

32. Other Hazards.  Some areas of the US are subject to a variety of natural hazards that are 
not typical to the UK. These can include, for example, increased risk of earthquake, flooding, 
hurricane and tornado. These hazards must be considered with local realtors/landlords and 
mitigations sought (shelters, seismic protections etc) where feasible. For centrally sourced 
properties, the BEET will consider such hazards and will advise accordingly.  

EMBASSY HOUSING AND ENTERTAINING REQUIREMENTS 

33. There are 15 MOD owned houses in the DC/Virginia area, the majority of which are linked to 
specific attaché appointments. The BEET will allocate these properties as per the centrally sourced 
framework to associated posts in accordance with business priorities.  

34. Although many posts throughout the US have an international engagement component, only 
a small number of posts in the US are deemed to have an official ‘at-home entertainment’ 
requirement. Posts with a recognised entertaining requirement are outlined below:  

a. Defence Attaché  

b. Minister Counsellor Defence 

c. Naval Attaché 

d. Military Attaché 

e. Air Attaché 

f. Royal Marines Attaché 

g. Strategic Command Attaché  

h. SBMA CENTCOM 

i. COS SACT 

j. DCom JFC Norfolk 

k. DCG II Corp 

l. DCG 82nd AB Div  

m. DCG 1 AD 

n. Dep Dir Commonwealth Integration (2*) 

35. Whilst the value of SP entertaining at home is recognised and encouraged, it cannot be used 
as a justification to increase accommodation entitlement outside of these recognised posts. Any 
personnel who believe they have a requirement and are not included on the list should provide 
their case to BDSUS COS. 
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OCCUPATION 

36. Maintenance. The responsible landlord should be the first point of contact for all 
maintenance issues. For MOD owned properties contact the BEET. In the event an agreement to 
resolve the issue cannot be reached with the landlord, contact the BEET. Some annual or end of 
term maintenance costs, such as gutter cleaning and replacement HVAC filters, may be claimable 
- see Annex A.  

37. Emergencies.  Emergencies are defined as risk to life or severe threat to property integrity, 
such as issues flooding, electrical hazard, unsafe masonry or trees. Where possible these are to 
be reported to the landlord or BEET (for MOD properties) but emergencies that are outside normal 
hours, and where the landlord cannot be reached, should be notified to the BDSUS Duty Officer. 
Water and power outages should normally be dealt with directly with the utility provider. 

38. Utilities.  Military personnel pay Fuel and Light (F&L) charges iaw JSP464 unless otherwise 
specified (such as COLA and operational packages); however, utilities that are provided to the 
property are the responsibility of the occupier and accounts must be settled direct with the supplier, 
with any costs reclaimed through CPC iaw Annex A.  Utilities are subject to reasonable usage and 
excessive costs will result in a warning and may be liable for an additional personal contribution. 
Where the F&L charge exceeds actual utility costs, the difference may be reclaimed through CPC 
by providing evidence of billing costs.  

39. On-Line Utilities Accounts.  Most property utilities will be in the name of Defence Housing 
(or DHR MOD) and many accounts have linked tax details.  Changes to the account, such as 
establishing on-line payment, will result in changes to other accounts.  Occupants wishing to 
establish on-line accounts must request for the account to be changed into their own name. 

40. Gardens and Tree Surgery.  The maintenance and upkeep of gardens is the sole 
responsibility of the occupant and there is no support provided for oversized gardens in the US. 
Personnel should consider this when self-sourcing their accommodation or informing the BEET of 
their preferences. There is no availability of gardening support for other factors (e.g entertaining/ 
head of household absence) but cases of welfare hardship can be submitted to the BEET. 

FURNITURE 

41. Entitlement.  Properties are furnished by the BEET according to entitlement but the 
inventory provided can be reduced if desired. The exact items provided may differ depending on 
area, but properties will be furnished to a reasonable standard. Where personnel source a 
furnished property, they must advise the BEET as soon as possible to avoid unnecessary delivery 
costs. Furniture entitlement cannot be increased where house size exceeds entitlement.  Also, 
furniture is provided to UK SFA standards which can create the perception of unfurnished space in 
typically larger US properties.  

