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IMPORTANT CONTACT INFORMATION
ASD Contact Info (In/out-processing, administrative actions, leave, etc.)
Commander – (210) 221-5731 (Office)

(210) 373-2283 (Blackberry – EMERGENCY CONTACT)
Detachment Sergeant – (210) 295-3068 (Office)

(210) 381-4669 (Blackberry – EMERGENCY CONTACT)
Civilian HR Supervisor – (210) 221-3201
Personnel Manager (AECP and TWI) – (210) 221-3243/3201
Personnel Manager (Last name begins with A-E) – (210) 221-5582
Personnel Manager (Last name begins with F-L) – (210) 221-3167
Personnel Manager (Last name begins with M-R) – (210)-221-3153

Personnel Manager (Last name begins with S-Z) – (210) 221-5725
Fax – (210) 221-0740
ASD Student Email:  usarmy.jbsa.medcom-ameddcs.mbx.student-det@mail.mil
Center for Professional Education and Training (CPET) Contact Info (Academic/Tuition issues and questions)

CPET Chief – (210) 295-9528

NCOIC/Enlisted Programs Manager – (210) 221-0144
Medical Special Corps Personnel Manager – (210) 295-9537 or (210) 221-1345

Specialist Corps/Veterinary Corps – (210) 295-9428

Dental Corps Personnel Manager – (210) 295-9604

Dental Education Administrator – (210) 221-0079

Nurse Corps Personnel Manager (non-AECP) – (210) 295-0274

Nursing Human Resource Assistant – (210) 295-9030

Department of Pastoral Ministry Training (DPMT) Chief – (210) 221-8513

Medical Corps Personnel Manager (OTSG) – (703) 681-5037

Medical Corps Personnel Manager Assistant (OTSG) – (703) 681-8036

Commander’s CCIR

Because ASD is so geographically dispersed, communication via telephone and email are extremely important to ensuring your chain of command is tracking what is going on with you.  It is important you contact your Personnel Manager, detachment sergeant, or commander in the case of any of the following:

1. Sexual Harassment / Sexual Assault
2. Hospital Admission

3. Accident with serious injury

4. Arrest/Apprehension/Incarceration
5. DUI/DWI

6. Alcohol Abuse/Overdose w/Hospitalization

7. Domestic Violence

8. Actual or alleged incidents of Child Abuse

9. Aggravated Assault

10. Blotter Event (excluding minor traffic violations)

11. Convalescent LV recommendations/approvals by physician
12. Recent natural disaster in your area (earthquake, hurricane, wildfire, etc.)

13. Any domestic violence incidents involving you
14. Death of immediate family member (Criminal in nature)

15. Death of immediate family member (On military installation / non-military treatment facility)

16. Racially or ethnically motivated criminal acts

17. Referral by physician to begin MEB process

18. Diagnosis by physician of condition that will prohibit continuing academic training

19. Event resulting in media attention
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1. General Information 
1-1. Welcome 
Welcome to the Army Medical Department (AMEDD) Student Detachment (ASD), 187th Medical Battalion.  Due to the nature of this assignment, you may be in a non-military environment for an extended period of time and geographically separated from your chain of command.  This is a great opportunity to expand your knowledge and skill set for future professional and personal gain.  

ASD’s primary mission is to serve as your command and control element.  According to the first letter of your last name, you will be assigned a civilian Personnel Manager who will serve as your point of contact throughout your tenure with ASD.  ASD Personnel Managers coordinate all actions including, but not limited to: finance, the full spectrum of personnel administration (except for new assignments), MEDPROS data administration, medical/dental care - when TRICARE actions require command assistance -, travel, and Soldier training support for all students assigned to the detachment.  The Personnel Managers maintain your personnel file in the company area.  


Communication is key in all environments, but especially when in a geographically dispersed situation.  ASD is responsible for roughly 600 Soldiers spread throughout 41 states, 2 U.S. territories, and Australia.  To ensure maximum communication, you must check your email messages from ASD often.  We are committed to initiating contact with you and providing you with important and/or relevant information.  We will primarily send messages to your AKO email account; however, if you provide a civilian email account, we will send emails there as well.  If you are located far from a military installation and require a CAC reader, please let us know and we will issue one to you.  Please ensure to keep ASD informed at all times of any and all news (good and/or bad).  Bad news does not get easier as time goes on.   

    
As your Commander, my door is always open.  I wish you the best as you journey toward the completion of your specific program.  Have fun in your program and remember that you are a Soldier 24-hours a day, 7-days a week.  

 
All personnel are required to sign the “Acknowledgement of Receipt and Understanding” located on the last page of this handbook and return it via email, fax, or mail to your appropriate ASD Personnel Manager for inclusion in your student file.

///original signed///



    
 ////original signed////
JODY DUGAI

     
            

SUMMER M. BROWN-ELLIS
LTC, AN





CPT, MS
Commanding





Commanding
1-2. Purpose 
This handbook was created in an attempt to provide you with useful information.  It is a long but useful tool that will assist you in answering any questions you may have as an ASD student and Soldier. This handbook may help you answer many procedural and administrative questions that arise because you are geographically separated from your unit of assignment.   Its value is determined by the way you use it.  We ask that you read through the handbook and keep it available throughout your assignment with the ASD for reference.  This handbook is not a formal regulation or intended to be comprehensive.  Each individual’s situation and circumstances are usually different, but this handbook can serve as a guide.  Understand that information changes rapidly and may become outdated.  However, we will do our best to keep it updated, and ask you to let us know if you see any updates that need to be made. If you have a question or concern, please refer to this handbook, initially, before either calling or writing to us, as this will save you time and enable us to better serve your needs. 
As you read through this handbook there are several titles that are used that you must be familiar with.  The term “ASD Personnel Manager” or “Personnel Manager” refers to your primary POC within ASD depending on the first letter of your last name.  The term “Academic Personnel Manager” refers to your appropriate POC for your Corps at CPET (for all non-MC and non-AECP Soldiers), USAREC (AECP Soldiers only), or OTSG (MC Officers only).
1-3. Roles and Responsibilities 
a. ASD is a subordinate element of the 187th Medical Battalion, of the 32d Medical Brigade, AMEDDC&S, Joint Base San Antonio, Texas.  ASD has UCMJ and command and control authority over of all ASD Soldiers. 
b. The Center for Professional Education and Training (CPET), Central Training Division (CTD), and Academy of Health Sciences (AHS) are responsible for fund control/payment of tuition, stipends, and authorized TDY for fully funded students [in accordance with AR 351-3 (Professional Education and Training Programs of the AMEDD)]. 

c. HRC (LTHET manager for your corps branch) is responsible for generating your LTHET contract, posting contract to your OMPF, and generating orders assigning you to ASD.
d. CPET, Corps specific, Academic Personnel Managers (non-AECP) are responsible for functioning as the LTHET academic manager (changes in degree plans, program extensions, etc).
e. OTSG is responsible for the academic management (program extensions or delays) of Graduate Medical Education (GME) students, studying in civilian hospital/university programs.
f. US Army Recruiting Command (USAREC), Army Nurse (AN) branch and officer accessions branch are responsible for the academic management (i.e. changes in degree plans, program extensions, dismissals, semester grade reviews. etc) of AECP students. 

g. The DFAS office of Joint Base San Antonio, Texas, acts on all finance matters for students assigned to the ASD.  
1-4. ADDRESSES, TELEPHONE NUMBERS, and EMAIL CONTACT
Mailing Address: 
    AMEDD Student Detachment 

    187th Medical Battalion
     2745 Harney Path, STE 187 

     JBSA-Fort Sam Houston, TX 78234-7678
Phone Number Prefix:
COMM: (210) 221-XXXX, DSN 471-XXXX 

Fax – (210) 221-3211

Personnel Managers of ASD are divided by student last names: 

Civilian Supervisor – (210) 221-3201

Personnel Manager (AECP and Enlisted TWI) – (210) 221-3243/3201
Personnel Manager (Last name begins with A-E) – (210) 221-5582

