USAG-Brussels                                                       

Housing Services Office (HSO)

MOVING-OUT CHECKLIST







          Date scheduled

       Done






Notice letter to owner ____________________________________________       ____________

Schedule TLA __________________________________________________       ____________

Telephone (including cellular phones) _______________________________        ____________

Gas/Electricity __________________________________________________       ____________

Water _________________________________________________________       ____________

TV Cable - TV Tax ______________________________________________       ____________

Cancel Insurance ________________________________________________       ____________

Cancel Internet Service ___________________________________________       ____________

Embassy RSO alarm system (if applicable) ___________________________        ____________

Maintenance of Appliances
Furnace ________________________________________________________      ____________

Chimney _______________________________________________________      ____________

Watersoftener ___________________________________________________      ____________

Water heater ____________________________________________________      ____________

Alarm _________________________________________________________      ____________
Appliance Pick-up _______________________________________________      ____________

Furnishings Pick-up ______________________________________________      ____________
Packers ________________________________________________________      ____________

USAG-Brussels                                                       

Housing Services Office (HSO)
MOVING-OUT CHECKLIST
 (continued)



         



          Date scheduled

       Done






Move to Hotel __________________________________________________       ____________

Final Clean up __________________________________________________       ____________

Out-inspection __________________________________________________       ____________

Bank Guarantee _________________________________________________       ____________

Pay Utilities ____________________________________________________       ____________

Close Bank account ______________________________________________       ____________
DD Form 2367 OHA *
Final Clearance the Housing Office

* For military personnel only                    

You are now ready to leave Belgium. The Housing Services Team has been pleased to help you in Brussels.  Everyone in the office wishes you a safe trip, and all the best at your next location.

U.S. Army Garrison Brussels – Housing Services
Tel: 02/717-9710   717-9778   717-9799  or   DSN 368-9xxx

Housing Fax: 02/717-9784 or DSN 368-9784        

TLA:  02/717-9731

USAG-Brussels                                                       
Housing Services Office (HSO)



HOUSING MOVING-OUT BRIEFING SHEET

Are you leaving Belgium? Please schedule an appointment with our office for a moving-out briefing as soon as possible.  Bring along a copy of your orders.  This will determine several important dates:

    a.  the first day of TLA and TLA entitlement (max.10 DAYS) to stay at the hotel and draw TLA (military personnel).

    b.  the date of your actual moving out, the date of your transfer to the hotel after having packed your household goods and turned in furnishings and appliances to CFMO Chievres. 

    c. the date of your official moving out, this is the day of the final inspection,  of the reading of all the utility meters, and the remittance of the keys to the owner of your house which means the official end of your lease.

1.   LEASE TERMINATION

The notice period you have to give to the landlord is specified in your lease: 30, 60, or possibly  90 days.  A notice is only official if it is made in writing. Therefore, the sooner you give your notice, the better, but don't give your notice without having your orders.  Upon your request, the Housing Office will prepare the notice letter addressed to your landlord for your signature.  In this letter you have to specify when you will leave the quarters, and which days you allow future tenants to visit your house.  The standard lease provides for three consecutive hours, twice a week, at times mutually agreed upon.  You will be responsible for sending the letter to your landlord/lady by registered mail.  Keep the receipt from the post office. You may also hand your letter personally to your landlord and receive his/her signature on your personal copy acknowledging receipt. 

Rents for houses are expressed in "monthly" prices.  This amount is not dividable into weekly or daily rates, just like hotel rates that are expressed in "daily" rates are not further dividable into hourly rates.  Therefore, if you leave your house before the last day of rent, do not expect to be reimbursed for days on a pro-rated basis. According to Belgian custom, landlords are not obliged to do so.  Such reimbursements are rare, they are negotiated in advance. Note that the amount covering the period between your effective moving-out date (OHA stop date) and the actual last day of rent can be deducted from your income tax.

2.   TLA

Military personnel living on the economy are entitled up to ten days of hotel accomodation. Please check with TLA HRO (DSN: 368-9731) PRIOR to making any arrangement. 

3.   TELEPHONE DISCONNECTION

       a.   BELGACOM

The easiest way to have your phone disconnected is to physically take your phone appliance and possible other instruments that were issued to you when you moved in, and go to the BELGACOM boutique, either in Evere, at the Woluwe Shopping Center (open till 19:00 every day), or any other BELGACOM location about which the Housing Services will give you information.