42. Unwanted Furniture.  Where personnel do not wish to receive a furniture item, the BEET 
will endeavour to assist, but this cannot be guaranteed (due to storage costs). Items that do not fit 
for the sourced property and cannot be reasonably stored may be authorised for disposal. Items 
cannot be returned or changed after delivery due to costs.   

43. White Goods.  Some properties in the US, including some base-housing, may not include 
white goods and these should be negotiated into the lease if possible. Where this is not possible, 
the BEET may authorise self-purchase or arrange delivery of these items.  

44. Gardening Equipment.  Small gardening equipment is included in the Accommodation 
Supplement Grant (see below). Those personnel who require larger equipment (e.g a lawn mower) 
due to garden size may request this if it is not supplied in their furniture pack. 
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45. Military Supplement Grants.  Upon arrival in the US, Service Personnel are provided with 
additional grants summarised below and detailed in SOP 302.  The civilian transfer grant covers 
these items for UKBCs. 

a. Accommodation Supplement Grant (ASG).  The Accommodation Supplement Grant 
is provided for the purchase of essential items required to set up a new home but are not 
provided in the BEET furniture pack, such as curtains and soft furnishings.  

b. Small Electrical Goods Supplement (SEG). The Small Electrical Goods Supplement 
is intended for the purchase of small electrical goods with alternative voltage requirements in 
the US.  

REPAYMENTS 

46. Where personnel are required to make a repayment to the department, this should be done 
via cheque to UK MOD SUB ACCOUNT HMG 16359702 and posted to the Embassy marked 
BDSUS CPC. Payment should be in USD. If personnel require an alternative payment method, the 
BEET should be contacted.  

MID-TOUR MOVES 

47. Personal Reasons.  Most US housing stock is leased on a short-term basis which makes 
breaking leases difficult and costly.  The MOD cannot bear responsibility for such costs, including 
those for any removals, for a move on personal reasons or change of circumstances (e.g family 
size/ promotion). Applications may be submitted for consideration on exceptional welfare or 
negligible MOD cost grounds and authority to move may be granted on a fully funded or personal 
expense basis or may be denied.  

48. Business Reasons.  There may be rare occasions where personnel are directed to move 
mid-tour. This may link to departmental posting requirements or local housing factors (e.g landlord 
not willing to extend the lease or excessive weather damage to a property). Such cases will attract 
a fully funded move. The BDSUS J1 cell will also advise on claimable allowance. In such 
instances, the BEET will also ensure replacement housing is sourced in the same educational 
catchment zone where applicable.  

DEPARTURE 

49. Notification.  Personnel must contact the BEET at least 2 months prior to expected move 
out date to receive advice and arrange the hand back of furniture and property.  For direct sourced 
properties, move-outs are typically conducted. Departure processes may vary by location.  

50. Accommodation on Departure.  To allow for furniture collection and final cleaning, hotel 
accommodation will be provided if required for up to 3 nights prior to departure.  In exceptional 
circumstances, based on business need, this can be extended up to 6 nights (iaw JSP 752) with 
BEET approval. 

51. Move Out Standard.  Personnel are expected to leave their property in a clean and tidy 
condition with no personal items left behind.  Furniture should be cleaned with the BEET notified of 
any damages. Any damage beyond fair wear and tear2 to property or furniture will be the 
responsibility of the occupier.  Soft furnishings and carpets should normally be professionally 
cleaned. For self-sourced properties personnel should adhere to the terms of their lease for which 
they are personally liable. Details on claimable entitlements for cleaning costs (such as carpets 
and soft furnishings) can be found at Annex A. 

