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MEMORANDUM OF INSTRUCTIONS

Subject: Reserve Component Transportation Officer Advance Course (RC-TOAC)

1.  WELCOME - On behalf of the U.S. Army Transportation School, welcome to Fort Eustis, the Home of Transportation.

2.  INTRODUCTION – RC-TOAC PHASE II.  The Transportation Officer Advanced Course is designed to teach you the latest in transportation doctrine and techniques.  Your two-week stay here will be devoted to designated specialty training either in Highway/Rail or Marine/Terminal fields.  

Course dates can be viewed on ATTRS website:         http://www.transchool.eustis.army.mil/New_web_site/ResidentCourses.htm - toe
3.  TRAVEL TO FORT EUSTIS.  Fort Eustis is easily accessible by plane, bus or privately owned vehicle (POV).  An Area and Ft Eustis map are included in the Website.  If traveling by plane, be sure your reservations are to the Newport News/Williamsburg Airport, or to Norfolk International Airport.  You must obtain transportation from the airport.  Taxis and limousines are available (limousine is cheaper).  Remember, you must keep receipts for all expenses to file for government reimbursement. Everyone coming onto Fort Eustis is stopped at the gate and must provide identification to get onto the Installation.  Therefore it is mandatory that you have your ID card accessible at all times when coming onto post (always carry your ID card and a copy of your orders on post).

4. TRAVEL ON FORT EUSTIS.  All personnel traveling by POV are required to have a valid Post Decal or obtain a temporary vehicle pass.  Vehicle passes are good for 30 days and can be obtained from the Visitor Center located at building 2, which is on the right side just prior to the front gate.  To obtain a pass you will need to have a valid state driver’s license, registration, proof of insurance, DOD ID card and a copy of your orders.  

5.  ON POST TRANSPORTATION.    There is no government transportation available to or from off-post hotels to the classrooms at Fort Eustis.  Students usually ride with other students driving POVs or rental cars.  Before you report, check your orders to see if you are authorized POV or rental car.  ARNG students or students on AT orders should consider getting them amended before reporting.

6. WHERE TO REPORT – If you are reporting on Sunday or after duty hours, proceed to the Staff Duty Officer (SDO)/Staff Duty Noncommissioned Officer (SDNCO) at Building 1012.  Park in the rear of the building, 8th Brigade Headquarters.  If an emergency arises that will delay your arrival contact Golf Company during duty hours, Monday through Friday 0800-1700, at (757) 878-6675/6840/6483.  If you are calling during non-duty hours contact the SDO at (757) 878-6059/5501.

7.  BILLETING AND MESS.  Transportation Inn (757) 888-0968 is your first stop for accommodations.  If not, under the new Lodging Success Program (LSP) you are required to stay in certain hotels.  Lodging success can be contacted at 1-800-GOARMY-1.  If you are directed to stay off post, ensure you receive a Statement of No Availability reference number. Fort Eustis has limited commercial messing. Burger King and the Post Exchange Food Court are the two places immediately available on post. Students can check on per diem rates at http://www.dfas.mil/
8.  IN-PROCESSING.  You will start your in processing and report in on the first Monday of your course start date. You will report to BLDG 705, Room 57 at 0530. In processing closes at 0700 on the first Monday, do not be late. You are supposed to be on base the day prior. You must report in your Improved Physical Fitness Uniform (IPFU) NO EXCEPTIONS 


a. COMPANY WEIGH-IN.  You must be in the new improved physical fitness (IPFU) uniform for weigh-in as part of the in processing. If winter IPFU sweats are worn, then you must have your shorts and T-shirt underneath. This is mandatory for the weigh in. Not in the proper uniform will result in not being in-processed. Bring your Battle Dress Uniform (BDU) where you can easily retrieve it and change into after your height/weight screening is completed. Your morning of in-processing will be heavy, so time is a virtue.   Changing facilities are available throughout Building 705 and the installation.  Failure to meet height/weight standards IAW AR 600-9 will result in immediate return to your home station. NO EXCEPTIONS

b. ARMY PHYSICAL FITNESS TEST (APFT).  In accordance with AR 350-1, 

students attending professional development courses must take and pass the Army Physical Fitness Test (APFT) to graduate. This includes RC, ADT and/or IDT status.  All students will be required to take a record APFT on the first Tuesday after arrival, at 0530 at Murphy Field.  Any student who fails to pass the APFT will be allowed one retest on the following Tuesday morning (7th day).  If a student fails the retest, they will receive a nonacademic dismissal and sent home immediately. The APFT will be conducted in IPFU’s.


c. PROFILE POLICY.  Students with temporary profiles that prevent FULL participation will be removed from school attendance.  Any student with a permanent profile must bring a copy of DA Form 3349. 