When you inform the Company about your termination and you turn the phone in, all necessary paperwork will be completed on the spot. At that time, you can ask for an estimate of your final bill. You can get only an estimate of the amount due since the phone company needs several weeks to have your final bill ready. Therefore, you have to appoint someone from your office, or a friend here to pay your final bill.  The Housing Services will give you, for this purpose, a standard letter that the appointed person will fill out with his/her name, address, bank account, and signature. 

More info about final bills : 0800-55800 (in English), 0800-22900 (Dutch), 0800-33800 (French), Belgacom: 02/208 14 89.  

Avoid being charged for any missing appliance. Look into your basic telephone contract to see what items were issued to you and what you signed for. When you turn in the items, ask for a receipt, and give one copy for your file to the Housing Office, and one to the person you appointed to clear your phone bill. If you haven't returned your phone at the time you request the termination, you have three working days to return your phone set after it has been officially disconnected from the main switch; if you return it after that three day period, you will be charged BF 3,000 for each missing phone.

      b.   TELENET

Disconnection per registered mail AT LEAST ONE MONTH BEFORE DEPARTURE – see (4) Internet Services below. A Standard letter is available in Housing.
      c.   CELLULAR PHONES  (Proximus, Base, Orange, Mobistar) 

Cancel your telephone line and contract in writing (E-mail, fax, letter) stating your name, address, client # or any reference #. If you chose Proximus to know more about your final bill, just call the following number: 

Proximus: ATTN Service Résiliation (Disconnection Service)- Tel: 0478-056060 or 0478-056030. To disconnect PROXIMUS, send a registered letter + ID copy to Proximus « Service Résiliation Abonnement », Rue du Progrès 55, 1210 Bruxelles. 

If you are a MOBISTAR customer, you must send a registered letter at least 1 month prior your moving-out inspection but they also need a proof of change of address to avoid you any additional costs. Their mail address is : Mobistar, 149 Rue Colonel Bourg, 1140 Bruxelles, tel : 0495/959500.
You should follow the same procedure if you are a BASE customer and mail your letter to BASE – 118 Rue Neuve – 1000 Bruxelles, tel : 0486/331302.
4.   INTERNET SERVICES

TELENET: cancellation is made by a registered letter to TELENET Operaties NV, Liersesteenweg 4, 2800 Mechelen. This letter should state the reason for disconnection, client #, date of disconnection, bank account #, telephone # and a return address for the final bill. A standard letter is also available in HRO. The main office tel # is 015/66 66 66 or 015/33 30 00, they also have a free # : 0800/66800, internet address: http://www.telenet.be
SKYNET: tel 0800-23451 or 02/706 12 16; fax: 0800-20406. Give your client # or user code #. 

Some companies request you return the modem thru Belgacom ADSL – Belgacom Skynet or Telenet. 

Remember that even if your telephone line is cancelled, it does not mean that internet services are cancelled too. It should be done in writing and you must specify your reference #, the date of disconnection and the address where the final bill should be sent to.

5.   UTILITIES.

      a.   WATER.


(1)   In most cases, you will read the meters with the new tenant or, with the landlord who must take over if there is no new tenant yet. Both sign the form on which the reading is recorded. You then go directly to the Water company with that document to pay your last balance (maps will be provided).  Bring to the Water Company a copy of your previous bill along with the proof of payment to expedite the settlement. Just make sure you have enough cash money with you!


(2)   In some communes, a representative of the company comes on the spot to read the meters. In that case, the Housing Office will make an appointment for you. The company representative usually collects the amount of the final bill on the same day.

Leave a copy of your final receipt with the Housing Office to avoid any dispute after your departure.

      b.   GAS/ELECTRICITY 

The Housing Office will give you the forms to stop or preferably transfer gas and electricity.  As for water, you will read the meters with new tenant(s) or, if there is none yet, with the landlord.  Fill out the form with the meter reference number, the new meter readings, and jointly sign and date it.   Then you go to the company office with the forms showing the readings,  a copy of your previous bill, and the proof of its payment; you pay, or recover the balance: last consumption less the deposit. Some companies do not accept cash payments on the spot anymore, therefore they will give you a slip and you pay the final bill thru your bank or at the post office.

If the landlord does not wish to take over the electricity / gas services, or if the company itself needs to read the meters on the spot (which is the case for just very few communes), no form will be used.  Instead, a Housing Office representative will call the company to make an appointment with the technician who will proceed with the final reading, and seal the meters.  If there is someone taking over, that person needs to be present in order to sign the new contract with the company.  When the Housing Office representative calls for the appointment, s/he will ask the company to prepare your final bill as soon as they get the final readings from the technician in order for you to go to the utility office, and proceed with your last settlement.  Bring a copy of your final receipt to the Housing Office to avoid any dispute after your departure. 

