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SECTION 1:   AUTHORITY
1.1
The Indiana Department of Administration (IDOA) will be the final authority in all matters pertaining to the management, maintenance, and use of all state-owned housing facilities.

1.2
The IDOA may, at its discretion, delegate the administration and property management functions to an agency, a qualified, independent property management firm, or any other similar agent.  In the event of a dispute between or among any of the signatories to a lease or the designees, including an agency or an institution, the dispute will be resolved by the Commissioner of IDOA, whose decision will be final and binding upon all parties to the lease.

SECTION 2:
DELEGATED RESPONSIBILITIES
2.1 Delegation

2.1
The IDOA has chosen to delegate certain management functions under this policy, to the agencies responsible for the administration of the facility (Agency) where the housing is located. The areas of delegation are as follows:

2.1
(a)
Maintenance, upkeep and repair of housing units that are in use in a manner

suitable for habitation and in compliance with all state and local housing codes.

2.1       (b)
Assignment of housing to employees that meet the requirements under section 3

of this policy.

2.1       (c)
Maintain on file, active leases between the Agency and the Tenant Employee.

2.1
(d)
Establish rental rates and collect all rents in accordance with Section 5 of this                                policy.

2.1       (e)
On July 1st of each year the Agency is to deliver a report to the IDOA that
                              contains the following:

(1)
An inventory of all housing units under the authority of the facility.  (They are to be recorded by unit number and/or address.)

(2)
A statement of use for each housing unit.  (If rented this statement of use would be the Tenants name and classification.)

(3)       For those units that are being rented, state the monthly rental rate.

(4)       Justification (based on this policy) for each Employee placement.

SECTION 3:   CRITERIA FOR OCCUPANCY AND USE OF STATE-OWNED HOUSING
State owned housing may be approved where one of the following exists:

3.1
Security Needs:
3.1

State-owned housing may be approved in cases where a safety concern is present as the result of a facility's security classification (i.e., super maximum, maximum, etc.), size of facility and/or remoteness of location or for the protection of the property and its natural resources.

3.2
Physical Plant Demands:
3.2
(a)
State-owned housing may be approved in cases where it has been established that certain maintenance staffs are required to be in close proximity and on 24-hour call to respond to the emergency needs of the physical plant.

3.2
(b)
State-owned housing may be approved in cases where manually controlled energy systems are essential to the daily operations of the physical plant.

3.3
General Health and Well-Being:
State-owned housing may be approved in cases where the position requires that the person be available for the general health and well-being of those who are being served by the institution or facility.

3.4
Site Location:
State-owned housing may be approved in cases where the nearest affordable housing is greater than 25 miles or 45 minutes away from the site and when the position requires that the person be available for security, general health and well-being or physical plant emergencies.

3.5
Housing as Job Incentive:
(a) State-owned housing may be approved in cases where a position has proven to be chronically difficult to fill and maintain (when the position has been vacant for at least six months).

(b) Temporary housing may be approved to aid the State in relocating a needed employee.  Time for relocation should be limited to 6 months, but may be reviewed on a month to month basis thereafter.

3.6
General Restrictions:
3.6
(a)
State-owned housing facilities shall be occupied by state employees whose job requirements qualify them under the requirements cited in Section 3.  (This would also include the employee's immediate family or legal dependents.)

3.6
(b)
State-owned housing facilities shall not be used for the purposes of conducting any illegal activities, including but not limited to:

(1)
The sale or distribution of narcotic drugs or other controlled substances.

(2)
The sale or distribution of alcoholic beverages.

(3)
Gaming or gambling.

(4)
The harboring of fugitives.

Occupants must follow all local, state, and federal laws and rules.

3.6
(c)
State-owned housing facilities shall not be used for the purposes of conducting business or any other profit-making activities without the prior written approval of the Agency.

3.7
Existing Tenants:
The agency shall review its needs to determine the need for employees to reside in state-owned housing, based on the criteria set forth in Section 3 of this policy.

Subject to IDOA approval, an employee occupying state-owned housing as of the effective date of this uniform policy, may continue to lease housing at the rental rate in effect on that date until such time as new uniform pricing would take effect.
SECTION 4:   LEASE AGREEMENTS
4.1
All employees who qualify to reside in state-owned housing must enter into a lease agreement with the state.

4.2 The leasehold created by any lease agreement entered into by an employee and the state is for the convenience of the State of Indiana and in the event it no longer benefits the State to house employees in close proximity to a facility, leases will be terminated within thirty days or the employee shall have the option to continue to lease at a market rate that will be determined by the IDOA.

4.3
All parties shall use the lease form provided by IDOA (See Attachment A).  All


blanks in the lease form must be filled in.  No deletions or changes may be made to the


lease provisions, unless approved by IDOA.

SECTION 5:   RENTAL RATES AND RENT COLLECTIONS
5.1 Rental Rates

5.1
The agencies will be responsible to establish a fair rental rate for each unit, using the formulary that is attached to this policy as Attachment B.

5.2
Rent Collections:
5.2
(a)
Unless otherwise directed by IDOA, it shall be the responsibility of the agency to ensure the execution of all documents necessary to effectuate the collection of the rents on any and all occupied state-owned housing facilities under its custody.

5.2
(b)
All rent payments shall be made through bi-weekly payroll deductions as authorized through properly executed AS-47 forms or other paperwork necessary for a valid payroll deduction.

5.3
Exception:
Upon request of the agency, IDOA may consider exceptions to the rental charge for an employee who is required, as a condition of employment with the agency, to reside in state-owned housing.
SECTION 6:   ADMINISTRATION OF STATE-OWNED HOUSING FACILITIES
In the event of a dispute IDOA shall be the final authority in all matters pertaining to state-owned property that is furnished for or contained within state-owned housing units.

6.1
Equipment Inventories:
6.1
(a)
It shall be the responsibility of the agency to maintain a current and accurate inventory of the state-owned furnishings, fixtures, equipment, appliances, and other non-affixed state-owned properties that are kept in each of the state-owned housing facilities under its custody.

6.1
(b)
IDOA reserves the right to request, at any reasonable time, copies or facsimiles of the inventory list(s) for any given state-owned housing facility.

6.1
(c)
IDOA reserves the right to view and inspect, at any reasonable time, any and all state-owned furnishings, fixtures, equipment, appliances, and other non-affixed state-owned properties that are kept within state-owned housing facilities.

SECTION 7:   EFFECTIVE DATE
7.1
Effective Date:
This policy shall be in effect as of October 1, 2001, and shall continue until such time that it is either amended, suspended, or terminated by IDOA.

____________________________

Jessica Robertson, Commissioner

Indiana Department of Administration

Date:________________________
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