Personnel Manager (Last name begins with F-L) – (210) 221-3167

Personnel Manager (Last name begins with M-R) – (210)-221-3153

Personnel Manager (Last name begins with S-Z) – (210) 221-5725
Commander and Detachment Sergeant: 

Commander – (210) 221-5731 (Office), (210) 373-2283 (Blackberry)
Detachment Sergeant – (210) 295-3068 (Office), (210) 381-4669 (Blackberry)
ASD Student Mailbox:  usarmy.jbsa.medcom-ameddcs.mbx.student-det@mail.mil
This is an Office Generic email for everyone in the company.  Every ASD staff member has access to it.  Send your processing paperwork here.  There is no need to CC: your Personnel Manager when you send an email to this address.  
24-hour Staff Duty Officer telephone numbers for the 187th Medical BN and 32d Medical Bde are: (210) 445-6859 or (210)669-7067. These numbers are only to be used in an event that you have an emergency and you are unable to reach the Detachment Sergeant or Commander.
a. If you ever go to the hospital/ER/miss duty/etc., and you are unable to reach the Detachment Sergeant, please contact this staff duty number but continue attempting to contact the command directly. 
b. Any emergency needs during non-duty hours (1630-0700), please first try to contact the Commander or Detachment Sergeant via blackberry, but if you are unable to reach them then call this number. 
*** It is important that the ASD Commander is informed of your duty status when it changes, especially if you go into the hospital.  If a hospital stay occurs please inform us immediately. Upon release please send us your discharge summary and profile (if applicable). Most important are acute or chronic illnesses that keep you away from your duties/schooling for more than 24 hours, if you are held overnight, etc.  Calling us after you feel better is not good business. ASD needs to know your status as soon as there is a change.  
**Special Note: Commercial telephone calls are at the expense of the student. Collect calls CANNOT be accepted. 
** 1-800-531-1114 Ext:# POST DIRECTORY number at JBSA, Joint Base San Antonio.  You may call the 1-800 number and ask for our extension # “as Official Business”. 

CORPS EDUCATION ACADEMIC CONTACTS:

For changes to academic plans, approvals on extensions, questions about semester hours, tuition issues, other academic issues, and requests for funded TDYs, contact your appropriate Corps Academic Personnel Manager at CPET, or OTSG for MC GME officers. 

	Staff – Center for Professional Education & Training (CPET)

	

	

	

		 



	


CPET Chief – (210) 295-9528
CPET NCOIC/Enlisted Programs – (210) 221-0144

CPET Fax – (210) 221-2832

Specialist Corps/Veterinary Corps Academic Personnel Manager– (210) 295-9428

Dental Corps Academic Personnel Manager – (210) 295-9604

Dental Education Administrator – (210) 221-0079

Medical Service Corps Academic Personnel Manager – (210) 221-1345

Nurse Corps Academic Personnel Manager (non-AECP) – (210) 295-0274

Nursing Human Resource Assistant – (210) 295-9030

Department of Pastoral Ministry Training (DPMT) Chief – (210) 221-8513

DPMT Instructional Systems Specialist – (210) 221-8609

DPMT Pastoral PPSCP Courses – (210) 221-8055
Medical Corps Personnel Manager (OTSG) – (703) 681-5037

Medical Corps Personnel Manager Assistant (OTSG) – (703) 681-8036

Medical Corps Personnel Manager Fax (OTSG) – (703) 681-8044 

Medical Corps TDY and FUNDING issues:
HQDA, OTSG, Continuing Medical Education (CME)
CME Personnel Manager: 1-877-MED-ARMY (1-877-633-2769), menu 6

CME Personnel Manager: usarmy.ncr.hqda-otsg.mbx.otsg-cme@mail.mil
CME Website: https://education.mods.army.mil/cme/secured
HQDA, OTSG

ATTN: DASG-PSZ-MC

5109 Leesburg Pike, Skyline 6, Room 691

Falls Church, VA 22041-3258

Tuition/Book Reimbursement Stipends are paid by the AMEDDCS G8, Assistant Chief of Staff for Resource Management, Central Training Division.  Send Book Reimbursement Stipend requests to usarmy.jbsa.medcom-ameddcs.other.ameddcs-rm-lthet@mail.mil.









Academy of Health Sciences




ATTN:  MCCS-R




3630 Stanley Rd, Bldg 2840, Ste 034



Joint Base San Antonio, TX 78234



COMM: (210) 221-7725/8404


FAX: (210) 221-8499
1-5. Student Responsibilities 
a. Student Handbook All Students assigned to ASD must follow the guidance provided in this handbook and all ASD command policies.  All students are required to review program rules IAW AR 351-3, and AR 621-7, and the AECP Guidelines and policies, as applicable to your program of study.  You are also required to review your contract prior to starting your program.  You are additionally required to sign your inprocessing documents, which indicates and confirms that you have read and understand all ASD command policies and Section 1-5 of the ASD Handbook.
b. Full-time Student  As a full-time student, you must devote full-time to your academic studies, and be enrolled FULL TIME according to school policies and AR 351-3, para 7-4.  

(1) Each SEMESTER you need to turn in your DA2125 to your PROGRAM DIRECTOR/Education Branch/CPET Branch POC to verify your degree plan is on track.  This document lists the classes you will take and the order you will take them.  ASD does not directly manage students’ academic affairs/progress and does not require copies of the DA 2125. 

(2) AECP students will turn their paperwork into the USAREC Program Director NLT 10 days after the end of each semester.
a. Failure to turn in documents on time for most branches will result in a NON-PAYMENT on all tuition and stipends.  A second failure to turn in documents will result in removal from the program.  Each Program will be governed by their own published policies regarding dismissals.  
b. Review AR 351-3 for your specific corps policies (AECP review the GUIDELINES for your programs).

c. Off-Duty Employment.  In accordance with MEDCOM 600-3, AR 40-1 and AR 351-3, students in long-term civilian education programs are prohibited from engaging in off-duty remunerative professional employment or any other off-duty employment that provides monetary compensation.  No exceptions will be granted.  
d. Height/Weight and Physical Fitness.  You are expected to maintain an appropriate level of physical fitness and maintain acceptable weight standards in accordance with AR 600-9. You, like all Soldiers, are required to take a RECORD APFT every six (6) months.  Once complete, send the DA 705, Army Physical Fitness Scorecard, to your Personnel Manager.  It is incumbent upon you to participate in any available Army Physical Fitness Test at or near your training location and ensure that the results are annotated on your AER.  If a Student does not turn in a PT Card, “no APFT data on file” will be recorded on their AER, which will be viewed negatively by future promotion boards.  Failure to provide the required APFT data IAW with published ASD policy will result in a Suspension of Favorable Action (Flag) being placed on your official records.
AECP Students will be required to pass a physical exam prior to commissioning and an APFT at AMEDD BOLC.  The “commissioning physical” must be no older than 2 years from the end date of your BOLC class.  The best time to do your physical is during your 2nd year in the program.  AECP Soldiers who fail to meet the guidelines established in AR 600-9 at their projected commissioning date will not be offered a commission and appropriate action will be taken.
e. Uniform Requirements. The authorized unit crest for the AMEDD Student Detachment is the 187th MED BN unit crest. Wearing your uniform to class is optional.   The only authorized Shoulder Sleeve Insignia to be worn is the 32d MEDICAL BDE patch.  The Shoulder Sleeve Insignia and crest will be provided to all enlisted members upon request.
(1) You are authorized civilian attire while attending school, or the school uniform requirements; however, all personnel must still meet all Army grooming standards at all times.  Your place of duty during the day is at your school or other civilian institution where you are representing the Army.  Failure to comply with established Army regulations will result in UCMJ action.  If you are reporting into the company during duty hours, you will report in uniform unless you are in class that same day.