 

2 For cases where exceptional circumstances apply (e.g damage occurred not through the fault of the service person), 
this should be made clear in writing to the BEET who will determine if damages should be applied. In the event of 
disputes, a case may be made to COS/DCOS BDSUS. 
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52. Pets.  Many landlords in the US do not allow pets or levy additional charges for pet 
occupancy. Should personnel wish to bring pets to the US or acquire a pet during their tour, they 
must contact the BEET for prior approval as this can affect lease terms. Any additional costs for 
pet occupancy (e.g annual lease fees, pet rents, additional pet security deposits or end of leases 
professional cleaning) must be borne by the occupier. 

CHALLENGE, COMPLAINTS AND FEEDBACK 

53. Issues and Feedback. BDSUS and BEET are committed to providing decent living 
conditions that support operational, personal and family needs with a reasonable balance of value 
and within the spirit of the UK housing offer prescribed in JSP464.  Feedback on allocations, 
standards or issues with properties/landlords can be provided at any time to the relevant Housing 
Officer or Hd BEET. Issues may be escalated as casework if not resolvable at this level. 

54. Casework.  Where working level agreement cannot be reached, a case can be raised 
through Hd BEET for review and a decision by BDSUS COS/DCOS. Such cases will usually be 
staffed through the relevant BDSUS attaché for supporting evidence and a recommendation. There 
is no set template, but personnel should include a short background of their case, make their 
request clear and include any financial implications. 

55. CAAS Challenge.  JSP 464 also sets out a methodology whereby personnel can challenge 
their CAAS banding. Any personnel wishing to make a challenge to their CAAS band should do so 
via the BEET who will review their case in consultation with DIO as the CAAS technical specialists. 
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ANNEX A 

CLAIMABLE ACCOMMODATION ALLOWANCES AND APPROVALS FRAMEWORK (US) 

Claim Amount Claimable Approval Level Notes and Claim Method 

Rent Variable up to Rent 
Ceilings 

BEET Properties must be pre-approved 
using the Property Review 
Questionnaire (PRQ). Late 
payment charges and those for 
returned cheques cannot be 
claimed. Pet rent supplements 
cannot be claimed. 

Security Deposit Variable – max 2 
times the monthly 
rent ceiling less any 
personal 
contribution 
percentage 

BEET Properties must be pre-approved. 
Security Deposits are limited by 
individual State law to no more 
than 2 months rent in most 
instances.  This is a personal 
advance and must be repaid prior 
to departure even if the security 
deposit is not returned. Personnel 
wishing to seek reimbursement for 
unfair deductions from security 
deposits should submit a business 
case to Hd BEET. Additional 
deposits for pets or any amount as 
part of the “top up” option cannot 
be claimed. 

Parking 

 

Variable Self/ BEET via 
Questionnaire 

Should be incorporated into 
monthly rent and come within the 
rent ceiling or within the personal 
contribution.  

Cable/ 
Telecommunications 

 

Not Applicable Self Personal Expense 

Temp 
Accommodation 

Some temp 
accommodation 
arranged are paid 
centrally. Hotels 
either arranged 
centrally or booked 
by service person 
through HRG. HRG 
cap rates apply to 
hotels. 

BEET  

T&S for Arrivals/ 
Departures 

 

Subsistence in 
accordance with 
current rates. 
Different rates apply 
to military and 

BEET approved 
in pre-arrival/ 
departure 
correspondence 

Via CPC/HRMS/JPA as required. 
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Claim Amount Claimable Approval Level Notes and Claim Method 

civilian personnel.  

Gutter Cleaning 

 

Up to twice per year 
if noted in lease as 
a tenant 
responsibility. 

Self-Approved Personnel must obtain three 
quotes and use the contractor that 
represents the best value for 
money for the public purse.  
Claimed back using form 300. 

Chimney Sweeping 
at end of lease 

Variable Self-Approved Annual chimney sweeping is a 
personal responsibility.  End of 
lease costs can be reclaimed if a 
lease responsibility and are 
claimed back using form 300.  
Personnel should obtain three 
quotes and use the contractor that 
represents the best value for 
money. 

Replacement of 
HVAC filters 

Variable Self- Approved Reclaimable using form 300 and 
original receipt. 