9.  DOCUMENTS NEEDED.  Bring at least 15 copies of your orders.  If your name has changed since your orders were cut, bring a copy of the DA 4187 for the change.  If you are recently promoted, bring copies of your promotion orders. You MUST have a hardcopy verification of your Advanced Course Phase I completion during the time of in processing.  You will have show verification that you completed your phase I portion. WORD OF MOUTH IS NOT VERIFICATION.  This is a requirement to successful in-processing.

10.  PRE-REQUISITE FOR CORRESPONDENCE PHASE I AND COURSE COMPLETION.  A diploma will not be given until all academic requirements are fulfilled.  You MUST complete the RC-TOAC Phase I (Correspondence) BEFORE arriving for Phase II (Resident).  You are responsible for ensuring that you enrolled in and completed the correct correspondence course (Phase 1) before you leave your home station.  Read the RC-TOAC paragraph in DA Pamphlet 351-20, Army Correspondence Course Program Catalog.  Contact the Institute of Professional Development (IPD) at (757) 878-3335/2169 or DSN 826-3335/2169 if you are not sure about your course completion.  You will be denied enrollment into Phase II (Resident) if you have not completed Phase 1.  To verify your records, call the Lead Training Tech at the Academic Records Office (757) 878-3427 or DSN 826-3427.  If you have any questions concerning the course curriculum, contact the Course Manager at (757) 878-2765 or DSN 826-2765.  Due to the downsizing and organizational contract at IPD, they can no longer accept walk-ins so please do not bring answer sheets for grading.  You must have your Phase 1 completion upon arrival for in processing.  At the completion of PHASE II you will receive a Certificate of Training.  

11.  GRADUATION AND OUT-PROCESSING. Graduation will be conducted on the last Friday of training.  Uniform will be BDU.  Students attending courses that are less than 30 days will not receive clearance papers but will be required to show that they have cleared billeting by showing a receipt from the billeting office.  Report to G Company, Building 705, Room 61, on the last day of training (Friday) to out-process.  Students need to plan their departure for after 1700 hours on the final Friday of the course.  This will allow sufficient time to attend graduation, out-process, travel to the airport, check baggage and board the plane. Early Release from the Course must be requested by the first General Officer in the student’s chain of command to the Assistant Commandant, United States Army Transportation School, Fort Eustis, Virginia.

12.  PAY AND TRAVEL REIMBURSEMENT.   RC-TOAC students should arrive with enough money to pay for their food and lodging for the full two weeks.  If you are billeted off-post, be prepared to pay the highest room cost.  If you are in a USAR or ARNG unit, you will be paid after you return home.  The Defense Accounting Office, Building 662, Fort Eustis, will only pay individual mobilization augmentee (IMA) and individual read reserve (IRR) soldiers.  Travel pay/per diem should be arranged prior to coming to the course.  Therefore, everyone must be prepared to pay for all food, lodging and incidentals while here.  Submit TDY expense vouchers and receipts to your supporting finance and accounting office after you return to home station.  If you need money for this TDY, contact the headquarters that published your orders and request an advance travel payment before you leave home.

13.  UNIFORM AND APPEARANCE.  RC-TOAC classes are held in the same building with the Transportation Basic Course Lieutenant’s and other professional courses. These are your future Platoon Leaders that you will interact with on a daily basis.  RC-TOAC students must maintain a neat, orderly appearance at all times and conform to the haircut standards outlined in AR 670-1.  The uniform will be worn as prescribed in AR 670-1.  The battle dress uniform (BDU) is the prescribed uniform while attending class and graduation. Setting the example is paramount. 

