
Solicitation Application Instructions 
 

Home Based Business are required to obtain permission prior to commencing operations on 
POM. Point of contact is Wendy Reid or Yuki Celestino, NAF Support Division 4260 Gigling 
Road Room #8 or Room#10 Stillwell Community Center Seaside, CA 93955. By phone 
(831)242-6632/6631 or by email wendy.j.reid.naf@army.mil or yuki.h.celestino.naf@army.mil. 

1. The Parks at Monterey Bay ETP submitted to Community Manager, application for 
Commercial Solicitation Permit, and the attached “forbidden solicitation practices” sheet must be 
completed/signed to initiate the business approval. It is your responsibility to obtain the 
necessary permissions, licenses (if applicable), and liability insurance. Also, in no instance will 
activities be authorized or continued when they will interfere with community tranquility or 
present safety hazards. 

2. Requests must contain the following: 

a. The name of your business, a description and how you plan to conduct this business 
in family housing or a vendor. 

 b. How you will solicit (contact) your customers (i.e. social media, parties, etc.) 

c. Price list of food/products/services you will be selling. Please include pictures if     
possible. 

d. Proof that you are an authorized agent for the company you with to represent (i.e. 
Scentsy, Papparazzi) (Affiliation ID #) 

 e. Hours of operation 

 f. Provide a copy of all food recipes (if applicable) and ingredients.  

3. You will need to obtain approval in the form of a signature from the Parks at Monterey Bay 
from the Community Manager at Housing Office. Complete and sign the Exception to Policy 
(ETP) and submit to the housing office.  

4. Please return your ETP along with your Declaration Page from your insurance company 
stating you have acquired liability insurance to the Home Based Businesses. Point of contact is 
Wendy Reid or Yuki Celestino Celestino, NAF Support Division 4260 Gigling Road Room #8 or 
Room#10 Stillwell Community Center Seaside, CA 93955. By phone (831)242-6632/6631 or by 
email wendy.j.reid.naf@army.mil or yuki.h.celestino.naf@army.mil. 

5. Upon receipt of your completed request, it will be reviewed and SJA for review/concurrences. 
Based on the nature of your business enterprise, it could take up to 3-5 weeks before final 
approval is obtained. The SJA process usually takes a considerable amount of time since they 
are responsible for ensuring that commercial endeavors are consistent with Federal, State, and 
local laws., local government licensing requirements, and that there are no potential government 
liability and illegal advertising practices.  
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Presidio of Monterey Application for Home-Based Business Permit

Email Address:

YES NO

 Signature:  ______________________________________________  Date:______________

Business Category: Spouse Owned and Operated? Application Submission Date:

Home-Based Business Owner:  I certify that the above statements are true and that I have read and will abide by the rules above any additional 
guidance contained within the installation's HBB policy letter.

DATA REQUIRED by the PRIVACY ACT of 1974. Authority: Title 5 USC 552a; Title 10, USC 3013. Purpose(s): The requested 
information will be used by the Senior Commander or their designee to determine whether or not to grant this request.  This checklist 
is designed as a template to be modified for use at each Army installation.  

Name (Last, First, MI) Name of Business

Home-Based Business Owner

 The HBB owner residing in privatized on-post housing must obtain approval to operate in writing from the community manager before
submitting a request to the Senior or Garrison Commander.

Telephone Number

Installation if Previously Approved:

Address of Proposed Business:
Previously 
Approved?

Briefly describe the proposed business activity: 
___________________________________________________________________________________________________________________
___________________________________________________________________________________________________________________
______________

The following rules are written to ensure that a HBB does not negatively affect the safety, community tranquility, or the good order and discipline of 
an Army installation.  The business owner acknowledges that the following conditions must be met:  
 The HBB owner must obtain the requisite permissions, licenses (if applicable), and liability insurance prior to opening/operating.
 The HBB owner is responsible for any damages to third parties arising from the conduct of their business.
 HBB owners providing child care must register with the installation Child, Youth and School Services office as part of the Family Child Care

(FCC) provider system.
 The HBB owner is required to comply with and is subject to inspection by the appropriate city, county, state or federal agency, office or

department for compliance with applicable laws, codes, regulations and requirements.
 HBB's involved in food preparation may need to be approved by Army Public Health and/or the Local Health Department.  The applicant must

provide documentation that states the HBB meets all applicable food safety and sanitation conditions.
 The residential character of the property shall be maintained.  The HBB may not occupy more than 25 percent of the home’s gross floor area.