(2)  AECP nursing students can be ISSUED hospital WHITES at the nearest CIF if you coordinate through the ASD. You need a memorandum from the Commander and your orders. You will be required to clear CIF prior to PCS’ing to your next assignment or ASD for commissioning.
f. Individual Medical Readiness All Soldiers are required to be “green” and fully medically ready.  Civilian facilities CAN provide necessary medical readiness services.  Just send copies of your medical services to your Personnel Manager, Detachment Sergeant, or Commander.  Privacy policies will be strictly adhered to.  Medical records will be delivered to the FSH TMC director for MEDPROS input if the ASD cannot access the appropriate level of input (ie PHAs, well woman exams, PDHRAs, PULHES codes.)
(1) DNA All active component Soldiers are required to have a DNA sample on file at the DNA repository. If local, report to BAMC Pathology Department (4th floor) to have a sample taken; or report to your nearest military Medical Treatment Facility to have the sample taken (if you reside within 50 miles of a military MTF). 

(2)  HIV this must be completed every two (2) years and must be done through a military MTF.  A HIV test drawn by a civilian hospital is not acceptable to update your records.  Notify your Personnel Manager if you reside more than 50 miles from a military MTF so that an exemption code can be placed in your MEDPROS file for your time with ASD.
(3) Vaccines must be up to date.
(A) MMR EVIDENCE OF IMMUNITY AGAINST MMR IS REQUIRED FOR ALL SERVICE MEMBERS. ACCEPTABLE FORMS FOR PROOF OF IMMUNITY ARE DOCUMENTATION OF IMMUNIZATION WITH TWO LIFETIME DOSES OF MMR OR LABORATORY EVIDENCE OF IMMUNITY. IF YOU DO NOT HAVE DOCUMENTATION OF TWO DOSES OF VACCINE OR IF YOU WERE BORN AFTER 1957 AND DO NOT HAVE A POSITIVE TITER, THEN IMMUNIZATION IS REQUIRED. IF YOU WERE BORN BEFORE 1957, THEN IT NEEDS TO BE DOCUMENTED IN MEDPROS AS MEDICAL, IMMUNE: MI. ALL HEALTHCARE WORKERS MUST HAVE PROOF OF IMMUNITY REGARDLESS OF THE YEAR THEY WERE BORN.

(B) VARICELLA EVIDENCE OF IMMUNITY AGAINST VARICELLA IS REQUIRED FOR ALL SOLDIERS. HEALTH CARE WORKERS ARE REQUIRED TO SHOW EVIDENCE OF IMMUNITY TO VARICELLA. EVIDENCE OF IMMUNITY CAN INCLUDE ANY OF THE FOLLOWING: DOCUMENTATION OF TWO DOSES OF VARICELLA VACCINE GIVEN AT LEAST FOUR WEEKS APART; HISTORY OF VARICELLA BASED ON DOCUMENTED DIAGNOSIS; HISTORY OF HERPES ZOSTER (SHINGLES) BASED ON DOCUMENTED DIAGNOSIS; LABORATORY EVIDENCE OF IMMUNITY OR LABORATORY CONFIRMED DISEASE; BORN IN THE UNITED STATES BEFORE 1980. HEALTH CARE WORKERS ARE REQUIRED TO SHOW IMMUNITY REGARDLESS OF YEAR THEY WERE BORN.
(4) Pregnancy status must be accurate

(5) Well-woman exams must be up to date (annual)

(6) Physical Health Assessment (PHA) is mandatory and an ANNUAL requirement.  The PHA Part Ia will be completed utilizing AKO prior to scheduling an appointment for Part Ib and II at the nearest Army MTF.  If you reside further than 50 miles from an Army MTF, a civilian physical is acceptable.  Forward a copy to your Personnel Manager so that the MEDPROS staff can update your PHA status.  Please note, no PULHES update can be made in MEDPROS if you have a civilian physical.  

(7) Post-deployment Health Re-assessment (PDHRA)  (90-180 days post-deployment).  If you reside more than 50 miles from an MTF you can do your PDHRA over the phone by calling 1-888-734-7299, option #5. It takes about 15 minutes and is available 24 hours a day.  This is an Army requirement for all Soldiers.  No exceptions.
(8) Dental you need to be class 1 or 2 before departing your duty station.  Annual exams are required to be conducted during your assignment to ASD.  If you are seen by a civilian dentist, you will need to fill out a DD 2803 and provide to your dentist for completion.  Once your dentist has completed the form, you are responsible for faxing or uploading the documents via AKO “My Medical” for updating
g. Accountability If you are not in class or within a 350 mile radius of your duty station you will have a DA Form 31, Request and Authorization for Leave/Absence, authorizing your absence from your duty station. 
(1)  Refer to the ASD Leave and Pass Policy letter for further details.   
(2)  Address, telephone number, home and Enterprise e-mail address (.mil) must be provided to ASD.  ASD must be notified of any change in home address, telephone number, email address(es) or work number immediately.  Failure to provide accurate contact information can result in duty status changes. 
(3)  Failure to provide updated information resulting in ASD’s inability to contact you could lead to an AWOL status. The ASD must be able to contact you at any time.
(4) You are REQUIRED to use your Enterprise email account.  It is the ARMY STANDARD.  HRC will also only contact you via Enterprise or AKO email.  ASD is aware that some personnel may experience problems with accessing their Enterprise email, and therefore a secondary email is highly recommended to ensure communication flow.  If you have an Enterprise Webmail problem notify ASD and your Program/Education Branch Director immediately.
(a)  You will be issued a CAC Reader from ASD for home use upon request.  You cannot reset an expired AKO password without your CAC.  The AKO helpdesk and the CAC help desk can assist you with installation of the CAC reader.  Instructions and software info are on AKO CAC Resource Center which also lists a helpdesk email address to help walk you through the installation if you need help.  
2. IN-PROCESSING 

2-1. Information This chapter provides instructions on what you should do before leaving your present duty station, upon reporting for duty, and during administrative processing. Your adherence to these instructions will eliminate many of the in-processing delays that often result from a permanent change of station. If you need more guidance, contact your ASD Personnel Manager.   Please do not contact your HRC assignment officer or your CPET Corps Program Director regarding administrative issues (ie. In/out processing, finance etc).  Only the ASD staff can handle administrative issues once you are signed in.
2-2. Before Departing Your Present Duty Station: 
a. Review your reassignment orders to ensure all information is correct and complete.  IAW OTSG/MEDCOM Policy Memo 09-071, Long Term Health Education and Training (LTHET) and Fellowship Position Review Process Policy, no orders will be cut for students until a contract is in place.  Orders MUST include the following:
(1) Assigned to: Army Medical Department Student Detachment (W3VZBD), Joint Base San Antonio, TX, with duty at XXXXXXX (name, location and zip code of school or training agency you will be attending). 
(2) Ensure your orders date is correct and cover the entire timeframe of your program.

(3) Report Date: Early reporting to ASD WILL NOT be authorized unless report date is after the start date of your program and is a special, approved, circumstances.  10 days of PTDY can back up your report date as well as 10 admin days, during which time you must provide documentation that you are working or in-processing.  See AR 600-8-10 para. 5-32 (f.). 
(4) Service Obligation: The obligation incurred for your training program should be stated in your orders. Soldiers are required to extend or reenlist to meet service obligations. (ENLISTED ONLY)
(5) The following information: Period of study (must reflect the start and end dates of your academic program), degree to be awarded and discipline or major course of study (if applicable) 

(6) Instructions for INPROCESSING the ASD (website, phone numbers).

b. If your orders do not contain all the above items, (1-5), immediately contact your losing personnel office for an amendment to your orders.  If this information is missing or incorrect, your in-processing will be delayed; to include tuition contracts and payments.
c. Email, mail, or fax a copy of your orders and any amendments to ASD, CPET, and CTD PRIOR TO REPORTING TO ASD.  CPET and CTD prefer all information is sent via email.  (All contact info is listed in Ch. 1).  
d. Update all personnel and medical records:
(1) Get a current official photograph
(2) Update Medical Readiness: PHA, PDHRA, immunizations, and Dental  

