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WELCOME TO GROUND SUPPLY SCHOOL UH BUILDING(S) M457&M458 

Dear Student, 

Welcome to the Ground Supply School (GSS) family! We’re thrilled to have you join us and are committed to 

making your experience here positive, comfortable, and enjoyable. Here’s a quick guide to help you settle in: 

MEET YOUR BUILDING MANAGEMENT TEAM  

Our team is here to assist you with anything you may need. From maintenance requests to resident events and 

beyond, we’re just a call or email away. We strive to maintain a high standard of living for all residents and ensure 

our community feels like home. 

AMENETIES AND SERVICES 

As a GSS student, you’ll have access to a variety of amenities, including in-room appliances, laundry facilities, 

lounges and other common areas. Each of these will be maintained for your convenience during your stay. Keep an 

eye out for regular updates on events, building news, and maintenance schedules.  

RESIDENT QSRmax PORTAL AND MAINTENANCE REQUESTS 

Should you need to submit a maintenance request, please use the nearest QSRmax QR code to submit your tickets. 

Maintenance requests are typically addressed within 24 hours for emergencies, with routine maintenance 

requests being actioned as the maintenance contracts are available (first to report, first to repair). Your ISN 

building Manager is here to assist with any safety, health or welfare issues in your building! Support is a call or 

email away.  

 

Once again, welcome to the GSS family! We are excited to have you here and look forward to getting to know you. 

Please don’t hesitate to contact us with any questions or concerns. Here’s to a wonderful experience during your 

stay with us! 

Warmest Regards, 

 Raquel Bodkins 

 

 

 

 

 

 

 



TENANT RESPONSIBILITIES 

Resident responsibilities can be compared to those of a prudent apartment dweller in the civilian community. They 

include: 

(1) Conserving Utilities.  

a. Keeping windows closed to prevent hot/cold air escaping building. 

b. Keeping ventilation points unrestricted and uncovered. 

c. Defrosting freezers to prevent unit damages. 

d. Lights being turned off when unit is unoccupied. 

e. Room Key turn-in at checkout. 

(2) Maintenance/Repairs. 

a. Promptly report and item in need of repair to building manager. 

i. Direct report (face to face, phone call, email) 

ii. QSRmax account/submittal. 

b. Carelessness or neglect. 

i. Appropriate damage and replacement charges may be levied against tenant. 

ii. Vandalism criteria. 

c. Preventative Maintenance 

i. Routine cleaning/ cleanliness of property while in tenant possession prevents; 

1. Mold/mildew. 

2. Pest issues (bedbugs, roaches). 

3. Other industrial hygiene issues. 

ii. Appliance cleanliness is the responsibility of the tenant. 

1. If through inspection, appliances are found to be damaged or non-operational 

due to neglect or lack of proper cleanliness/care, the tenant may be financially 

responsible.  

2. Tenants WILL unplug and defrost their freezers once per calendar month. 

(3) Quiet Hours/curfew. During quiet hours, noise should not be heard outside of rooms. 

a. During the work week GSS observes quiet hours from 2200 until reveille the next morning.  

b. During a weekend or holiday GSS observes quiet hours from 2359 until reveille the next morning. 

(4) Visitor Policy. 

a. It is tenant responsibility to know and ensure protocol is adhered to. 

(5) Lockouts. 

a. Tenant will coordinate access to their rooms with their command afterhours. 

(6) Pest Control. 

a. Strict housekeeping practices. 

i. Daily SEVEN & Morning cleanup. 

ii. Field day. 

iii. Inspections. 

(7) Elimination of Fire Hazards. 

a. No daisy chaining of power cords/overloading outlets. 

b. No combustibles or ammunition. 

c. No grills/open flames. 



PROHIBITED/RESTRICTIONS 

MCIEAST-MCB CAMLEJO 11320.1 prohibits the presence of the following items in UH/BEQ living spaces: 

(1) Air conditioners 

a. Related electric appliances. 

(2) Space heaters 

a. Related electric appliances. 

b. Any appliance with exposed electrical coil/cooking surface. 

(3) Pets 

a. No pets will be kept in UH/BEQ facilities. 

(4) Illegal drugs 

a. Zero tolerance policy. 

