BMB State Owned Housing Move-In Workflow
Updated 9/29/2026

20 Business Days Prior to Move-In

The Site Manger (SM), working with the
Employee/Tenant will begin developing and
signing the appropriate documents. The SM

will then forward the documents to their

Region Coordinator, for review and
capturing any remaining tenant or SM
signatures.

5 Days Prior to Move-In

Once executed BMB will distribute the
now executed rental agreement to the
Region Coordinator to distribute to the
Site Manager, Tenant, and
Administrative Officer. Also, providing
the tenant with their payroll deduction to
sign and return to BMB.

Within 10 days of Occupany

The Employee/Tenant submits first
month rental payment via check,
cashiers check, etc.

10 Business Days Prior to Move-In

Region will provide the rental packet

(with the exception of final Regional
Manager (RM) signature) to BMB for
review, BMB will review all documents
ensuring all information is correct and
accurate. BMB then submits the rental
package to RM for executing signature.

Post Execution

BMB submits executed rental
agreement to AskHR to initiate the
tenant's payroll dedcution. Tenant signs
payroll deduction notice attached to the
rental agreement package to return to
BMB.

Within 180 Days After Occupancy

Tenant notices "Fixed Maintainence" line
item on paystubs and no longer needs
to send in checks each month for rent.

Note: May exceed 180 days to process
with SCO.