6.   TV CABLE SERVICE   

If you live in Brussels, you will notify your local TV cable company in writing by fax or letter stating that you want the service disconnected and give a forwarding address. 

If you live in Flanders, you need to send a registered letter to Mixt-ics (Telenet), Afdeling Facturatie, Liersesteenweg 4, 2800 Mechelen. You must mention your name, address, the date of disconnection, your client/reference # as well as a bank account # in case of refund.
You can also have a subscription with Canal +, in this case, you should go to their office and ask them to cancel your contract: their address is Tollaan 97, 1932 St-Stevens-Woluwe, tel: 02/716 53 53. 
7.   NOTE FOR APARTMENTS
Utilities and Common Charges: If, with the rent, you pay a provision of charges for heating, and water (hot & cold), the reading of the water meters and the calorimeters will have to be done upon your moving out inspection.  There are two ways to compute the settlement for charges: 

      a.   Computation is based on your previous breakdown and uses a monthly average.  The advantage of this system is that all accounts are settled right away which allows your landlord to release your security deposit. However, a final actual reading needs to be done.  In some buildings, the heating meters are read by the contractor who establishes the yearly heating and hot water bills; they charge a reading fee.

      b.   Parties wait for the regular annual readings in the building, which can happen some weeks or months after your departure.  Your accounts will be settled only at that time, and only then will your security deposit be released.  In this case, you will have to appoint someone to represent you and to pay for your final settlement and clearance. The appointed person must also accept this responsibility.
8.   BANK 

      a.   Guarantee for your lease.  If, on the day of your moving-out survey, your dwelling is found in good condition, or when all due damages/rents have been estimated and settled, the landlord should release your bank guarantee. The Housing Office has a standard letter for the landlord to sign for that purpose. Once it is signed by the landlord, bring one copy to the Housing Office, and give the original to the bank that covered you: they will do the necessary work to relieve you from any further liability. Should the bank pay something to your landlord, be prepared to reimburse the bank.

If your guarantee was given in the form of cash deposit, it will be released the same way as above.  However, check with your bank when you will be credited for your deposit along with the interests it generated. It could take up to one  month; please, check with the bank well in advance and find out what is the procedure of your bank. If you are a military person and received advance OHA, check with your Finance Office.
      b.   Automatic payments.  Stop all permanent orders you possibly gave the bank to pay the rent, telephone, water, gas, electricity, etc. Be aware it takes about one month to stop automatic payments. Tell your bank what month is your last rent.

      c.   Account.  Once you have paid everything, and when your bank guarantee has been released, close your account unless you need to leave it open for your final telephone bill.  Turn in unused check books, bank cards, etc.

9.   GOVERNMENT OWNED FURNITURE/APPLIANCES & HOUSEHOLD GOODS.

Well before your departure, coordinate dates with Chievres CFMO 068-27 5452, (DSN 361-xxxx), Fax 068-27 5017 (361-xxxx) to turn in all government owned furniture and appliances, and/or to coordinate for possible loan furniture. A copy of the CFMO Appliances Cleaning Standards is available for your information. Also, contact Movements NSA 717 9722 or 717 9754 (DSN 368-xxxx) for your household goods.

CFMO trucks usually serve the Brussels area on Wednesdays. Note that they will come at different times if you have furniture and appliances.

10.   INSURANCE

Cancel - in writing - your insurance on the house, and any other insurance (if applicable). Effective date of insurance cancellation should be the date you return the keys to the landlord. The insurance company will reimburse you on a prorated basis should you leave before the expiration date of the contract.
Send the letter well in advance with your bank account # to receive the reimbursement prior to your departure. 
11.   HEATING SERVICES

        a.   Cancel - in writing - the automatic fuel oil delivery service, and leave a copy of your cancellation letter with the Housing Office. 

        b.   The day of your out-inspection, you will have to show your landlord evidence that your chimney(s), boiler, and furnace have been serviced within the last calendar year before you move out since this is a yearly requirement. 

        c.   The day of your final inspection, the landlord and you will estimate the quantity of fuel left in the tank, and agree on a possible compensation.
Sometimes you must return a full tank as this was the case when you moved in. 

It is important to leave at least 300 liters in the tank to avoid technical problems. Your lease and/or Inspection Report sometimes mention what parties agreed to upon moving-in.

