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FOUND A HOME 
Introduction:  This Packet will guide you through several processes in preparing you to move 
into your Italian home.  We have broken the process down into 6 separate Sections to make it 
easier to follow within the entire process of securing your rental. 

• Section 1:  Understanding Your Lease Contract– information and completion of the 
contract between you and your landlord 

• Section 2:  Understanding the Inspection Process – information about the process for 
calculating rental costs and established adequacy standards 

• Section 3:  Understanding and Setting Up Utilities – information when working with the 
31 FSS for getting utilities established in your leased unit 

• Section 4:  Furnishings Management Services – offers your short and long-term 
furnishings and appliance 

• Section 5:  Short Term Lease Contract – a unique option available at Aviano in case you 
home is not ready before your 30 days of TLA expires 

• Section 6:  Miscellaneous – required information and documents to complete the leasing 
process 

 
REMINDER 1:  If you have not already done so, refer back to Packet 1, Section 1 for the Quick 
Reference Checklist under the heading “When you find a listing you are renting, your next steps 
are:”   
 

UNDERSTANDING YOUR LEASE CONTRACT 
Lease Documents:  when you were out searching for a home (Packet 2, Section 1) you were 
directed to have multiple documents with you when securing a home.  Those documents make 
up your lease contract.  As a reminder those documents are: 
Form (most all forms are in both English and Italian) Packet Section Pages 
Letter of Intent  2 1 10-11 
Refund Request for Paint  2 5 4 
Rental Agreement – 3 copies  3 1 9-13 
Premises Condition/Inventory form – sign 2 copies  3 1 14-15 
Information to the Landlord letter 3 1 16-17 
Dichiarazione Atto Notorio form (proof of ownership of the 
house/copy of landlord ID) 

3 1 18 

Utilities form  3 3 5-6 
Measuring Appliances and Wardrobes form 3 4 9 

At this point of the process you have located a home and want to commit to the lease contract.  
You have either executed a Letter of Intent with the landlord and/or you both have sat down and 
executed the lease documents.  This Section will address four of those documents as shown in 
the table above:  Rental Agreement, Premises Condition/Inventory form, Information to the 
Landlord letter, and the Dichiarazione Atto Notorio form 
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RENTAL AGREEMENT 
The Rental Agreement (USAFE Form 291B, 20160601) is the only authorized format (found at 
pages 9-13).  It is a bilingual document and has been approved by the Legal Office.  You need to 
be completely familiar and knowledgeable of all the clauses in your Rental Agreement.  Laws are 
different here in Italy and you as a tenant are responsible for many things that you would not 
normally be liable for in the United States.  If you have questions or concerns, contact the Housing 
Office for clarification.   

• Step by step instructions for completing this form are below 
• You will need 3 original copies of this agreement: two are provided to the landlord, one for 

their records and one to file with the lease registration; the third is for your records, this 
copy will be electronically scanned for housing records. 

• IMPORTANT:  Although your rental agreement is processed and validated by the Housing 
Office, it remains a legally binding Rental Agreement between you and the landlord.  Do 
not sign the Rental Agreement, accept keys, pay security deposit, or verbally commit to 
any conditions until reviewed and approved by the Housing Office.  All units must be 
inspected by a housing counselor, BEFORE you sign the Rental Agreement.    

 
Instructions for completing Rental Agreement USAFE Form 291B, 20160601 (shown on 
pages 9-13 below) remember you need 3 original copies of this document: 
• Block 1.1:  self-explanatory 
• Block 1.2:  self-explanatory 
• Block 1.3:  this is your PO Box number 
• Block 1.4:  self-explanatory 
• Block 1.5:  self-explanatory 
• Block 1.6:  self-explanatory 
• Block 1.7:  write your assigned organization (e.g. 31 CES/CEIH) 
• Block 1.8:  this is your Codice Fiscale number addressed in Packet 1, Section 1 
• Block 1.9:  this is the number on the back of your ID card 
• Block 1.10: Installation/Base ID card was issue (last Base or Aviano if reissued) 
• Block 1.11: Month/Year ID Card was issued (Look at expiration date for month/year subtract 3 years) 
• Block 1.12:  self-explanatory 
• Block 1.13:  self-explanatory 
• Block 1.14:  if military spouse, list your spouse’s name and provide their military ID number, Codice 

