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APPLY APPLICATION

Member 
Contact 

Housing (Hsg)

Member 
has 

Orders

Wait until 
member has 

orders

Hsg 
Briefing

Complete

Member/Sponsor  
schedule briefing

Required Documents 
 USAF – Hsg App, Accompanied Orders, & Sex Offender 

Disclosure
 USA – Hsg App, Accompanied Orders, & Sex Offender Disclosure
 USMC –Hsg App, Accompanied Basic Orders,

Original Orders, Approved Area Clearance, & Sex Offender 
Disclosure

 USN – Hsg App, Accompanied Orders, Approved DEA, & Sex 
Offender Disclosure

• Flight itinerary
 Required if dependents are delayed more than 30 days
 Unit cannot be offered with out flight confirmation

Hsg
Counselor offer 3 
units if inventory 

permits

Member picks up 
keys for unit 

viewing

Member send Hsg 
choice within 24 
hours via email

Process 
Complete

Customer Service 
schedule 

appointment 
(VIRTUAL)

Can 
Member 
e-sign

Hsg 
schedule  
face to 
face

Hsg sends 
acceptance docs 

Process 
Cannot 

continue

Key pick and 
move in 

inspection date 
provided

Member digitally 
signs acceptance 

docs

Member picks up 
keys on 

scheduled date 
and time

Family 
move in

No
Yes

No
Yes

No

Yes

No

Yes

Hsg processes 
advance application

(eMH input)

Move-in 
inspection 

completed by both 
Hsg & Member

Member digitally 
signs & returns 

acceptance
Hsg Counselor 

adds Member to 
Waitlist

Units 
Available

Off Base 
Authorization

Yes

No
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Off Base 

Authorization
Approved Via 

CC/OIC

Member 
attend 
Hsg 

Briefing

No

Yes

Lease Validation
Yes

No

Member/Sponsor  
schedule briefing

Member Searches for 
Off Base Unit

Draft 
Lease 

provided 
with no 
errors

Process 
Cannot 

continue
OHA Appointment

Unit on 
Homes.

mil?

No

Yes

Process 
Cannot 

continue

Process 
Complete

Can 
Member 
e-sign

Hsg 
schedule  
face to 
face

Process 
Cannot 

continue

Member signs 
OHA doc

No

Yes

No

Yes

Member digitally 
signs & returns 

OHA doc to Hsg

OHA forms provided 
to Branch Finance

Off Base Authorization