                              prior to PCSing.  Establishing a new TRICARE Primary Care   

                              Manager (PCM) may be time consuming.  See Para 2-10 for Medical 
                              care en-route and before a PCM is set up in your new city.
(3) Update your Officer/Enlisted Record Brief (ORB/ERB) 30 days prior to  

your departure.  Your Personnel Manager has the ability to update your ORB/ERBs upon arrival, however, if you can do it sitting down with a clerk at the appropriate office prior to arriving, the process will go smoother.  Otherwise, you can send requests for updates with justifying documents to your Personnel Manager.  Updates cannot be made without the proper justifying documents (example: duty title for assignments on your ERB/ORB cannot be changed without an NCOER/OER showing the duty title you want reflected).    
(4) Update and Print out your IPERMS Review Completion Sheet for Finance and Personnel Sections from your Official Military Personnel File (OMPF).
(5) Officers only: you may send required documents to your branch to    

update your OMPF before reassignment to the ASD 

e. Review your DA Form 31 (Request and Authority for Leave).  IAW AR 600-8-10, you must be issued a PCS DA Form 31 before departing your duty station which includes those personnel conducting a no-cost move since you are changing units.  Blocks 14a, 14b, and 14c of the DA Form 31 must be completed by your losing personnel center.  If you do not want to take leave en-route, do not leave your current unit earlier than the date specified in your orders, minus authorized travel time.  You are required to have a DA Form 31for travel only. You should contact your local travel office to determine your authorized travel time.  If you are authorized PTDY with your PCS your DA Form 31 must be hand-signed by the approval official, O5 or above, with typed name, rank and position, in order for it to be processed.  DA Form 31s that are digitally signed by the approving official with the CAC will be processed and the entire period will be charged as leave. 
f. Ensure the following items are out-processed and in your possession before you leave: 

(1) Military Personnel File (ORB for Officers and ERB for Enlisted), PCS Leave Form (DA Form 31), Record of Emergency data (DD Form 93), and the Life Insurance Election and Certificate (SGLV-8286).  (DD93 and SGLV should be on your OMPF.)  The DD 93 and SGLV 8286 are required to be updated during both in- and out-processing per Army regulations.  
(2) Medical and Dental Records.  If doing a no-cost move (not moving more than 50 miles), keep your medical records at the MTF from which you receive treatment.  If your new location has an MTF, the clinic/hospital will transfer them for you.  If no MTF is within 50 miles of your new location, please keep the records yourself, in a secure location. 

(3) Termination of government quarters statement if quarters were occupied at previous unit of assignment. 

(4) Medical Corps (MC) and Dental Corps (DC) Officers: before you depart, you must contact the appropriate Credentialing Office to ensure your Practitioner’s Credentialing File (PCF) is forwarded to the gaining unit’s Credential Office.  This action is extremely important as you will NOT receive your Special Pay Bonus until ASD has verified with MEDCOM or DENCOM that your PCF has been received and is in place.  You must also ensure that ASD has a current license on file for you.  You may fax, mail, or email your license to the ASD with your inprocessing file.  Do not send credentialing packets to ASD.  Refer to paragraph 3-7k for MEDCOM and DENCOM Credentialing Office addresses and phone numbers.
g. Review your personal finances: 

(1) Will you require funds in advance to cover your PCS costs?  Reimbursement for PCS travel and dislocation allowance may require 6 to 8 weeks processing time after all documents are received and transmitted for computation.  You are authorized advanced PCS travel entitlements Dislocation Allowance (DLA) as well as a one month base pay advance at your gaining or losing command and up to two additional months with justification and command support at your gaining command. This must be repaid in 12 to 24 months, depending on number of months advance you received.  Request advances before you leave your present duty station. You can request advance base pay up to six months after you inprocess the ASD.  
(2) If you do not physically move, you are not entitled to advance pay. Normally, advance base pay will be prorated over 12 months.  BAH rates for SINGLE SOLDIERS, under the ranks of E-6 and those PCSing from OCONUS, will be stopped when they leave their present duty station and will not be reinstated until after their in-processing has been completed by the ASD.   Advance pay for single Soldiers must be fully justified.  It cannot be used to defray school costs but only to defray actual costs of a PCS move. 

(3) Your military pay will be placed in accrual (Held Pay Status) if you fail to in-process ASD within 10 days of your report date and will include any allotments you might have made.  This is done to ensure that proper accountability is maintained at all times and that something has not happened to you during your PCS travel.  Accrual automatically occurs only if 90 days has expired between departure of your previous duty station and your arrival to ASD. However, it will occur earlier if you have not reported in and your status will be changed to AWOL.
h. If you are planning a Personally Procured Move (PPM), formerly known as Do-It-Yourself (DITY) move, contact the local transportation office for documents and instructions, or log in to the Defense Personal Property System website.  
i. You may be eligible for Temporary Lodging Expense (TLE) during this move. For further information on TLE, see para 2-7f and have your departing finance office provide you with the latest information. 

2-3. Reporting to ASD 
a. In-Person Reporting You may report in person to ASD located at Bldg 2791, 2745 Harney Path, Joint Base San Antonio, Texas, en-route to your new duty station.  You WILL NOT be authorized additional travel time or reimbursement for this travel.  In-processing cannot be completed until you have physically reached your new duty station.  ASD personnel will help you with any questions you have regarding in-processing.  Due to a sizable workload and lack of office space please notify your Personnel Manager at ASD in advance if you intend to come to the Detachment for in-processing.  Stop by anytime for questions or concerns or visits.
b. Mail/Email/FAX Reporting  You can complete all in-processing by mailing, emailing (usarmy.jbsa.medcom-ameddcs.mbx.student-det@mail.mil), or faxing all required documents to include In-Processing Checklists with your records and documents no later than 10 days after your reporting date.  In-processing will not start until all required documents and records have been received and reviewed by the ASD.  We recommend using Certified Mail, Return Receipt Requested, for security purposes, if mailing records and packets.  Mailing costs are your responsibility.  If emailing records we recommend using your AKO for increased security of your personal information.
c. Your in-processing will include personnel, finance, and travel.  As soon as you arrive to ASD contact your assigned Personnel Manager and receive the in-processing checklist and further assistance. 
2-4. Required In-Processing Documents
a. Furnish all information requested on the Personal and Program Data Sheet and the Personnel Checklist.  The Personal Information sheet is used to establish your entry into our database.  ASD needs every question answered if it pertains to you.   You are required to provide a school contact, i.e. your school program director/advisor/evaluator/mentor, including names and phone numbers.    
b. You are required to send the personnel documents listed on the Personnel Checklist.  You should have your Official Military Personnel File from your last unit in your possession.  Additionally, you may send anything you need uploaded to your OMPF to update your records at this time as long as supporting documentation is provided.   
c. Orders:  A copy of permanent change of station orders with all amendments must be sent to the ASD with your records, attached to each checklist that requires the orders.  One will be sent with the PERSONNEL checklist, two copies with FINANCE Checklist (three extra with any TLE reimbursement request), one with any DITY paperwork filed, one to the Tuition payments office (CTP), one to HRC/Education Branch, and one to your CPET Academic Personnel Manager. 

d. DA Form 31: Original Copy of your PCS Leave Form must be sent to ASD.  Scanned copies are acceptable if all writing and signatures are clearly understood (not necessarily each letter discernable in the signature) and control numbers are easy to read.  If PTDY was authorized en-route, the signature block of the approving authority must be legible and that of an O-5 or above from your previous chain of command.
e. DD 93: UPDATED Record of Emergency Data Complete, dated, signed and sent to the ASD.  Once received, your Personnel Manager will sign the DD Form 93 as the witness. DO NOT DO THIS THROUGH AKO MY FORMS.  The form on the ASD website is a fillable .pdf for your convenience.  You can download forms from the APD website.  Ensure that the forms you are downloading are PDF fillable. 
f. SGLV Form 8286: Servicemen’s Group Life Insurance Election Read all instructions on both sides of the form carefully and enter the requested information. Your Personnel Manager will provide the witness signature for this form. “By Law” can no longer be used.   The form on the website is a fillable pdf and you can digitally sign if you want.  You can download the form from the APD website and sign digitally before sending it to us.
g. AECP or LTHET contract:  Provide a copy of the contract you signed with USAREC or HRC, as applicable, for your participation in AECP or LTHET. 
h. Enclose the documents necessary to update your personnel records such as certificates of training or awards not posted to your file.  If you do this, ensure to add a note requesting ORB or ERB updates so we understand your intent.
2-5. Finance
a. Finance Checklist 
b. DA Form 5960: Authorization to Start, Stop, or Change BAQ.  ALL individuals must complete this form upon both in- and out-processing, including those that conducted a no-cost move and those in the San Antonio area prior to assignment. This form certifies authorization to receive BAH at the duty zip code and not the assigned installation zip code.  If this is not processed within the 10 day limit for inprocessing you will incur a debt if your previous unit’s location had higher BAH.  Do not risk a DEBT!  BAH waivers need to be requested prior to reporting to ASD and the approval memorandum must accompany the DA 5960.  BAH at the rate of the new duty station does not start until you have officially signed into ASD.
c. DA 4187: COLA application for cities that qualify.  Check the link on the DFAS website to see if your city qualifies.  
 d. No-Cost Move Checklist: Only required if PCSing within 50 miles of previous duty station.

