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Department Of Instruction

Subject: Marine Deck Officer (880A) and Marine Engineering Officer (88 IA), Warrant Officer Basic Course (WOBC) Students

1.  WELCOME - On behalf of the U.S. Army Transportation School, Congratulations on your selection to attend the Marine Deck Officer or Marine Engineering Officer Warrant Officer Basic Course and welcome to Fort Eustis, the Home of Transportation.

2.  INTRODUCTION - The Warrant Officer Basic Course is designed to teach you the skills and information necessary to be a successful Vessel Master or Chief Engineer onboard any Class Al vessel in the Army's inventory. The course will challenge you both physically and mentally. If you are attending the Deck Officer WOBC and wish to test your current level of proficiency, and have a personal computer (PC), you can take the Marine Deck Warrant Officer Diagnostic test from the following web address: http://www.transchool.eustis.army.mil/training/web/webcourse.htm
Throughout the course you will also develop your social skills though professional acquaintances and social events.

Course dates can be viewed on ATTRS website:         http://www.transchool.eustis.army.mil/New_web_site/ResidentCourses.htm - toe
3.  LOCATION - Both tracks will meet together at Wylie Theater, Building 705 at 0730 on Monday, the first day of class. 

4. TRAVEL TO FORT EUSTIS.  Fort Eustis is easily accessible by plane, bus or Privately Owned vehicle (POV).   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.  If traveling by bus, the Greyhound line has a bus terminal just outside Fort Eustis.  If traveling by POV, the military police stop each vehicle and ask for identification (always carry your ID card and a copy of your orders on post).

5. 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.

6.  IN-PROCESSING – In-processing will begin on the 1st business day after you report in.  Report to Golf Company Operations office, room 61, in Building 705 at 0530 in the Improved Physical Fitness Uniform (IPFU).  If winter PT uniform is worn short, T-shirt, underneath pants, and jacket are mandatory for the weigh in. In processing closes at 0700, please do not be late.

7.  BILLETING - Soldiers arriving to Fort Eustis in a TDY status are required to reside at the Transportation Inn at building 2110, Pershing Rd., (757) 888-0968.  The Transportation Inn rooms come complete with a queen size bed, refrigerator, microwave, coffeepot, iron and housekeeping.  It is highly encouraged that all students call ahead for reservations, as space is limited.  To check in you will be required to have a copy of your orders and your ID card.  Students can check on per diem rates at http://www.dfas.mil/
8.  HOUSING - Bldg 601, (757) 878-2588. Students that are PCS'ing must proceed to building 601 for information on housing both on and off post.  If you are PCS'ing to Fort Eustis from another service and/or installation, you should report a minimum of 3 to 4 duty days prior to the course.

9. 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 POV’s 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.

10. UNIFORM AND APPEARANCE - 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.

11.  PHYSICAL TRAINING POLICY - Physical training and readiness are essential to all soldiers and is one of the cornerstones of the basic course.  Soldiers should participate in a training program prior to arriving at Fort Eustis.  Classes will plan and conduct organized physical training Mon, Tue, Wed, Thur, and Fri from 0530 – 0630 at Anderson Field House.

12.  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.

13.  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.  If you plan on being paid for per diem while here, you will want to submit your name on the mail roster so the mail 

clerk is aware of you being here.  The class leader will submit the mail roster to G Company.  Each student is responsible for picking up his/her mail.  If you use the mailroom, ensure that you 

clear the Brigade mailroom before departing this installation.  You will need to fill out a mail card (DA Form3955) to forward your mail.

SAMPLE MAILING ADDRESS:
   Name/Rank/SSN






   WOBC / Class Number





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






   705 Read Street






   Fort Eustis, VA  23604-5389

The mailroom is located in Building 705, Room 19.  Operating hours for the mailroom will be Monday-Friday, 0900-1200.  They can be contacted at (757) 878-6059.

