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ANNEX D - INFORMATION ON CERTIFICATES OF NONAVAILABILITY FOR BACHELOR QUARTERS.	
					 
1.  Information in ANNEX D applies ONLY to single Soldiers in the rank of SGT or below.  Such Soldiers are required to reside in the barracks unless a CNA, ETP, or other authorization permits them to live off-post.  SSG or above are automatically entitled BAH and are required to reside off post.  

a. In accordance with (IAW) AR 420-1, Chapter 3-18, the Installation must be at 95% occupancy or higher prior to sending Soldiers off post with a Certificate of Non Availability (CNA).  However, Fort Hood issues CNAs based on the barracks utilization at the Brigade level. 

b. This Annex provides guidance and clarification for leaders to determine if a CNA request is within policy requirements and also instructions to submit the request.  

2.  A Soldier who is divorced with partial custody of his/her child(ren):

a. Once divorced, only a Soldier court-ordered to have six continuous months of child custody is entitled to BAH at the “without dependent” rate.   BAH is not authorized for Soldiers who only retain visitation rights unless there is a proven hardship or need (e.g., medical equipment needed for the child).  The request for CNA will be forwarded to the Garrison Commander as an Exception to Policy (ETP).  

b.  A divorced Soldier still in a lease is not automatically authorized for BAH.    Such Soldier must still submit an  ETP request through his/her unit to continue to reside off post.  ETP requests should detail any proven hardship or need for the Garrison Commander’s consideration.  

3.  A dual military couple (no children)  may receive BAH only if both Soldiers/spouses are stationed at Fort Hood.      

4.  For a dual military couple with children, only the Soldier/spouse maintaining physical custody of the children will receive BAH at the “with dependent” rate.   At Fort Hood, the non-custodial Soldier/spouse will reside in the barracks unless a CNA or ETP is authorized.  

5.  BAH is not authorized for a Soldier just based on excess household goods.  There must be a proven hardship or need for approval of BAH.  An ETP for BAH will be forwarded to the Garrison Commander with a command recommendation.

6.  Pregnant Soldiers are not entitled BAH until the 28th week of the pregnancy (see FH Reg 600-24).  Unless there is a proven hardship or need 
(Physician’s recommendation), the request for CNA will be forwarded as an ETP with a command recommendation.


7.  IAW AR 420-1, the Garrison Commander is the approving authority to allow a Soldier to receive a CNA for an off post move.  The approval authority has been delegated to the Director, DPW, with appeal authority to the Garrison Commander.  A Brigade Commander or equivalent’s signature on the CNA or ETP packet request does not signify that the CNA or ETP has been approved.  For questions about the CNA or ETP process, please call (254) 553-3678 or come by the FSBP Office located at Building 49017 on Santa Fe Street.

8.  CNA processing procedures when the Brigade is at or above 95% occupancy.

a. Unit 1SG, CDR or CFS will  identify Soldier/Soldiers to move off post .  Do not move Soldier off post into a lease until a CNA has been approved.

b. The Single Soldiers Packet/CNA Packet is completed at company level and forwarded through unit channels for the Brigade Commander’s signature with Assumption of Command orders if applicable.  The CNA Packet must include:
Brigade Commander’s Memorandum, DA 4187, DA 5960, intent to lease from property manager and a POC to answer any questions.  (Unit may require other documents.  However, the FSBP Office only needs these five documents.  Please do not include any other papers or documents with packet and do not staple).

c.  It is important that the packet be completed promptly, particularly for Soldiers already living off post in a lease but stopped receiving BAH because of change in marital status or child custody.  If the CNA packet is received at the FSBP Office, Building 49017 and the Brigade occupancy rate has fallen below 95%, the packet will be sent forward as an ETP with a recommendation.  To avoid the need for an ETP which requires direct Garrison Commander approval, the unit may contact the FSBP Office when the Brigade reaches 95% occupancy to coordinate a by-name approval, while the CNA packet is being prepared.

d. The unit S1 brings the packet to the FSBP Office.  The CNA Manager will verify the unit is at or above 95% occupancy and give approval for the Soldier to clear his/her barracks room.  It is important the Soldier clears his/her room promptly because once the CNA has been approved the BAH effective date will be when the Soldier clears the room.  Also, if unit is expecting a large influx of Soldiers, this will prevent a room shortage for the unit.

e. When the barracks room has been cleared, the packet will be processed and the CNA will be issued.  Generally, the CNA will be issued within 24 - 48 hours and the unit S1 will be contacted to pick up the packet and take it to Finance. 




9.  Soldiers are required to update their Finance records as soon as  they get divorced or their rights to child custody have changed to determine whether they will continue to receive BAH.  If such a change stops a Soldier’s BAH, but he/she desires to continue to live off post, e.g., an on-going lease, the command and the Soldier should promptly submit the ETP packet.  This would  preclude undue financial hardship on the Soldier.    If a Soldier fails to promptly notify Finance of the changes, the Soldier must re-pay any BAH he/she was not entitled.  Such re-payment amount will increase exponentially each month the Soldier fails to notify Finance.    

10.  ETP processing procedures when the Brigade is below 95% occupancy.

a. Do not move Soldiers off post into a lease at this time until an ETP has been approved.  

      b. The Single Soldiers Packet/ETP Packet is completed by company and forwarded through unit channels for the Brigade Commander Signature with assumption of command orders if applicable.  The ETP Packet will include: Brigade Commander’s Memorandum, DA 4187, DA 5960, intent to lease from property manager, proof of hardship or need (e.g. divorce or custody decree, physician’s recommendation, etc.), and a POC to answer any questions.  (Unit may require other documents.  However, the FSBP Office only needs the six documents above.  Please do not include any other papers or documents with packet and do not staple).  It is important that the packet be completed promptly.  This will ensure that a Soldier does not incur additional financial hardships if Soldier is already residing off post.

c. The unit S1 will bring packet to the FSBP Office for Garrison Commander determination.  If the request is approved, a CNA will be issued generally within two to five working days.  The unit S1 will be contacted to pick up the packet and take it to finance.  If the request is disapproved, the unit will be notified of the disapproval.

11.  CNA APPEAL PROCESS.
a. CNA appeals are forwarded to the Garrison Commander for determination.  

      b. The Single Soldiers Packet/CNA Appeal is completed at the company level and forwarded through unit channels for the Brigade Commander’s Signature with Assumption of Command orders if applicable.  The CNA appeal packet must include:  Brigade Commander Memorandum of Appeal, supporting documents to support the appeal (e.g., divorce or custody decree, physician’s recommendation, etc.), A 4187, 
DA 5960, lease or intent to lease from property manager and a POC to answer any questions.  (Unit may require other documents.  However, the FSBP Office only needs the six documents above.  Please do not include any other papers or documents with packet and do not staple).

     
c. It is important the packet be completed promptly.  This will ensure that a Soldier does not incur additional financial hardships if Soldier is already residing off post.

d. The unit S1 will bring appeal packet to the FSBP Office.  The CNA Manager will process the appeal request through Housing, DPW to the Garrison Commander.  If the request is approved, a CNA will be issued within five to ten working days, the unit S1 will be contacted to pick up the packet and take it to finance.  If the request is disapproved, the unit S1 will be notified of the disapproval. 
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