(5) Alcohol 

a. No alcohol is permitted in the barracks. 

(6) Government furniture 

a. No furniture will be removed from assigned quarters. 

b. Personal furniture may be added; with prior approval from command required. 

(7) Parking 

a. Entry-level students are not permitted to utilize a Privately Owned Vehicle (POV) 

b. NCO and SNCO students will park in the first row away from the curbed area. 

c. Automotive repairs. 

i. No vehicle repairs permitted in parking areas of UH/BEQ. 

(8) Telephone/Cable/Internet. 

a. Due to the quick turnaround of personnel and free WIFI provided by MCCSSS no private vendor 

contracts are authorized by GSS for their students. 

(9) Décor. 

a. Personal decorations to improve the interior are permitted UNLESS the item: 

i. Displays offensive material such as; 

1. Extremist groups. 

2. Drug use. 

3. Pornographic material. 

ii. Obstructs visibility, paths, or access to doors/windows. 

b. All posters/pictures will only be hung in non-destructive manner. 

(10) Storage. 

a. Excess household goods are not to be stored in UH/BEQ due to limited space. 

(11) Sexual Activity. 

a. Any sexual activity in the UH/BEQ spaces/facilities is PROHIBITED. 

(12) Vandalism. 

a. Any damages to property in UH/BEQ buildings that is not a result of EMERGENCY situations will 

result in vandalism charges. 

i. Example: Kicking in a door because you are locked out/locked in does NOT constitute an 

emergency and you will be held accountable. 

 



ROOM ENTRY AND INSPECTIONS 

(1) Entry of units. 

a. All entries are made by authorized personnel who will ensure rooms are properly secured upon 

completion of work/inspection. 

i. Fire & safety inspections. 

ii. Insect/pest inspections. 

iii. Emergent repairs. 

iv. Housekeeping inspections. 

v. Furniture inventories/inspections. 

 

BUILDING (UH) MANAGER RESPONSIBILITIES 

UH Manager responsibilities for both Installation (Civilian) UH Managers and/or Unit (Military) UH Managers, shall 

include: 

(1) Coordinate with unit regarding all in-bound and out-bound personnel with at minimum: 

a. Room assignments. 

b. Furnishings accountability. 

c. Damage statements. 

d. Maintenance/repair requirements. 

(2) Maintain eMH data and prepare/report a weekly utilization report. 

(3) Record and track all maintenance/repair requirements. 

a. QSRmax 

i. Ensure all residents have QSRmax profile. 

ii. Scrub queue daily for QSR tickets from residents. 

b. MAXIMO 

i. Scrub MAXIMO daily to ensure maintenance cycle is progressing. 

ii. Create MAXIMO tickets as required. 

(4) Provide new Residents/Tenants the following: 

a. Check-in briefing (welcome aboard). 

b. Room inspection form/Check-in form. 

c. Linens. 

d. Room Key issue (at completion of check-in requirements). 

(5) Provide current Residents/Tenants the following: 

a. Daily inspections 

i. High traffic areas/locations. 

ii. Surrounding area of UH/BEQ. 

iii. As required room/building inspections. 

b. Weekly inspections 

i. All common areas. (Laundry rooms, lounges, smoke/bbq pits). 

ii. Systematic building/floor/wing inspections (room entries conducted). 

iii. ALL vacant UH rooms to ensure: 



1. No UNAUTHORIZED inhabitants. 

2. Pilferage of furniture. 

3. Maintenance/ repair issues. 

4. Malicious damages to interior/exterior areas. 

iv. Record/report any maintenance/ repair requirements. 

c. Monthly inspections 

i. Fire extinguisher checks. 

ii. Elevator checks. 

(6) Provide outgoing Residents/Tenants the following: 

a. Check-out briefing (notice to vacate timeline). 

b. Room inspection form/Check-out form. 

c. Dirty linen drop location. 

d. Room key return/recovery (upon vacating room). 

CONDUCT WITHIN THE UH/BEQ 

(1) Building (UH) Manager is not responsible for UCMJ/NJP related reporting. 

a. Any general activities or concerns will be reported to tenant command by building number. 

b. Immediate safety concerns will be reported to tenant command by building number/room 

number/tenant name(s). 

i. Weapons/explosives/hazardous chemicals. 

ii. Sexual activity. 