Fiscale number, unit, and duty phone 
• Blocks 2.1-2.9:  Completed by the landlord or agent; you will need this information when setting up an 

automatic monthly payment with your bank 
• Block 3 can be filled out by you or the landlord/agent 
• Block 3.1:  if this is apartment the write in the number, if not leave blank 
• Block 3.2:  if this is house the write in the number, if not leave blank 
• Block 3.3:  write in the street address 
• Block 3.4:  write in the city where you are residing 
• Block 3.5:  write in the number of living rooms 
• Block 3.6:  write in the number of dining rooms 
• Block 3.7:  write in the number of bedrooms 
• Block 3.8:  write in the number of kitchens 
• Block 3.9:  write in the number of bathrooms 
• Block 3.10:  write in yes or no if the house has a basement 
• Block 3.11:  write in yes or no if the house has an attic 
• Block 3.12:  write in the number of garage stalls 
• Block 3.13:  write in yes or no if the house has a yard 
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• Block 3.14:  the landlord will have to complete this block 
• Block 3.15:  self-explanatory 
• Block 3.16:  Check if fully furnished unit.  It will be very rare to check “furnished” as it means FULLY 

furnished.  Some homes may come with furnishings such as wardrobes, appliances, etc., but that is 
not considered fully furnished which would increase the rental calculation. 

• Block 3.17:  check all that apply, your landlord will tell you what you have or for LPG/Propane check 
with Housing to determine if supplier is authorized to take tax-free coupons.  If not authorized, you will 
pay local market price with taxes.  Note that the supplier is the owner of the propane tank and, 
therefore, you must use that supplier.   

o LPG/Propane tank with coupons:  Supplier accepts tax-free coupons bought at BX 
o LPG/Propane without coupons:  Supplier will not accept BX tax-free coupons  
o City gas means your house is connect to the city’s distribution system 
o Fuel is Heating Oil:  Fuel can be ordered tax-free through Home Fuels 
o System shared with authorized U.S. member:  Tax-free gas/fuel authorized 
o System shared with Italians:  No tax-free gas/fuel authorized 
o Separate System:  House/apartment has its own boiler 

• Block 3.18:  the size of the residence is normally found in HOMES.mil and will be verified by housing 
• Block 3.19:  provided by the landlord (also on your Paint Request form (Packet 2, Section 5)) 
• Block 3.20:  in almost all circumstances the answer is yes 
• Block 3.21:  leave this block BLANK until approved by housing; when discussing this date with the 

Housing Counselor consider time for utilities connections and delivery of FMS short and long-term 
furniture 

• Block 3.22:  leave this block BLANK until approved by Housing 
• Block 3.23:  what is the security deposit in euro; generally 1 month’s rent (maximum is 3 months) 
• Block 4.1:  write in the “condo fee” amount in euro; for those in an apartment you could have “condo 

fees” attached to your rent.  Fees must be reviewed by Housing and landlords must provide 
verification of costs if over 30€ per month. 

• Block 4.2:  check all that apply; if you are assigned a fee not listed write that in Other 
• Block 5:  Utilities:  You are responsible for the payment of heating and electricity expenses, water, 

trash, sewage bills, minor maintenance (i.e. annual inspection of the boiler/air conditioners) and for 
any other charges which may be determined to fall under your responsibility.  It is your responsibility 
to have the heating system boiler/air conditioner cleaned and inspected once a year but most 
landlords contact their own technician to do the job.  In that case, you then reimburse the landlord for 
this required service.  If applicable, it is your responsibility to have the septic tank emptied. 