14. PHYSICAL TRAINING POLICY.  You are required to conduct Physical Fitness with Golf Company M, T, W, Th, F from 0530-0630 in front of Anderson Field House. All personnel walking or running on Fort Eustis must wear reflective clothing.  Yellow reflective safety belt will be worn in PT uniform. 

15.  EMERGENCY TELEPHONE NUMBERS.  During your stay here, calls during duty hours should be directed to Golf Company, CDR (757) 878-6840, 1SG (757) 878-6483, OPS (757) 878-6675/6481 or DSN 826-XXXX, Student Affairs Office at (757) 878-3427 or DSN 826-3427 (ask for Mrs. Womack) or the Reserve Total Force Integration Office at (757) 878- 5038/5360.  After duty hours, calls should be directed to the SDO/SDNCO at (757) 878-6059 or DSN 826-6059.

16. UNIFORMS TO BRING.  Improved Physical Fitness Uniform (IPFU’s), Winter attire: Army long sleeve t-shirt, Army black shorts, Army sweat jacket and trousers, black knit cap and black gloves with inserts. Summer attire: Army short sleeve t-shirt, Army black shorts. In addition, bring your running shoe with white calf sock and reflective safety belt. You will also need to bring adequate amount of Battle Dress Uniform’s (BDU’s) for your class and civilian attire.

17.  MAIL ROSTER.  If you would like to receive mail while in school, you will need to fill out the mail roster provided to the class leader. 

SAMPLE MAILING ADDRESS:
   Name/Rank/SSN






   RC-TOAC / Class Number





               Golf Company, 71st Trans Bn, 8th Trans Bde






   705 Read Street






   Fort Eustis, VA  23604-5389

18. SICK CALL.   Sick call hours are 0630-0800, Monday through Friday at McDonald Army Community Hospital.

19. RECALL ROSTER.   This list will be given to the class leader; the class leader must ensure that it is kept updated at all times.  All students have the responsibility to keep the class leader informed of their whereabouts.  The class leader must submit a copy of the completed recall roster to Golf Company operations NLT COB on the class start date.

20. LEAVE DUE TO EMERGENCY.   Leave is only granted through Red Cross notification.  If you desire to take leave, your course manager and the Golf Company Commander must approve it during duty hours.  After duty hours, the 8th Transportation Brigade SDO/SDNCO will contact Golf Company to process the emergency leave.   The 8th Transportation Brigade contact phone number is 757-878-5501

21. PASS POLICY.  Classes will fill out the pass roster as a means of emergency contact.  For any (2) day weekend a pass is required.  Students traveling over 360 miles must have a round trip plane ticket.  For any (4) day passes, a plane ticket must be purchased for any distance over 600 miles.  The class leader is responsible for ensuring that the roster is completely filled out correctly for turn-in by COB Wednesday for each week for the upcoming weekend.  Incomplete passes will be returned to the class leader without action for resubmission.  You must have a complete address, phone number, and prior approval by CDR/1SG before proceeding on the pass.  Please remember that passes are a privilege.

22.  PRIVATELY OWNED WEAPONS.    All privately owned weapons must be registered with the PMO and stored in the Post Arms Room. Privately owned weapons are defined as any firearm or knife (longer than 3 inches).  All students arriving with privately owned weapons must notify Golf Company immediately for registration or storage purposes.  Only the Golf Company Commander can authorize in writing the storage of any privately owned weapon.  If you wish to sign out your weapon, you must do so in writing to the commander with justification no later than three days prior to the weekend.  Any student who signs out their firearms assumes full responsibility for the use, handling, storage and complete compliance with Army regulations, post policies, and local/state laws. 

23.  CLOSING - During your 2 weeks here, your instructors and I will be with you every step of the way.  Your first three days will be very busy.  Keep in mind that we have a lot to accomplish in a very short time period.  Be flexible!  The key to success is ATTENTION TO DETAIL and LEADERSHIP BY EXAMPLE.  We look forward to seeing you soon and don’t hesitate to call (757) 878-6840/6483/8481 if there are any questions.







 Patrick L. Williams






 CPT, TC







 Commanding
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