(2) Building (UH) Manager is not responsible for field day conduct or inspection. 

a. No ‘white glove’ inspections. 

(3) Building (UH) Manager will not engage in afterhours activities with resident/student personnel. 

(4) Building (UH) Manager is not responsible for afterhours/visiting hours access or supervision. 

 

 



  

RANK:

MOS: BLDG#: RM#:

AREA INSPECTED

ENTRY WAY CHECK IN CHECK OUT

DOOR

PEEPHOLE

PLACECARD/RM#

KNOB

LOCK

DOORSTOP

HYDRAULIC ARM

LIGHTS

CLOSETS CHECK IN CHECK OUT

DOORS

SHELVES

RODS

LIGHTS

KITCHEN CHECK IN CHECK OUT

CABINETS

DRAWERS

LIGHT

FAUCET/WATER

SINK/DRAIN

OUTLET(S)

MIRRORS

RODS

BATHROOM CHECK IN CHECK OUT

LIGHT

EXHAUST FAN

TOILET

TP HOLDER

RODS

CURTAIN

SHOWER/WATER

DRAIN

APPLIANCES CHECK IN CHECK OUT

MICROWAVE

FRIDGE

BEDROOM CHECK IN CHECK OUT

BED 

MATTRESS

DESK

DRESSER

NIGHTSTAND

CHAIR

LIGHT FAN

MISCELLANEOUS CHECK IN CHECK OUT

WINDOWS

FLOORS

ETC.

MICROWAVE SERIAL NUMBER:

FRIDGE SERIAL NUMBER:

GSS ISN BUILDING MANAGERS CHECK-IN/CHECK-OUT BARRACKS ROOM INSPECTION SHEET

NOTES/DISCREPANCIES

FIRST NAME:LAST NAME: 

DATE:EDIPI:



CHECK OUT PROCEDURES 

(1) Coordinate check-out inspection 1 week prior to check-out date/graduation date. 

a. Notify your instructor/Platoon Sergeant/Company GySgt to schedule. 

(2) Conduct walkthrough and check-out inspection with Building Manager (0700-1600). For checkouts 

occurring afterhours, SNCOIC/SDO will be responsible for inspecting rooms prior to key turn-in. 

a. Validate room cleanliness. 

b. Validate appliance operability. 

c. Validate running water/drainage of shower, toilet and sink. 

d. Validate light operability. 

e. Validate ceiling fan operability. 

f. Validate window opens and closes. 

g. Validate closets/storage are free of personal effects. 

h. Validate tenant key is for room being inspected. 

i. Validate linens have been turned in to drop location. 

j. Remove your name and information from the placard. 

(3) Post VACANT ROOM placard in its place. 

a. If both bed spaces are vacant when you move out. 

b. If a roommate is remaining behind, remove your name from placard!!! 

(4) Bring check-out inspection sheet to Building Managers office and turn in. 

(5) Turnover key to Building Manager once all the above has been completed. 

a. Do NOT leave the key with anyone other than the Building Manager or BEQ Manager (0700-

1600). Unless you are vacating the room afterhours, then turn it in with your SNCOIC/SDO. 

b. In the event you are vacating outside of normal working hours, the OOD/SDO may retain the key 

and log your vacancy of the room AFTER they confirm the above has been completed. 

NOTICE 

**Any damages, missing FF&E, or personal items/trash left behind WILL be entered into your profile on eMH and 

tracked during your residency in ANY barracks on ANY installation. 

**Leaving/vacating residence WITHOUT checking out or turning in key will result in both the losing and gaining 

commands being notified with your information. 

**Rooms with multiple occupants will require one check-out inspection sheet per occupant. You may NOT utilize a 

roommates check-out sheet for your own record. 

**Any rooms cleared by SNCOIC/SDO which are not cleaned and free of trash will be that sections responsibility to 

ensure the room is returned to a ready state for the next tenant. 