• Block 5.1:  Heating (Gas/Fuel Oil/LPG) write S if solely paid by you or P if you reimburse the landlord    
• Block 5.2:  Electricity write S if utility is solely paid by you or P if you reimburse the landlord 
• Block 5.3:  Water write S if utility is solely paid by you or P if you reimburse the landlord 
• Block 5.4:  Cooking (for stove and oven) 

o 5.4.1. If house connected to city gas, write S  
o 5.4.2 If small propane tank (bombola), write S 

• Block 5.5:  Trash write S if utility is solely paid by you or P if you reimburse the landlord 
• Block 5.6:  Sewage write S if utility is solely paid by you or P if you reimburse the landlord 
• Block 5.7:  Heating System write S if utility is solely paid by you or P if you reimburse the landlord 
• Block 5.8:  Yard write S if utility is solely paid by you or P if you reimburse the landlord 
• Block 5.9:  self-explanatory 
• Block 30:  completed by the landlord if applicable 
• Block 31:  write any special conditions/restrictions with leasing this property; add any verbal 

agreements have been discussed and agreed upon, to be legally binding, it must be in writing; make 
sure responsibilities and intentions are clearly specified.  GET EVERYTHING IN WRITING 

• Landlord’s Name/Signature/Date:  a Housing Counselor can call and set up an appointment for you to 
meet with the landlord to sign the Rental Agreement; the landlord will sign this when you meet; 
remember the landlord needs to sign all 3 copies of this agreement; Once the Rental Agreement is 
signed by the landlord you must bring all 3 copies back to Housing as soon as possible for approval.  
You should schedule an appointment.   
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• Tenant’s Name/Signature/Date:  EXTREMELY IMPORTANT…you DO NOT sign at the same time 
the landlord signs.  After getting the landlord’s signature you must bring the lease documents to a 
housing counselor for review, approval, and then your signature. 

• Housing Office Name/Signature/Date:  The Housing Counselor will brief you on the Rental Agreement 
terms and clauses and on the necessary steps to move in the house.  If the house has already been 
inspected the Rental Agreement will be approved on the spot.  If the house requires inspection, all 
copies will be retained and the landlord will be contacted to perform the inspection.  Once the 
inspection is accomplished and rental amount negotiated, Housing will contact you to schedule an 
appointment to finalize the Rental Agreement 

 
The following is additional information to clarify some statements in the Rental Agreement.  
DISCLAIMER – this additional information does not overwrite or supersede anything in the 
Rental Agreement, it is your responsibility to read and fully understanding the contents of 
this agreement: 
 
Block 6, Duration/Termination Notice:  The private Rental Agreement is valid for four years and 
is automatically extended for an additional four years.  You have the option to withdraw from the 
Rental Agreement at any time during the original and/or the renewal period, by giving the landlord, 
by registered letter, a six month advance notice of termination. The Rental Agreement contains 
the military clause allowing you to give only 30 days’ notice, by registered letter, when you have 
official documentation verifying permanent change of duty station including separation or 
retirement, Early Return of Dependents (ERD), moving closer to the base for operational reasons 
as directed by the 31 Mission Support Group Commander.  IMPORTANT NOTE:  If you sign the 
Rental Agreement and later change your mind or if the unit is determined inadequate by a Housing 
Officer during inspection, you will be held liable for six months’ rent. 
 
Blocks 7, 8 and 9, Rent Payment and Security Deposit:    Rental payments are due in advance 
by the fifth day of each month.  Preferred method of payment of all monetary transactions is 
through local financial institutions electronic transfers, i.e. local bank account.  You must obtain 
receipts for any expense and always save them for any possible future claims.  Rent may be 
adjusted every year based on a cost of living increase if indicated in the Rental Agreement.  
Landlords are within their rights to request a security deposit up to three months’ rent, but you 
can negotiate the amount. Security deposits are intended to cover the cost for any damages 
above fair wear and tear when you move out and it is not intended to cover the last month’s rent.  
Your Overseas Housing Allowance can be adjusted to cover the increase up to your maximum 
cap.  You should notify the Housing Office of any changes that may affect your housing allowance, 
such as: rent increases, arrival/departure of dependents, or if sharing the quarters with another 
Service Member.  

• NOTE: Beginning a rental agreement is very costly:  first month rent; security deposit (1-
3 months’ rent), paint cost (1-2 months’ rent), miscellaneous household items.  If needed, 
military members can request an OHA advance or advance pay from the Finance Office; 
civilians can request advanced LQA through Civilian Personnel.  Refer back to Packet 2, 
Section 3. 

 
Block 10, Premises Condition Inventory:  See the Premises Condition Inventory (USAFE Form 
333b), at pages 14-15 below for joint inventory requirements. 
 