12.   MOVING-OUT INSPECTION.

        a.   After your landlord receives your termination letter, you and he will agree on the date of the moving-out inspection. If an expert was appointed to conduct the moving-in condition report, and if you or the landlord insist on  having the out-inspection done by an expert, the same expert will conduct the out-inspection, whenever possible. The fee for the expert will be less than for the in-inspection. The cost will be shared: 50% for your landlord, 50% for you in cash. It is important to know that if you do not expect major damages, we suggest that you should contact your landlord at least one month prior to your departure and invite him to come and walk around in order to make a decision about the necessity of an inspection by an expert. Doing this can save you and your landlord some money.
        b.   Before the final inspection, you need to empty and clean the house thoroughly. A spotless house with minor damages here and there will do better than a dirty house with no damage at all. Do not forget the yard. Possible damages are evaluated by the expert, the landlord, and yourself. Damage compensations are then negotiated based on the moving-in report. The possible improvements you brought to the dwelling might be taken into consideration. However, be aware that such improvements have no residual value by custom; it is up to the landlord to accept or reject them. The landlord has always the right to request you return the property in the same condition you received it.  Consequently, he may ask you to remove any improvement or change you made, and restore the property as it was.  This is why the Housing Office advises to request written permission from the landlord before you do any change to the dwelling. If the U.S Embassy installed an alarm system in your dwelling, it is your responsibility to verify with the Residential Security Office if the system should be removed or not.  

       c.   If the Government contracted movers caused damages to the landlord's property during your moving-out, it is your responsibility to report it in writing immediately to the movers' company, with a copy to the Transportation Office. IAW DA Pam 55-2, get that statement from the mover's employees before they leave the house and  fill in DD Form 1840 "Joint Statement of Loss or Damage". If you do not list damages on this form, you may forfeit your chance of settling the damages through the movers' insurance.

       d.   During the out-inspection, you will be requested to turn in all the keys of your dwelling including mail box, garage, gates, garage door remote control devices. If you fail to do so, you will remain legally responsible for the property and may have to pay for replacement locks. If your dwelling is located in the Flemish Region, you have to leave the garbage container and the green "milieu box" with the house. You might possibly have to show rent receipts if you experienced problems with claims of non-payment of rent during your tenancy. Also bring along your rental guarantee deposit agreement, so that your landlord can release your liability once it is found you are free and clear of all charges relative to the property, with the exception of the utilities. If you are expecting problems at the final survey, ask the Housing Office for advice. Upon request, a housing representative can do a pre-moving out survey and assist with your final moving-out inspection. Any cost of repairs or cleaning identified during your out-inspection will be deducted from your original deposit against damages, and if this amount exceeds the amount of your deposit, you will be obliged to forfeit your deposit in favor of the landlord and pay the difference. If a bank letter covers your rental security deposit, the bank will pay the landlord and you will have to reimburse the bank. 

If you do not agree with the expert’s results, DO NOT SIGN the final Inspection Report. If you sign it, you concur with its contents. However, try to come to a mutual agreement with the landlord to save time and money.

13.   CHANGE OF ADDRESS

Please notify

-   your local commune

-   your local post office: any forwarding mail can be transferred to your new address at your own
    expense. It is valid for 6 months.

-   cancel your subscription with any magazines

-   if you have an insurance with Touring Club, send a registered mail to 
    the following address: Rue de la Loi 44, 1040 Bruxelles, 

    tel: 02/233 22 02, fax: 02/286 33 23, membership.service@touring.be 
14.   CLEARING

The Housing Services Office cannot sign and stamp your clearance papers until you bring the following documents to  the housing office:

* ALL personnel:

-   Water bill receipt

-   Gas/Electricity bill receipt

-   Furnace and other equipment maintenance certificates as specified in the lease.  

-   Signed form for final telephone arrangements

-   Copy of release of bank guarantee

-   Documents that show your accounts are closed
NOTE: A transfer order to your bank is not considered as a receipt.

* MILITARY personnel only: In order to collect your TLA claim, you also need:

- DD Form 2367 (OHA) signed by you and your admin to stop your OHA. Do not store these documents in household goods or hold baggage.

It is advisable to leave a return address with the USAG Mail Room.

You are now ready to leave Belgium. The Housing Services Team has been pleased to help you in Brussels.  Everyone in the office wishes you a safe trip, and all the best at your next location.

U.S. Army Garrison Brussels – Housing Services
Tel: 02/717-9710   717-9778   717-9799  or   DSN 368-9xxx

Housing Fax: 02/717-9784 or DSN 368-9784        

TLA:  02/717-9731