Parts or materials related to the HBB shall be screened from public view and will be limited to the interior of the structure or the side and rear
yards of the property.  Signage is limited to what can be displayed in a single window from the inside and may not be illuminated.
 Customers may only patronize a HBB between the hours of 0600 and 2000.
 Noise, vibrations, or odors shall not be detectable beyond the property line.



Building Telephone # Initial

BLDG 4260 
OMC 831-242-6632

BLDG 4250 
OMC

831-242-7984

Approval Disapproval

3301 Monterey 
Road, Seaside

831-644-0400
ext 336

Approval Disapproval

BLDG 518 
POM

831-242-6332/6353 Approval Disapproval

Approval Disapproval

BLDG 
4260 
OMC

831-242-6632

BLDG 275 
POM

831-242-6387 No Legal 
Objection Legally Insufficient

Expiration Date: _______________________________ 

(3 years from date of signature unless otherwise indicated)

The Parks Community Director

Directorate / Office Recommendation
Installation Coordination

Application Pick-up

 I have reviewed the above appication for HBB permit and I have decided to  approve   /  disapprove    same. 

Reason for Dissaproval 

Application Turn-in

RCI  Project Manager 

Garrison Safety Office

Date

DANIEL S. ARTINO
COL, SF
Commanding USAG Presidio of Monterey

Installation Approval Authority

   Staff Judge Advocate (SJA) 
(Legal Review)

Additional Offices      
(per SC/GC guidance or Food)

Directorate, Family, Morale, 
Welfare and Recreation

Directorate, Family, Morale, 
Welfare and Recreation



1200 FECHTELER DRIVE 
MONTEREY, CA 93940 

831-644-0400
WWW.PARKSATMONTEREYBAY.COM

EXCEPTION TO POLICY REQUEST 

In the event that a Resident wishes to ask for an exception to policy, the Resident will follow the procedure as outlined below: 

1. Residents should bring all concerns and requests to the attention of the local management office.

2. If the resident feels that there are special circumstances that warrant an exception to policy, the resident may submit
a written request to be reviewed by the Community Director for final resolution.

3. The resident will complete this form and attach supporting documentation, if applicable.  All written submissions
should contain only factual information.  The request will be submitted to the Community Manager.  The request will
then be forwarded to the Community Director.  The resident will receive written notification of the final decision.

4. Residents may dispute a disapproved request by requesting a hearing with the Dispute Resolution Board (DRB).  The
DRB will be convened by the RCI Project Manager.  The members of the DRB are as follows:

• Community Director

• Clark Realty Capital Asset Manager

• RCI Project Manager

• Garrison CSM

• Deputy Dean of Students – Naval Post Graduate School

2. The DRB’s decision is final and no further action will be taken.

MAMAGEMENT OFFICE USE ONLY 

 Decision (circle one):    Approved    /   Denied   Decision Date: 

 Community Director Signature: 

Resident Name: _________________________________________________________ 

Address: ________________________________________________________________ 

Contact Number: _________________________________________________________ 

Brief Description of Request (use additional sheet if necessary) 

Home Based Business Application with DFMWR NAF Support Division POC:Wendy Reid, wendy.j.reid.naf@army.mil or 
831-242-6332/6995 or Yuki Celestino, yuki.h.celestino.naf@army.mil or 831-242-6631.
____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

____________________________________________________________________________________________________ 

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

____________________________________________________________________________________________________ 

Resident Signature: ________________________________________________________ 

Date written Request Submitted: ______________________________________________ 

http://www.villagesofbenning.com/
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