Block 11, Damage to Premises by Contractor:  If a TMO (household goods delivery) or FMS 
(loaner furniture/appliances) contractor causes damage to your unit you must annotate the 
damage on the contractor’s paperwork before you sign their release agreement form.  For FMS 
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contractor damage see Packet 3, Section 4, for filing claim.   For TMO contractor damage, follow 
these steps: 
 

• Annotate all damages on contractor documentation before signing release (take pictures) 
• Notify TMO of the damages 
• Notify the landlord of the damages and request landlord to get cost estimate for repair 
• File claim through TMO 
• When the claim is approved, the Landlord accomplishes the repairs 
• Pay the Landlord 

You will be held liable for any damage caused by contractors that is not documented before they 
leave the premises.  Contact TMO and FMS for additional information. 
 
Block 12, Registration Fee and Cancellation Fee:  All Rental Agreements need to be registered 
annually with the Italian Government Revenue Office.  The fee is quantified as 2% of the annual 
rent and paid.  First time registering the lease requires official stamps, €14 each.  These costs 
are shared equally by you and landlord.   

• Example: if your annual rent is €12,000 (€1,000 per month) the total fee is €240 split 
between you and the landlord 

• For military, this fee is covered by your Utility Allowance  
• For Civilians, this fee will be reimbursed at the time of your utility reconciliation and upon 

presentation of the receipt 
• When you request to terminate the rental agreement due to PCS or moving to another 

unit, you will be required to pay a registration cancellation fee which is approximately €67. 
For Civilians this can be claimed during reconciliation and for military is part of your Utility 
Allowance 

After you have signed the Rental Agreement at the Housing Office, you must return two original 
copies of the Rental Agreement to the landlord as quickly as possible otherwise you may be liable 
for the late Rental Agreement registration fine.  Law requires the Rental Agreement to be 
registered within 30 days from either the effective date or the date the Rental Agreement was 
signed (whichever occurs first).  As previously stated, do not sign the agreement at the same time 
the landlord signs the agreement, you will sign the agreement with the housing counselor. 
 
Blocks 13, Registration:  The landlord may elect to register the Rental Agreement by the 
“ESERCIZIO OPZIONE CEDOLARE SECCA” option; in this case the annual 2% tax is not due.  
This option is valid for one year, and the landlord has the right to revert back to the 2% taxation 
option by providing you with a written notification (that you have to sign and return to the landlord.)   
 
Block 14, No Subletting:  Under no circumstances will you sublet the property.  If you are going 
to have someone stay in your home while you are on extended leave or deployed, you MUST 
have the landlord’s approval for this person to reside in their property.  You must also notify the 
landlord if you have guests staying at the property for more than 30 days. 
 
Block 20, Recycling Containers:  Please refer to Packet 4, Section 6 for the recycling details 
for your specific community.  In some cases the landlord will provide you containers if the 
community has door-to-door collection; otherwise, your community may use only public street 
containers or a combination of both.  
 
Block 21, Housing Office Role:  Housing counselors will contact landlords on your behalf and 
provide translation and other referral services.  They will do everything possible to protect your 
rights and will inform you of Italian regulations/laws pertaining to your Rental Agreement.  Please 
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be aware that the Housing Office is not a negotiating agency and can only mediate between you 
and your landlord.  Housing Office counselors will do their utmost to settle disputes but have no 
authority to force you or the landlord to accept any recommendations.  Housing Office counselors 
cannot give you legal advice.  If you need legal assistance, visit the 31 FW/JA. 
 
Block 23, MIHA Redecoration (Painting):  See Packet 2, Section 5, for further details. 
 
Block 27, Contract Modifications:  All agreements, changes or adjustments to your Rental 
Agreement must be made in writing and signed by you and landlord. Please refer to the Housing 
Office before committing to any modifications.  Copy of the document indicating the change must 
be kept by you, your landlord and one copy provided to the Housing Office.  Any verbal agreement 
between you and the landlord should be documented for your own protection in Block 31 of the 
Rental Agreement. 
 
Block 28, Safeguarding Personal Information:  The rental agreement contains privacy act 
information which must be safeguarded by you and the landlord.  
 