e. DD1351-2: Travel Voucher. This form only needs to be completed if travel was performed.  If you did not travel to your new home or new school from your previous duty station you do not need to do this.  You can still claim travel expenses if you did not move your household but your new duty station (school) is more than 50 miles from your previous duty station because you had to travel to attend duty the first time.  Subsequent travel to school is on you after that.  You must claim DLA on this form if you want to get paid the entitlement; it is not automatic! Please review the sample DD1351-2 for additional guidance.
(1) Copies of airline tickets, which were purchased by you, or were issued to you or your dependents must be included, if applicable. 

(2) Original receipts for any reimbursable expenses in excess of $75.00 must be included with your claim. 

(3) Lodging receipts or non-availability statements (if you went to a military installation for TDY en-route) must be attached.  TLE is not claimed on the travel voucher.  Lodging receipts must be detailed, reflecting room charges per day.

(4) If you received an advance for travel and/or dislocation allowance, you must annotate it on the form. 

(5) Reimbursable Expenses (Block 5). Include all reimbursable costs incurred in your travel.  Be sure to include costs of airline tickets purchased by you for this travel.  Reimbursable expense can include: 

(a) Mileage in and around the TDY point, if authorized in orders. 

(b) Rental car, if authorized in orders. 

(c) Laundry/incidentals costs ($3 per day) if facilities not available during your TDY mission.
(d) Taxi fare to/from airport if it was necessary for duty.

(e) Baggage tips at airport/hotel/taxi.

(6) After you have completed the DD Form 1351-2, check all entries to ensure they are correct, attach copies of receipts, copies of previous vouchers for the same orders number or vouchers submitted for advance payments, copies of TRs, and copies of your orders with amendments, if any. 

(7) If additional space is needed for any item, use the DD Form 1351-2c for a continuation sheet. 

(8) Helpful Hints.
(a) You must list the amount paid for lodging at TDY sites in 
block 2.  If you do not, the finance office will not pay the correct amount. 

(b) Before you send the completed voucher to ASD, we recommend that you make a copy of it and all receipts for your own records. This will prove invaluable should a question arise later.  When you receive your payment a copy of the paid voucher will be returned to you but all supporting documents will not. 

f. Temporary Lodging Expenses (TLE).   In accordance with Part H of the Joint Federal Travel Regulation, you may be authorized to apply for TLE within CONUS when it is necessary for the member and/or family members to occupy temporary lodging incident to a PCS. 

(1) The TLE applies to all uniformed members and/or dependent family members who occupy temporary lodging. 

(2) The TLE is authorized for a total of 10 days in connection with a PCS. Lodging must be within 50 miles of the old or new duty station.  The days spent in lodging can be broken up as you see fit for a total not to exceed 10 days.  
(3) If you are near a military installation, you are required to use guest lodging unless it is full.  If guest lodging is not available you must obtain a statement of non-availability. 

(4) Requests for TLE must be submitted on the form provided via download on the ASD website. 

(5) Requests must contain the following: 

(a) Detailed receipts covering the lodging expense claimed. 

(b) Copy of your PCS orders. 

(c) Certificate of Non-availability of Government Quarters if near a military installation and they were not available.
(6) Restrictions: 

(a) You may claim TLE for yourself and your dependents, if applicable. 
(b) You are not eligible to receive TLE if you are receiving per diem.

g. Temporary Lodging Allowance (TLA):  TLA is only authorized if you are PCSing from an OCONUS duty station to ASD or your duty location while assigned to ASD is at an overseas assignment that is entitled to TLA such as Hawaii.  If you are coming from an OCONUS assignment, ensure you have a copy of your TLA Authorization Memo and DA 4187 in hand prior to departing.  TLA will not be paid if it is not provided.  If your duty location while assigned to ASD is in Hawaii, or other authorized overseas location, you MUST sign into ASD immediately upon arrival in the overseas location in order to be paid TLA.  TLA is not authorized to be paid if you are still in a “transit” status for PCS leave.  

h. Advance Pay Request (OPTIONAL):  DD Form 2560 (Advance Pay Certification/Authorization) is to be used to request advance pay.  If you do not desire an advance, disregard and go on to the next document.  If you desire advance pay, have moved in conjunction with your PCS, and have proper justification, send the request with your finance documents.

i. Other Pay Documents: You may submit other pay actions you desire when sending your in-processing documents to ASD. These may include, but are not limited to, JUMPS-JSS Pay Elections DA Form 3685-R, DD Form 2558, or Family Separation Allowance as applicable.  Employee’s Withholding Allowance Certificate (W-4) and any allotments as well as account and routing numbers for your direct deposit can be updated on MYPAY at https://mypay.dfas.mil/mypay.aspx. 
2-6. Travel   

a. Household Goods:  Follow up with the travel office for delivery of your Household Goods (HHG) or issues with unaccompanied baggage.  You must call the nearest installation’s transportation office to arrange for HHG.  Refer to Defense Personal Property System website for current phone numbers and locations.  Your Transportation Rep/Assistant will send you a letter asking how your move went after it is completed. That Rep can also assist you with any after-move issues.  Claims for damaged items must be made with the legal office.  You will receive instructions in the mail from the travel office that arranged your move.  
b. Personally Procured Move (PPM):  A separate travel voucher, DD Form 1351-2, and a DD 2278, Authorization for DITY Move, must be submitted to claim a PPM move.  The transportation office at your losing command should advise and provide you with the required documents, including PPM checklist.  You can also do an “after-the-fact” PPM by contacting the Transportation Office at the gaining duty location (or the one closest to your new location) and filing the paperwork after arriving at your new duty station.  As long as you don’t go over your weight allowance you can get paid for moving personal items in your vehicle even if you had transportation arrange HHG pickup.  

(1). Request the PPM CHECKLIST and the MAILING ADDRESS for paperwork from ASD.
(2). The student is responsible for filing their claim through the transportation office.  DO NOT SEND DITY CLAIMS THROUGH ASD.
(3). Claims for reimbursement of a PPM move or rental equipment must be sent DIRECTLY TO THE TRANSPORTATION OFFICE.  Refer to Defense Personal Property System website for additional assistance.
2-7. ID Cards:  
You must have a working CAC and know your PIN.  To renew your card or change your pin, report to the closest RAPIDS office. To locate a RAPIDS office and to schedule an appointment, visit the appointment scheduler website. Please note that DOD ID Card facilities are no longer accepting walk-ins, except for emergency situations.

***Ensure your DEERS information is updated with your new address and phone number.  Call 1-800-538-9552 or e-mail DEERS changes to addrinfo@osd.pentagon.mil. You can also go to milConnect online to complete.  CAC Login is required to access this website.  