14.  SICK CALL - Sick call hours are 0630-0700, Monday through Friday at McDonald Army Community Hospital.

15.  LEAVE DUE TO BONIFIED EMERGENCY - Leave is only granted through Red Cross notification.  If you desire to take leave, your instructor and the Golf Company Commander must approve it during duty hours.  After duty hours, the 8th Transportation Brigade SDO/SDNCO will contact G Company to process the emergency leave.   The 8th Transportation Brigade contact phone number is 878-5404/5405.

16.  POINTS OF CONTACT FOR FURTHER INFORMATION:

MARINE ENGINEERING DIVISION: (757)-878-3493/5214

MARINE OPERATIONS DIVISION:   (757) 878-6255/6457

17.  CLOSING - The WOBC is an extremely arduous and challenging course. There is not time during the course to set up a household; this should be done prior to the course start date.  Keep in mind that there is much to learn.  Be flexible! The key to success is ATTENTION TO DETAIL.  We look forward to seeing you soon.

18.  Any additional information concerning in processing not covered in this letter can be obtained by accessing the Fort Eustis Internet Home Page:  http://www.eustis.army.mil/






 RICHARD W. VAN DEREN







 Director of Instruction 

INFORMATION FACT SHEET
Effective October 1, 1996, the Defense Finance and Accounting Service (DFAS), Norfolk Operating Location (OPLOC), Travel section will implement the new DOD policy for making payments for Transactions for Others (TFO) and Cross Disbursements. The purpose of this fact sheet is to provide our customers with information and/or guidance on this new policy.

Travel payments made by a disbursing office that do not maintain the accounting records for funds disbursed create TFO.  Payments made on behalf of another DOD agency are Cross Disbursements (for example, Ft Eustis pays a travel claim for Langley Air Force,). Transactions for Self (TFS) payments are made by a disbursing office that also maintains the accounting records for the funds disbursed.  Except under certain circumstances, the policy directs that all travel offices may only make TFS payments

The following are exceptions to the TFS policy that allows us to process these travel payments for our customers:

- Travel is funded by multiple funding sources (FSN 044019 appears in conjunction with other Army FSN's), general open allotment (FSN 099999) or special open allotment fund cites will no longer be valid for TDY training, beginning FY 98.

- Per diem payment for TDY in conjunction with a Permanent Change of Station (PCS) at Ft Eustis, Ft Monroe, Ft Story', School of Music, and Armed Forces Staff College. Current messages indicate effective FY 98 the losing station will initiate two separate orders; one for the PCS and one for the TDY.  Either a DD 1610, or a format 400 is an acceptable form/format for the training order.  The losing station will also be responsible for funding the TDY.  All students are required to submit PCS and TDY settlement vouchers for completed travel at their gaining station within 5 days after completion of travel and submit a copy of all PCS/TDY payments received with their settlement voucher.  It is the responsibility of the gaining installation to ensure the PCS/TDY settlement voucher is processed at the appropriate Finance & Accounting Office for settlement.

- Per diem payments will be processed for all National Guard Bureau, (EXCEPT FOR THE STATE OF TEXAS, MARYLAND, OKLAHOMA, OHIO, UTAH, NEVADA AND WISCONSIN).

Per Diem Allowance: The per diem allowance is a daily payment for lodging, meals and incidental expenses only. The per diem allowance is distinguished from transportation expenses and other miscellaneous travel expenses that cover cost, including taxies and service charges where applicable. Advances are limited to 45 days not to exceed 80% of area rate.