Replacement of all 
other filters 

Not reclaimable  Personal expense 

Accommodation 
Supplement Grant 
and Small Electrical 
Goods Supplement 
(Only apply to 
military personnel) 

See SOP 302 for 
full rates 

Self-Approved Receipts must be retained for 3 
years and are subject to audit. 

Utilities 

 

Full costs (within 
reasonable usage 
clause) 

Self-Approved Claimed back using local CPC 
Online Claims. Late payment 
charges and Credit Card charges 
cannot be claimed. 

Carpet cleaning 

 

Variable Self-Approved Only applies if professional 
cleaning of carpets at the end of 
the lease is noted as a tenant 
responsibility in the lease. Can be 
claimed by personnel with pets, 
however specific pet treatments 
cannot. Personnel must obtain 
three quotes and use the 
contractor that represents the best 
value for money.  Claimed back 
via CPC after the carpet cleaning 
has been completed. 

Upholstery Cleaning 

 

$300 contribution 
for personnel in 1 
and 2 bedroom 
accommodation  

$400 contribution 

BEET Approved 
and directed.  
Cleaning may 
not always be 
required. 

BEET may centrally arrange 
upholstery cleaning if required or 
direct personnel to arrange 
depending on location. Personnel 
must obtain three quotes and use 
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Claim Amount Claimable Approval Level Notes and Claim Method 

for all other 
personnel 

the contractor that represents the 
best value for money.  Claimed 
back via CPC after the carpet 
cleaning has been completed. 
Personnel with pets must have all 
upholstery de flea and tick treated 
at their own expense prior to 
departure. 

White Goods and 
Large Gardening 
Equip 
(Washer/Dryer, 
Microwave, Fridge 
Freezer, Mower) 

 

Variable (Actuals up 
to a Cap) 

BEET Approved Claimable cap advised at time of 
authorisation. 

Young Children 
Items (Stairgate, 
highchair, playpen 
and crib) 

 

 

Variable 

 

BEET Approved May be provided or authorised for 
purchase. BEET will advise. 

Mould or water 
damage 

Not Claimable  Failure to notice or report water or 
turn off outside taps in the winter is 
considered to be tenant neglect, 
this is a personal responsibility. 

Realtor Fees Not Claimable  Realtors are paid commission by 
the property owner for finding a 
tenant.  Personnel should not 
enter into a contract with a realtor 
that results in additional fees as 
these would be a personal 
expense. 

HOA (Home Owner 
Association) Fees 

Not Claimable  Landlord Responsibility 

Charges for missed 
contractor 
appointments 

Not Claimable  Personal  responsibility 

Renter’s Insurance Not Claimable  Personal expense even if a 
requirement of the lease. 

Blocked drains and 
toilets 

Not Claimable  Personal expense 

Contribution to Variable Self-Approved. Reclaimable using form 922 if 
stated in lease as a tenant 
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Claim Amount Claimable Approval Level Notes and Claim Method 

maintenance 

 

BEET advised. obligation.  Lease will confirm the 
tenant contribution per 
maintenance call out. 

 

Fees charged for 
visitors and guests 

 

Not Claimable  Personal expense 

Emergency 
Accommodation 

 

 

Variable Duty Officer 
(out of hours), 
BEET (work 
hours) 

Will be approved in the event of 
flooding, natural disaster, or safety 
issue. 

Loss of Air Conditioning in 
summer is not considered to be an 
emergency and temporary 
accommodation at public expense 
will not necessarily be authorised 
in such circumstances. 

Pest Control 

 

 Self-Approval Personnel should use off the shelf 
methods in the first instance and 
claim back using Form 300.  
Where this is not successful 
personnel are authorised to 
employ the services of a Pest 
Control Expert.  Personnel should 
obtain three quotes and use the 
contractor that represents the best 
value for money.  It is not possible 
to seek reimbursement for 
mosquito control or for termite, fire 
ant or carpenter ants as these 
cause structural damage and are 
considered to be a landlord 
responsibility. 

 