2-8. Medical Care
Coordinate with TRICARE to update your health coverage according to your new residence.  If you will reside more than 50 miles from a MTF you will be put on TRICARE PRIME REMOTE where you will have a civilian Primary Care Manager assigned and changes to your online (CHCSII) medical records can only be done if a copy of the record needing recorded is sent to ASD.  ASD can update MEDPROS portions and seek assistance with the FSH TMC Director’s office for anything else.  All ASD medical information is delivered to the TMC at Joint Base San Antonio for input as necessary.  Visit http://www.tricare.mil/ and register to make appointments, refill prescriptions online, or for any questions relating to medical care and accessibility. 
2-9. Payment of PCS Travel Allowances 
a. Travel and dislocation allowances will be paid by electronic funds transfer. 

b. Reimbursement should be received 4 to 6 weeks after in-processing has been completed. 

c. Reimbursement for a DITY move will take a 6 to 8 weeks processing time. 

3.  Finance Actions while assigned to the ASD
3-1. Finance This section provides you with instructions on financial matters to help you complete finance actions. 

3-2. Leave and Earnings Statement 
a. Your Leave and Earnings Statement (LES) is only available thru MyPay at https://mypay.dfas.mil.  MyPay is user friendly and is available to you 24/7. 
b. If you do not have a PIN, go to the MyPay website and click on the “New PIN” button.  You can elect to get a PIN by email or regular mail. 

3-3. W-2 Form 
The W-2 Form is only available on the MyPay website. You will be able to view and print tax statements, manage your TSP, Savings Bonds, allotments, and change federal and state tax withholdings. Strong encryption and secure sockets layer technologies combined with user-unique access make MyPay safe to use and protects personal information from unauthorized access.   W-2s are NOT mailed and are available by 31 January each year.
3-4. Employment Verification or Statements of Service for Loans
All employment verifications must be in writing with your signature authorizing ASD to release of your income information for employment verification for loans. Your request should be sent to your Personnel Manager. If you are en-route and have not in-processed, there may be a delay in processing your employment verification until your finance information becomes available.  You need to provide ASD a current LES so income information can be verified if necessary for your application.  Please provide a draft memorandum, according to the needs of the requesting entity, to your Personnel Manager so the commander’s signature can be obtained.
3-5. Pay Allowances  
To view the US Code 37 title 37, Pay and Allowances of the Uniformed Services, go to http://uscode.house.gov/view.xhtml?path=/prelim@title37/chapter5/subchapter2&edition=prelim
a. BAH Authorization to Start, Stop, or Change BAQ (DA Form 5960) 

(1) Anytime your marital status or any dependents’ status’ change, you must complete and submit a DA Form 5960.  You must attach either an original or certified true copy of your marriage certificate, divorce decree, or birth certificate for new children, as applicable.  This form must be completed during both in- and out-processing.  If you have any dependents you are entitled to the BAH WITH rate based on your duty location.  Failure to update your BAH locality or overseas housing allowance (OHA) can result in a debt to the Army which must be repaid.
(2) If you are assigned family-type government quarters the local installation will coordinate your payment to the contracting firm.  Your BAH will be sent via allotment to pay for your on-post housing.

b. Family Separation Allowance (FSH). If, at any time, your dual military spouse is ordered to move more than 50 miles away from you for 30 days or more, you are authorized FSH.

c. Foreign Language Incentive Pay (FLIP).  A Soldier no longer is required to be assigned to a position coded for FLIP.  In order to continue to receive your FLIP entitlement you must contact your Personnel Manager to get a DA 4187 to authorize you to take the Foreign Language Exam.  Once you have received your results from the testing facility you are required to submit a DA 330 completed by the testing facility to your Personnel Manager to publish orders authorizing the pay and any Additional Skill Identifier (ASI).  Both requirements must be completed annually or your entitlement will stop. 
d. Other pays.  Any Hazardous Duty Pay, Special Duty Pay, etc should stop as soon as those duties end.  If they have not stopped by the time you in-process ASD, FSHTX finance will stop all entitlements once they in-process you.
e. Book Reimbursement Stipend. This pay is ONCE PER YEAR.  The same office that pays your tuition pays your book reimbursement stipend.  It is a SET amount, paid to every LTHET and AECP student annually, in order to defray the costs of books and associated school costs.  It is not intended to cover the entire cost of text books.  AECP students receive $1000.  All others receive $500 per year IAW the CPET LTHET Policy Memorandum for that academic school year.  Costs for thesis and dissertations are reimbursable up to their assigned limits; see para 7-2c.  See para 7-2b for TUITION information.  Students are expected to cover all other books and associated school costs just as they would cover uniform costs at a regular assignment.
3-6. Pay Changes
a. Change documents must be processed as early as possible.  Finance transaction cut-off dates vary from month to month, which determine mid-month and end-of-month payments, so documents need to be submitted to your Personnel Manager as soon as you are aware that a change is needed.  The following forms are required in order to make changes to your monthly pay.  Mail forms to ASD for review and transmittal to Finance for action.  Documents must be received at ASD no later than the first work day of the month you want the change to become effective for the 15th of the month pay period. 
(1) Blank DA and DD forms are available at www.apd.army.mil .   
(2) All forms submitted to finance for action must be physically signed and dated. Any forms received without signature, or with a digital signature, will not be processed. 

b. Tax Withholdings, Allotments, TSP changes, Direct Deposit account information can all be changed via MyPay website.  
c. New allotments or changes to allotments can be done on MyPay at  https://mypay.dfas.mil/mypay.aspx. 

3-7. Special Pays (Officers Only).  These payments are subject to revision each year by the Department of Defense and eligibility for payment and amounts of entitlement may change.  To view US Code title 37, Pay and Allowances of the Uniformed Services go to http://uscode.house.gov/view.xhtml?path=/prelim@title37/chapter5/subchapter2&edition=prelim. If you receive a special pay and/or unauthorized bonuses contact DFAS immediately. You will be held responsible for returning those funds. 
a. Variable Special Pay (VSP): (MC and DC only) Rates payable start at $100.00 per month for an intern and peak at $1,000.00 per month when an officer has between six and eight years of creditable service.  The rates payable continue to decrease until medical officers are capped at $583.33 per month for grades above 0-6 or with more than 22 years of creditable service.
b. Board Certification Pay (BCP): (MC and DC only) Board Certified Pay is for medical officers who are entitled to Variable Special Pay and certified by an American Medical or Osteopathic Specialty Examining Board or board certification equivalency established for specialties unique to military medicine requiring formal postgraduate medical training of at least two academic years.  The rates payable are based on incremental increases in creditable service.  Rates range from the bottom tier, less than 18 years creditable service, at $208.33 per month to the top tier, those with 18 or more years creditable service, at $500.00 per month