PER DIEM RATES

Norfolk and FT. Story, Hampton, FT. Monroe, Newport News and FT. Eustis

As of Date:

       Max Lodging
          M&IE

         Max Lodging               M&IE


10/01/99
$54.00
$38.00
11/01/99
$59.00
$38.00


05/01/99
$97.00
$38.00
06/01/99
$91.00
$38.00


01/01/99
$54.00
$38.00
01/01/99
$59.00
$38.00

Check DFAS website for the most recent rates. http://www.dfas.mil/


MILAGE RATE

1.
When authorized, the mileage rate for in and around TDY is .31 cents a mile, effective date, is April 1, 1999.  The claimant must be the owner/operator of the private auto and mileage must be logged each day, when in and around miles is claimed. The travel rate for Permanent Change of Station (PCS) is 15 cents a mile and is paid at your Permanent Duty Station (PDS).

Check DFAS website for the most recent rates

         FACSIMILE

GENERAL INSTRUCTIONS:

A.
Purpose. The DFAS -IN policy implements faxing for routing Travel Documents and supports the reduction of cross disbursements. This policy does not eliminate making a travel claim to the correct travel computation unit (TRAVEL SE~ON).  It makes faxing an alternative method of delivering the claim to the correct travel section. A fax received for CIDY Advances/Accrued per diem), directly from students who are PCS with TDY enroute, in the local area, will not be accepted. The intent of the policy is for traveler's who are TDY and return to their PDS, who are on long-term TDY orders.  The Travel Section at OPLOC, Norfolk will make every' effort to contact the "Company Representatives" to have documents received in error, corrected, in order that payments are not delayed.  It is our sincere desire to provide you prompt and courteous customer service. If you require any additional assistance, please have your company/~ass representative contact one of our customer service representatives at (757) 443-4746, or DSN 6464746. Our FAX number is DSN 6464630, or local (757) 4434630.  Our hours operation are 0700-1600 Monday through Friday, except for holidays.

Thank your for assisting us in maintaining accurate records. We look forward to serving you again when your business plans include official travel.

Mr. Ken Smart 

Supervisor Accounting Technician

Last Name
First
MI
SSN
Rank/Grade

Name of Company______ Beginning date
Ending date

1.
Do you have a United States Government Charge Card? yes _______no.

If the answer is yes and you are TDY less than 45 days, no advance will be paid. Please use the ATM machine to draw your advance (s).

2.
Please check one of the following:


(a)
Are you TDY enroute to a new duty station?
location

(b)
Are you TDY and returning to home station?___location

If you are TDY in the Tidewater area, and your status is PCS enroute, OPLOC Norfolk Travel Section will pay your advance if you are Active Duty Military' (Army), or Army National Guard, (Except for the state of Texas, Maryland, Oklahoma, Ohio, Utah, Nevada and Wisconsin). All National Guard/Reservist (Enlisted and Officers your point of contact (POC), is SGT.  Major Garen Franklin, at phone number is, 878-4512,4707, or go to building 1012 at Ft. Eustis, VA.

If your are TDY and returning to home station, please contact your home station Finance Office for your travel payment (s).

3. Did you receive a TDY advance from your old duty station? If the answer is yes, indicate amount received_________________

4. While TDY, I will be residing on post/base    off post/base.

The cost of lodging per day is____________________ My control number for off post/base lodging is

Post is ____no.

5. This is a request for a per diem advance for: Lodging yes / no, for meals yes / no.

6. Please provide a copy of this completed form and attach 3 copies of your original orders and any amendment orders that you have received for your TDY.

7. Note: Department of Defense (DOD) has directed that all military' payments for travel be made by EFT (Electronic Fund Transfer). If you change your account, please contact the travel office ASAP.  If the travel office is unable to assess your account you will be required to complete form number FMS 2231.  If you elect to have your TDY Funds deposited to an account other than your regular pay you are required to complete a FMS

2231 and forward the form to DFAS-OPLOC, Norfolk Travel Section code FPT.

8. I understand that this form is required with my request for a per diem advance and that the information provided is subject to the privacy act of 1974.

