POLICIES FOR FMO MANNHEIM CUSTOMERS

RANK/NAME:_____________________________________________ DATE:____________________

SSN:___________________ TEL. WORK:______________________ HOME:___________________

ADDRESS:________________________________________________ CITY:_____________________

CUSTOMERS READ AND INITIAL

SUBJECT
INITIAL

FURNITURE:     Deliveries  (Issues)       will be from 0730 to 1200 hours daily

                              Pick-ups    (Turn-ins)  will be from 1200 to 1600 hours daily  


APPLIANCES:   Deliveries  (Issues)       will be from 0800 to 1300 hours daily

                              Pick-ups    (Turn-ins)  will be from 1200 to 1800 hours daily


ONLY FURNITURE THAT HAS BEEN SCHEDULED BY YOU WILL BE PICKED UP.

EXAMPLE:  You schedule a dining table to be picked up. When the contractor comes to pick-up the dining table, you want to add dining chairs, the contractor will not pick-up any additional items that have not be previously scheduled and on the turn-in paperwork.

This policy may sometimes conflict with personal preferences but the contractor only has so much room on the truck. Therefore, request your cooperation to schedule all items to be picked up during your furniture interview.


FURNITURE CONDITION: Trained furniture inspectors will inspect furniture and only useable/serviceable furniture will be issued to authorized/eligible customers. 

Unfortunately, the furniture that is useable/serviceable may not be cosmetically acceptable to all personnel.  Furniture polish like Old English can be used to wax and cover small scratches making the furniture more acceptable.

Broken or missing knobs, handles, and screws, etc. will be available at the FMO Heidelberg.


FURNITURE CLEANING INSTRUCTIONS: The FMO Heidelberg is no longer able to clean furniture turned in by customers. Therefore, customers are required to clean all furniture before being picked up by FMO Heidelberg contractor.  The contractor is NOT responsible for cleaning or emptying out dresser drawers, which is the responsibility of customers. Your furniture should be clean enough that you would not mind having it returned to you.

- Furniture can be cleaned with warm sudsy water.

- Dry furniture with lint free rag.

- Furniture polishes like Old English can be used to wax furniture/ buff out small scratches.

- Do not use sharp objects like knives to get substances, i.e. candle wax of the furniture.

Furniture not cleaned or drawers that have not been emptied will not be picked up by FMO Heidelberg contractor.


GUIDELINES FOR ACCEPTING GOVERNMENT FURNISHINGS SUPPORT:

- I understand that I am responsible for all damage or loss of Government property.


- I understand that I can be held liable for damage or loss of Government property. 


- My authorized representative or I will be available on scheduled delivery/pick-up date.


SUBJECT
INITIAL

- Immediate family member, spouse, may sign for FMO Heidelberg property.


- When arranging for another person to act on my behalf, they must have a power of 

   attorney.           


- Transfer of furniture or appliances from government controlled quarters to another

   occupant or relocating government furniture is not authorized.


- In private rental quarters relocation of Government property is authorized providing      

  customer processes through FMO Heidelberg.


- Excess furniture will not be stored in basement, attic, garages, or maidsroom areas.


- Arrangement for excess furniture turn-in will be coordinated through servicing Customer

   Service Office.


WAYS TO INSURE A SUCCESSFUL DELIVERY/PICK-UP OF CFMO FURNITURE


 1.  Be at home; don’t leave for any reason until delivery/pick-up of furniture has been 

      completed.


 2.  Make certain that your doorbell works. The contractor is not required to go in and

      knock on customer doors.


 3.  Make certain that your name is on the mailbox. The contractor cannot deliver/pick-up if

      they cannot find your house/apartment.


4. Should the inbound transportation official offer you the delivery of your HHG shipment and 

you have Government furniture in your quarters that need to be picked-up, please make sure 

      you allow at least three (3) working days to schedule the pick-up date with a Customer 

      Service Representative.  


 5.  Don’t schedule your Government furniture turn-in/issue on the same day that you

      request the delivery/pick-up of household goods.


 6.  If the contractor doesn’t show up by the required time call the Customer Service

      Representative.  This will allow time to track your delivery/pick-up of furniture and

      Resolve any problems in a timely manner. 

In Heidelberg call:  DSN 385-3754/3276, CIV:  0621-730-3754/3276.


I have read and understand the above listed policies and guidelines.

_______________________________________          ___________________________

          Customer Signature                                         Date

_______________________________________          ___________________________

         FMO Clerk Signature                                         Date