c. Medical Corps Additional Special Pay (MASP): Medical officers are entitled to receive Additional Special Pay when authorized by the military service concerned and when not undergoing an internship or initial residency training.  The rate payable for Additional Special Pay is $15,000.00 for each 12-month period.  For those medical officers entitled to this pay with less than 12 months, they are entitled to a monthly prorated share of the 12-month entitlement.
d. Dental Corps Additional Special Pay (DASP): Since eligibility dates for these payments are not always reflected in the personnel records at ASD, the officer must initiate all requests for special pay and provide ASD the most current medical/dental license.  Please fax a current medical license to Comm 210 221-3211, DSN 471, and contact your appropriate Personnel Manager to ensure license was received.  It is highly recommended that eligible Medical and Dental Corps officers contact ASD no later than 60 days prior to the date the payment is due.  A contract will be forwarded to you for signature and returned, via regular Mail only, to ASD for approval.  Once ASD acquires appropriate original signatures the contract will be forwarded to Special Pay for payment disbursement. 
e. Incentive Specialty Pay (ISP): An officer who is entitled to Variable Special Pay may be paid Incentive Special Pay for any 12-month period during which the officer is not undergoing medical internship or initial residency training.  The amount of incentive special pay paid to an officer under this subsection may not exceed $75,000 for any 12-month period
f. Multi-year Retention Bonus (MRB):  Medical Corps/Dental Corps Entitlement to Multi-year Special Pay (MSP) extends to medical officers in pay grades 0-6 or below who are fully qualified in a designated specialty.  Bonus must be initiated by written agreement to remain on active duty for two, three, or four years after completion of any other active-duty service obligation.  The bonus may not exceed $50,000 for each year covered by a four-year agreement.  Understand that the military service secretary can decline to accept an MSP agreement or can reduce the agreement length to less than four years.  The officer must also have eight or more years of creditable service or have completed any active duty service commitment resulting from medical education or training and have completed initial residency training, or will complete such training before September 30 of the fiscal year in which the officer enters into an agreement.
Additional Information. 
g. Financial Assistance Program (FAP).  If you are working to complete an accredited residency you may be eligible to receive an annual grant of more than $45,000 plus a monthly stipend of more than $2,000. This is only open to U.S. citizens. Please provide documentation of the annual grant increase for FAP.
h. Active Duty Health Professions Loan Repayment Program (ADHPLRP).  You can receive up to $120,000 to pay down your medical 071919school debt. The ADHPLRP provides $40,000 a year for up to three years.  This program may be combined with the Health Professions Bonus.
i. Board Certified Pay for Non-physician Health Care Providers:   This entitlement is extended to those officers with a post-baccalaureate degree and professional board certification in their specialty.  
(1) Psychologist: with a Diplomate in Psychology by the American Board of Professional Psychology.
(2) Officer of MSC, SP, AN, or VC who 1) is a health care provider, other than a psychologist; 2) has a post-baccalaureate degree; and 3) is certified by a professional board in the officer's specialty. 
(3) Refer to ALARACT 195/2010, dated 26 June 2010, for current rates payable to all applicable personnel.  The current expiration date of this policy expires 31 December 2015.
j. Processing Special Pay – ISP, MSP, DSP, MYRB

(1) ASD Personnel Managers will use the Medical Operational Data System (MODS) to search for eligible ASD Soldiers.
(2) ASD Officers will be notified of their eligibility via email.
(3) Contracts will be prepared and forwarded to you for signature.

(4) You must maintain your state license and be fully credentialed to practice in your specialty to be eligible for these payments. 
(a) Since these payments are subject to annual revision, you are encouraged to refrain from committing yourself for them until formally notified of your eligibility. 
(b) For further questions regarding your eligibility or Special Pay for disbursement, contact Special Pay Branch at (703) 325-2378/2379/2376 DSN 221-2378 FAX (703) 325-2326
k. Credentialing: In accordance with AR 40-68, paragraph 4-3, all MC Officers attending Long-Term Civilian Health Training are required to ensure that the former credentials committee of the losing MEDDAC or MEDCEN forward the Practitioner’s Credentialing File (PCF) to: 
MEDCOM
ATTN: MCHO-CL-Q,
2748 Worth Road, Ste 26, 
Joint Base San Antonio, TX 78234-6026. 
FOR DENTAL STUDENTS WITH DUTY AT LACKLAND AFB:

Administrator, Graduate and Continuing Dental Ed
59th Dental Group/SGDE





2133 Pepperrell St., Bldg 3352, Room A1077




Lackland, AFB, TX 78236-5345
FOR ALL DENTAL CORPS OFFICERS NOT AT LACKLAND AFB:





U.S. Army Dental Command





ATTN: Credentialing Coordinator




2748 Worth Rd, Ste 4





Joint Base San Antonio, TX 78234

(1)  If your PCF is not in place, you will be in danger of not receiving your special pay.  To confirm your PCF file is in place call (210) 221-7165 (MEDCOM),  (210) 221-8241 (DENCOM), or (210) 292-6258 (Lackland AFB DC ONLY). 
(2) This is not optional.  Failure to confirm credentials with MEDCOM’s office for your assignment with ASD will delay your ability to practice and/or provide health care services at any institution.  All credentials information is being maintained in a database called CCQAS and monitored directly by the Army Surgeon General. 
4.  Personnel Actions, Evaluations, and Training
4-1.   Personnel The information found in this section will help you complete personnel-type actions during your period of schooling. 

4-2.   Processing Actions All personnel actions will be sent through your Personnel Manager at ASD for processing.  Questions about personnel actions should be directed to your Personnel Manager. 

4-3.   Awards  If during your assignment, you receive an award, the award will be processed by ASD and will be posted to your official file.  Military awards are not authorized for academic excellence or achievement.  As you are in a student status during your assignment, awards will not be submitted upon your PCS.  Award recommendations may be considered on a case-by-case basis but will not be based solely on academic success. 
4-4.   Identification Cards 
a. Military ID Card.  You may have your ID card renewed at any Army installation or RAPIDS location. To renew your card or change your pin, report to the closest RAPIDS office. To locate a RAPIDS office and to schedule an appointment, visit the appointment scheduler website.
b. Dependent ID Card.  Dependent ID cards can be issued by any military installation; however, dependents must be enrolled in DEERS first.  See link above and paragraph 4-5 below.
c. If you lose your ID card, a memorandum from the ASD commander will be needed to be issued a new one.  Contact your Personnel Manager for this request.  
4-5.   Defense Eligibility Enrollment Report System (DEERS) 
a. Defense Eligibility Enrollment Report System (DEERS) is a system used to identify personnel eligible for military benefits.  All active duty Army members are automatically enrolled in the system. 
b. If you have family members who are eligible for military benefits, it is your responsibility to enroll them in DEERS.  It is important that you keep your information updated.  Please note, step-children are authorized to be enrolled in DEERS and TRICARE and to receive military benefits.  Make certain that all fields are correct: 
(1)  Sponsor’s name, 
(2)  Sponsor’s ID/Social Security Number, 
(3)  Patient Enrollee’s name, 
(4)  Patient Enrollee’s address, 
(5)  Patient Enrollee’s birth date 
(6)  Patient Enrollee’s relationship to Sponsor.
c. TRICARE.  If you enroll in TRICARE and the fields do not exactly match the data in DEERS, enrollment will be delayed, your prescriptions will be rejected, and the pharmacy claims will not be processed.  See paragraph 2-8 for contact information. 
d. Changes to DEERS,  addresses, phone numbers must be maintained current. You can easily make changes by doing the following:

(1) Update your information via milConnect online or
(2) Call DEERS at 1-800-538-9552 or
(3) E-mail DEERS changes to addrinfo@osd.pentagon.mil   
(4) The following changes must be in person at a RAPIDS Site:
a. Social Security Number – bring SSN card
b. Birth Date – bring certificate
c. Adding a person to your DEERS – bring birth certs or marriage certs and SSN cards
(5) Locate RAPIDS office and schedule an appointment via the  
      appointment scheduler website.
4-6 Academic Evaluation Reports (AER) (DA Form 1059 or DA Form 1059-1) 

References:  AERs are governed by AR 623–3 and DA PAM 623-3.  These regulations state:

“AMEDD Soldiers attending courses in long-term civilian education programs of more than 12 months under AR 351–3 will receive a DA Form 1059–1 as follows: The first report will be initiated 12 months after the beginning of the training program, an additional report will be prepared every 12 months thereafter and upon completion of the training, whichever occurs first.  An official transcript of grades will be attached to the final AER before sending the report.”