Signature
STUDENT ACCRUALS FOR NG AND PCS TDY IN ROUTE ONLY
An accrual is a payment for expenses' already incurred.  If you are TDY for an extended period of time you need to file a accrual voucher every' 30 days to receive your entitlements.  It is the responsibility of the traveler to complete and submit the DD Form 1351-2 (Travel Voucher) to his/her company/class representative with any required statements or receipts for" A SUPERVISOR'S REVIEW", effective date, November 1, 1999.  It is also the responsibility of the traveler to allow enough time for the review.  The claim must be signed in block number 22a and dated, on DD1351-2, by the company designated reviewer and submitted by the reviewer to the OPLOC-NO on a "OPLOC-NO TRANSMITTAL LETTER FOR STUDENTS" within 2 working days.  The "effective date for transmittal letter for students, is November 8, 1999. DOD has directed all TDY payments will be Electronic Fund Transfer (EFT).

NOTE: Student folders are no longer required, effective date November 8, 1999.  Any folder received on/after November 8, 1999, will not be returned.

BLOCKS THAT ARE REQUIRED TO BE COMPLETED ON DD 1351-2
1. Number 1 - 9: All administrative data must be completed to show the name, grade, social security number, duty phone number, organization and official duty station, and travel order data.

2. Number 10: The block headed "PRIOR TRAVEL PAYMENTS OR ADVANCES" must be indicated to reflect any previous payments (Advance or Accruals). If no payments have been received, enter the word "NONE".

3. Itinerary: Indicate dates that you are making your claim for.

4. Submit the following documents with settlement:

a.
Completed settlement voucher (DD 1351-2), original and one copy.

b.
Two legible copies of all orders including amendments.

c.
Receipts are required as applicable.

  d.  Original Lodging receipt or one legible copy

  e.   Leave Form DA 31, if applicable.

  f.   Statement of Non-Availability or control number for quarters if applicable.

  g.  One copy of any advance (not ATM) or accrued per diem received.

INCOMPLETE VOUCHER MAY BE RETURNED TO THE CLAIMANT FOR COMPLETION.

EXAMPLES:

1. Supervisor's review, effective date November 1, 1999.

2. Missing signature/date of claimant.

3. All Prior advance/accruals block left blank, or incomplete (note: use dollar amounts,

or the word none only), or a incomplete itinerary.

4. Cost of lodging not claimed in block number 16, if applicable.

5. When lodging is claimed and a receipt is not attached.

6. No DA 31 attached to voucher for Leave Dates.

ATTENTION: To avoid over payments, accrued per diem should not be submitted for the last 45 days of TDY if you received an Advance for first 45 days. When you need to inquire on the status of your payment for per diem, please contact the operation section. at the company level, all Reserve/Army National Guard, please contact your Liaison Officer.

Work Center Information for Soldier

Work Center: FEVA FINANCE INPROC


Office Symbol: DFAS
Location: BLDG 662 ROOM 101


Installation: FT EUSTIS, VA 23604
Phone: 878-5537

Office Hours: MON-FRI 13OOHRS DO NOT BE LATE

***DO NOT BE LATE****

To In-Process, please bring the following documents with you:

ID CARD; ORIG DA FORM 31/1 COPY SIGNED;

DA 2356; 6 COPIES ORDER: IF APPL: COPIES

(2) TRAVEL ADVANCE; TERM OF GOVT QTRS; COPIES OF LEASE OR MORTGAGE

------------------------------------------------------------------------------------------------------------

Work Center: EDUCATION CTR INPROC

Office Symbol: ATZF-PTE

Installation: FT EUSTIS, VA 23604

Office Hours: M-W-TH-F 0800-1600

Location:
BLDG 1708 Phone: 878-3613/5508

To In-Process, please bring the following documents with you:

DA FORM 699

------------------------------------------------------------------------------------------------------------

Work Center: DENTAL-TIGNOR

Office Symbol: HSB-DET


Location: BLDG 669

Installation: FT EUSTIS, VA 23604

Phone: 878-3434

Office Hours: N-F 0700-1600 IN/OUT PROCESSING 0930-1500

--------------------------------------------------------------------------------------------------------------Work Center: FEVA NEWCOMERS BRIEF