 

  



CHECK IN PROCEDURES 

(1) Validate eMH profile with Building Manager. 

a. EDIPI 

b. LAST NAME, FIRST NAME, MI 

c. MISSION TYPE VALIDATION (PERMANENT PERSONNEL/STUDENT) 

d. DUTY STATIONS (SOME COMMANDS LIVE IN ANOTHER COMMANDS BUILDING) 

e. EXPCETED DEPARTURE DATE (GRADUATION DATE/PCS) 

(2) Receive check-in paperwork from Building Manager. 

a. Welcome to ISN letter. 

b. Tenant responsibilities. 

c. Building Manager responsibilities.  

d. Check-in/out inspection sheet. 

e. Check-in procedures list. 

(3) Inspect your room. 

a. Fill out inspection checklist for checking in or out depending on status. 

i. Annotate all discrepancies in room on form. 

b. Return inspection sheet to building manager for filing. 

(4) Receipt for room Key and Linen. 

a. If key is lost you will be held accountable!  

(5) Remove VACANT ROOM placard from your doorway. 

(6) Post ROOM PLACARD in your doorway. 

a. Rank 

b. Name 

c. School/Section/Class 

d. Grad date/Exp departure date 

(7) Confirm your room location with class leadership/instructor for morning report. 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 



DIRECTORY 

 

Camp Johnson – Chow Hall  

Mainline Meal Hours 

Weekdays 

Breakfast: 0500-0830 

Lunch: 1100-1315 

Dinner: 1600-1800 

Weekends 

Breakfast: 0630-0800 

Lunch: 1130-1300 

Dinner: 1630-1800 

Snackline Hours 

Breakfast: 0500-0830 

Lunch: 1100-1315 

Dinner: 1600-1800 

Breakfast: 0630-0800 

Lunch: 1130-1300 

Dinner: 1630-1800 

 

Camp Johnson – Marine Mart  

Address: Bldg. M19-Montford Landing Rd. 

Camp Johnson, NC 28543 

Phone Number: 910-450-0046 

 

Camp Johnson – Barber Shop 

Address: 19 Montford Landing Rd. 

Camp Johnson, NC 28543 

Phone Number: 910-450-0753 

Hours:  

Sunday: 10AM – 6PM 

Monday thru Friday: 8AM – 4PM 

Saturday: 10AM-4PM 

 

Camp Johnson – Fitness Center 

Address: Bldg. M-168 Main Service Rd. 

Camp Johnson, NC 28543 

Phone Number: 910-450-1250 

Hours:  

Sunday: 10AM – 4PM  

Monday: 5AM – 5PM  

Tuesday thru Friday: 5AM – 8PM 

Saturday: 8AM – 4PM  

Camp Johnson – Library 

Address: Bldg. M-607 Company C St. 

Camp Johnson, NC 28543 

Phone Number: 910-450-0844 

Hours:  

Sunday: 9:30AM – 5PM  

Monday thru Thursday: 9:30AM – 5PM  

Friday and Saturday: Closed 

 

Camp Lejeune – MCX 

Address: 1231 Birch St. 

Camp Lejeune, NC 28547 

Hours:  

Monday thru Saturday: 8AM – 8PM  

Sunday: 9AM-6PM 

 

Camp Lejeune – Commissary 

Address: 1230 Holcomb Blvd. 

Camp Lejeune, NC 28547 

Hours:  

Sunday thru Saturday: 9:30AM – 8PM  

 

 

 

 

 

USMC Military OneSource 

1-800-342-9647 

Military Crisis Line 

Dial 988 and Press 1 

 

Sexual Assault Response Resources 

910-450-0586 

 

24/7 Sexual Assault Support Line 

910-750-5852 

 

DOD Safe Helpline 

877-995-5247 



DRESS CODE MCO 1020.34H

 



 

 



 

 



 

 

 

 



SINGLE MARINE PROGRAM 

 

 



INTERNET 

Spectrum 
Need Faster Internet? 

 

Contact your Military Liaison  

Geradette McAbee 910-380-6558 or scan the 

QR code 

Learn about our new promotions 

Equipment delivered to you. 

Equipment Pick up for returns. 

Transfers to new location on and off base 

Mobile Services..... 

No need to call spectrum customer service or 

wait in long lines at the store... 

_____________________________________________________________________________________ 

 



 