Block 29, Minor Maintenance:  It is your responsibility to perform minor maintenance of the 
premises rented and will be held liable for any damages to the property that are above normal 
wear and tear.  For a partial description of major and minor maintenance please refer to Packet 
4, Section 2. 
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PREMISES CONDITION/INVENTORY FORM 
The Premises Condition Inventory (USAFE Form 333b), is at page 14-15.  It is recommended that 
you fill out this form with your landlord when accepting the keys and before actually moving into 
your house.  You will need 2 copies of this form; one for you and one for the landlord.  Information 
and instructions to help compete this form are below.  If the joint inspection cannot be 
accomplished the day you accept the keys, you must conduct the joint inspection within seven 
days (Block 7 of the Rental Agreement).  If you discover undocumented, existing damages, 
contact the landlord to annotate damages properly on the form. Also provide a copy of the form 
to the Housing Office. 

• Ensure that your quarters are in good condition and any repairs have been completed 
• The Inventory describes the conditions in which the quarters have been accepted and all 

discrepancy must be documented 
• Proper and detailed completion of this form protects you from any misunderstanding 

concerning the premises conditions as well as condition of the premises at the time of 
termination 

• Failure to fill this form out may result in you being responsible for ANY damages claimed 
by the landlord and money withheld from your deposit when terminating the lease 

• Any undocumented damages that were caused by anything other than "fair wear and tear" 
will require repair at your expense or will be withheld from your deposit 

• File a copy of the form with the Housing Office  
 

Instructions for completing Premises Condition Inventory USAFE Form 333b (shown on 
pages 14-15 below): 
• Block 1-7:  self-explanatory 
• Block 8:  you will annotate the starting meter readings that are applicable to your unit; also see 

Packet 3, Section 3 
• Block 9:  use these codes in the condition column to describe the condition 
• Block 10-14:  Take your time and properly document discrepancies.  Annotate the quantity of an item 

if applicable.  If there are any major damages, take pictures and/or a video prior to moving in and 
email copies to your Landlord.  Keep a copy of the dated email.  For some of the blocks you have a 
Miscellaneous Items column to add something that may not be reflected on the block of items. 

• Block 15:  Additional remarks (put everything in writing) 
• Block 16:  both parties print their name, sign, and date the form (if you have additional pages, both 

parties should sign those pages too) 
• Block 17:  to be completed at the time of termination 
• Block 18:  to be completed at the time of termination, Landlord signs and accepts the unit and 

releases you from further obligation 
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INFORMATION TO THE LANDLORD LETTER 
The Information to the Landlord letter (in English and Italian) is found below at pages 16-17. 
Please have the Landlord read the letter and acknowledge the content.  The letter is self-
explanatory addressing contract registration and information about paint reimbursement.  The 
bilingual paint refund form is addressed in the letter and instructions for completing the form are 
found in Packet 2, Section 5.   
 

DICHIARAZIONE ATTO NOTORIO FORM 
(proof of ownership of the house) 

 
This form (found at page 18 below) is completed and signed by the landlord.  It verifies his/her 
ownership of the house.  In addition, the landlord is directed to provide you with a copy of his/her 
ID to file.  Bring the form and copy of ID to the Housing Office.  This letter is self-explanatory for 
the landlord, but if landlord has questions or concerns, direct the landlord to call Housing at 043-
430-2540. 
 

REFUND REQUEST FOR PAINT FORM 
As a reminder when completing your lease you will need this form that can be found in Packet 2, 
Section 5.  But don’t be concerned as the Housing Office has provided you a complete lease 
package during Jump Start or the Newcomer’s Orientation. 
 

UTILITIES FORM 
As a reminder when completing your lease you will need this form that can be found in Packet 3, 
Section 3.  But don’t be concerned as the Housing Office has provided you a complete lease 
package during Jump Start or the Newcomer’s Orientation. 
 

MEASURING FOR APPLIANCES AND WARDROBES 
As a reminder when completing your lease you will need this form that can be found in Packet 3, 
Section 4.  But don’t be concerned as the Housing Office has provided you a complete lease 
package during Jump Start or the Newcomer’s Orientation. 
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