Office Symbol: ATZF-PCF>
Location: FORT EUSTIS CLUB

Installation: FORT EUSTIS, VA 23604 

 Phone: 878-3638

Office Hours: ONE DAY A MONTH, DATE GIVEN BY ACS, START TIME 0830 HOURS

Work Center Information for Soldier

Work Center: FAMILY HOUSING

Office Symbol: ATZF-PWH
Location: BLDG

Installation: FT EUSTIS, VA 23604
Phone: 878-2558/2506

Office Hours: M-F 0730-1500

Please bring the following documents with you:

PCS /AMENDMENT ORDERS

DD FORM 93 UPDATED

DA FORM 31 IF AVAILABLE

CUSTODY PAPERS IF APPLICABLE

TERMINATION ORDER OF QTRS FROM LAST UNIT

------------------------------------------------------------------------------------------------------------



Work Center: COMMUNITY HEALTH

Office Symbol:

Installation: FT EUSTIS, VA 23604

Office Hours: M-F 0730-1630

Location:
BLDG 2792 Phone: 878-4755

To In-Process, please bring the following documents with you:

MEDICAL RECORDS FOR SCREENING

------------------------------------------------------------------------------------------------------------

Work Center: FEVA TRICARE SVC CTR

Office Symbol: DPW-SEEMA

Installation: FORT EUSTIS, VA

Office Hours: M-F 0730-1630

Location:
MACH, 1ST FLOOR


                   23604
Phone: 878-7957

------------------------------------------------------------------------------------------------------------

Work Center: FEVA TRANS OFF (HHG)

Office Symbol: ATZF-NT
Location: BLDG 601

Installation:  FORT EUSTIS, VA 23604     Phone: 878-4664

Office Hours: 0730-1600 M-F

------------------------------------------------------------------------------------------------------------

Work Center Information for Soldier

Work Center: FEVA POST LOCATOR

Office Symbol: ATZF-IMS


Location: BLDG 1321

Installation:  FORT EUSTIS, VA 23604     Phone: 878-3767

Office Hours: 1330-1630 M, W, TH, F CLOSED TUESDAYS

To In-Process, please bring the following documents with you:

COPY OF PCS ORDERS

------------------------------------------------------------------------------------------------------------

Work Center: FEVA BATTALION S2

Office Symbol:


Location: BN S2 OFFICE

Installation: FORT EUSTIS, VA 23604


------------------------------------------------------------------------------------------------------------

Work Center: DEERS/ID CARD/ID TAG

Office Symbol: ATZF-AGRS
Location: BLDG 601, RM 107

Installation: FT EUSTIS, VA 23604
Phone: 878-0942

Office Hours: 0730-1600 EVERYDAY EXCEPT TUESDAY TUESDAY OPEN 0730-1130, CLOSED P.M.

To In-Process, please bring the following documents with you:

PROCESSING CHECKLIST

ID CARDS

ID TAGS

DEERS ENROLLMENT WILL BE VERIFIED COPY OF DD FORM 93

------------------------------------------------------------------------------------------------------------


Work Center: BATTALION PAC

Office Symbol:

Installation: FT EUSTIS, VA 23604


To In-Process, please bring the following documents with you:

CLEARANCE PAPERS

Work Center: AER

Office Symbol: ATZF-PCF

Installation: FT EUSTIS, VA

Office Hours: M-F 0730-1630

Location:
BLDG 601, RM 142

23604
Phone: 878-0914

To In-Process, please bring the following documents with you:

INPROC CHECKLIST

------------------------------------------------------------------------------------------------------------

Work Center: ACS

Office Symbol: ATZF-PCF

Installation: FT EUSTIS, VA 23604

Office Hours: M-F 0730-1630

Location:
BLDG 601, RM 142 Phone: 878-3638
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