*If your course of study is conducted primarily through a military school or military hospital you will complete the DA 1059.
a. Responsibilities: The AER replaces the Officer Evaluation Report (OER)/Noncommissioned Officer Evaluation Report (NCOER) while you are in training. It is your responsibility to ensure that the AER is completed by your academic advisor and that the report is returned to the AMEDD Student Detachment (ASD). Academic Evaluation Reports for AMEDD students are required annually and upon completion of the program.

b. Soldiers attending Long Term Health Education and Training (LTHET) programs receive DA 1059 (service school) or DA 1059-1 (civilian school) to evaluate their performance and potential for the length of the program or annually if the program extends beyond a year. These documents are important to you during the promotion board process. Like the OER, the quality of the AER may be the difference between selection and non-selection for promotion. Authors unfamiliar to the evaluation system and nomenclature create a potential disadvantage. Academic advisors in various settings must understand the importance of the document in the career of the Soldier in order to grant a justified rating.

c. Allowing immediate access to Army Regulation (AR) 623-3 and Department of the Army Pamphlet (DA PAM) 623-3 the regulations governing DA 1059 and DA 1059 -1 and examples solidify your opportunity to strengthen the reports through self-edification and education of your evaluators, giving you ownership of this requirement.  

d. Instructions: The Student will complete Section I of the AER and forward it directly to his/her advisor. Your academic advisor completes Section II and returns it to you for forwarding to the ASD where the Commander, ASD, completes Section III. The finalized report will be forwarded to HRC (officers) or Fort Benjamin Harrison (enlisted) and a copy of the report will be returned to you.

e. Program Completion: Officers pursuing Master’s, D.Sc., and Ph.D. Degrees are responsible for completing all work, including thesis and dissertation, during the training period. If you are unable to complete all work during this period, the Commander, ASD, must indicate in Section III of the AER that the training was not completed. This report becomes a referred report and will be sent to you for comment and/or acknowledgment. If, at a later date, you do complete all of the degree requirements, you may take your final transcript and diploma to the Education Center on the installation where you are assigned and have an AER completed indicating degree completion for filing in your OMPF.

f. Special Instruction: Do not send transcripts with your annual AERs. Transcripts are to be mailed directly to your Corps Education Branch. Final transcripts must indicate the degree awarded and the date. Transcripts are not required for residency or fellowship programs.

      g. Additional Guidance: The report should have the following points in the order listed.

1. FIRST: Character/leadership reemphasized/anything that states student functions beyond current pay-grade (educational level), etc. 

2. SECOND: The concept is to quantify the comments with the primary identifiers (discipline of study, degree, special achievements, and future aptitude) to set student apart from all other individuals receiving academic reports.

3. THIRD: Going (above and beyond other students) that is noteworthy…if you can add numbers to the mentoring program (e.g. MAJ Smart Guy revealed resounding leadership ability by mentoring (how many?) graduate level (discipline) students at a local group home that supports (how many?) persons with serious mental illnesses.

4. FOURTH: Additional noteworthy accomplishment so it's placed as the fourth paragraph.  

        h. The below links will capture the required documents for further guidance:

http://www.apd.army.mil/pdffiles/r623_3.pdf
http://www.apd.army.mil/pdffiles/p623_3.pdf 

* All AERs will be submitted annually by the rated Soldier.  References for all AERs are AR 623-3 and DA PAM 623-3.  Ensure that you maintain a copy of the signed, completed AER for your records once it is returned to you.  ASD only keeps records on file for one year upon PCS and does not have the ability to store records for an indefinite period of time.       
          i. Example AER Write Ups for DA 1059-1
MAJ _______ attitude and aptitude align for success, making him/her an asset to any organization. He/She should be utilized in positions of great influence and responsibility as his/her scholarship and service are impeccable. 

MAJ _____________ excelled to the top ____% of doctoral level students during the 20___-___ academic year. He/She is an academic stand out having completed ___semester hours with a GPA of ____. MAJ _________ met all established learning objectives outlined in the _____ program, _________ at the University of _______________. 

MAJ _________’s robust work ethic was demonstrated in completion of a clinical research study, delivery of a local research presentation, and attained university institutional review board approval to begin data collection on a second research study. MAJ ___________ revealed resounding leadership ability by mentoring graduate level (discipline) students at a local group home for persons with serious mental illnesses. His/Her work was monumental in maintaining a long-standing recovery-based mental health program rooted in research that supports a local (Name of state) community with a catchment of (Number). 

MAJ __________ is a natural leader who instils confidence to all he/she leads for unparalleled achievement. MAJ ________ reveals maturity well beyond his/her years and has the requisite scholastic aptitude to achieve post-professional graduate education within this program and beyond.   

4-7. Army Physical Fitness Test (APFT) (DA FORM 705) 
a.  The Army requires the Army Physical Fitness Test (APFT) to be completed twice a year.  The APFT will be due in the months of April and October for all ASD Students.
(1) The printed name, rank, and unit of the NCO or Officer administering the test will be included in the remarks section of the scorecard.  If you are married to a fellow Soldier, your spouse or other family member cannot be the grader as this presents a possible conflict of interest.  However, your spouse or other family member can serve as the APFT NCOIC and sign the DA 705 as long as there is another NCO or officer present for the test.
(2) If you are on a temporary physical profile you must still complete the HT/WT portion of the DA 705 and submit a copy of your profile along with the DA 705.  Depending on the length of the temporary profile and recovery period, you may be required to take the APFT as soon as the recovery period ends, regardless of the April and October APFT dates.  If you have a permanent physical profile that precludes you from taking one of the events, the word “Profile” will be annotated for that event and a copy of the profile must be included with the DA 705. 
(3) If you do not meet height/weight standards IAW AR 600-9, a Body Fat Content Worksheet (DA 5500 for Males or DA 5501 for Females) is required.  The DA 5500 or 5501, as applicable, must be completed correctly or it will not be valid and the APFT data will not be entered until a correct copy is provided.  The Preparer information will be completed by a SSG or above that is knowledgeable with AR 600-9. The Preparer will provide both printed and signed name. The Supervisor information will be a SFC or higher with both printed and signed name.  Your spouse or other family member cannot sign the DA 5500 or 5501 as the person that completed the weigh-in and tape as this presents a possible conflict of interest. For AECP personnel only, the Supervisor information will be the ASD Detachment Sergeant, no exceptions.  
(4) If a Soldier, regardless of rank fails to turn in their APFT data with a completion date in April and October within 30 days of completion, a flag for APFT Failure will be initiated and placed in their official files.  This flag will be lifted as soon as the Soldier complies with the Army requirements.

(5) If a Soldier, regardless of rank, fails to meet the HT/WT requirements listed in AR 600-9, a flag for Entry into the Army Body Composition Program (ABCP) will be initiated and placed in their official files.  Refer to the ASD APFT Policy Letter for further details.

(6) AECP students only A HT/WT screening will be conducted on the first day you arrive to ASD prior to commissioning and reporting to Basic Officer Leadership Course (BOLC).  If a Soldier fails to meet the requirements of AR 600-9, they will not be offered a commission, will immediately be placed in the ABCP, they will be flagged, and will work with ASD staff for the duration of their ABCP enrollment. The flag will be lifted and coordination made with USAREC for the next available BOLC date as soon as the Soldier becomes compliant with AR 600-9.    

b.   For AER purposes: 
(1)  APFT data must be within the 12 months of the evaluation period. 
(2) If APFT was failed, and there is no Profile on record, “FAIL” will be typed in the section. 
(3) See paragraph 1-3, Referred Report of DA PAM 623-1. 
(4) The result of the APFT and Height/Weight information is required on all AER’s before the report is signed by the commander. 
c.   Scheduling/Coordinating.  
(1) It is the responsibility of the student to make arrangements for an APFT. 
(2) You can coordinate the test with your nearest Military installation, Recruiting Station, ROTC unit, National Guard/Reserve Unit, or MEPS Station. The APFT grader, administrator, and NCOIC of the APFT must be in the rank of SSG or above.  
(3) You are not authorized to sign your own PT card, or have a family member in Service administer your APFT, regardless of your rank. There will be no exceptions. All APFT administration will be IAW FM 7-22 (Army Physical Readiness Training).
(4) If you require assistance scheduling an APFT, please call the ASD Detachment Sergeant to get one coordinated near your location.  ALL students within the San Antonio or JBSA area will be required to take the APFT with ASD, 187th MED BN on JBSA-Fort Sam Houston, TX. Exceptions may be addressed on a case by case basis). All personnel in the San Antonio will be required to contact the Detachment Sergeant to coordinate an APFT.
d. AECP students.  AECP personnel will take an APFT their first week of BOLC, approximately five days after commissioning.  You will not be considered a graduate of BOLC if you fail your APFT.  Army policies and regulations do not allow an officer to graduate BOLC without passing an APFT.  
4-8. Mandatory Training
a. Due to the nature of your highly stressful academic environment, ASD personnel will not be required to complete the majority of the annual mandatory training requirements expected of Soldiers in other assignments.  Refer to paragraph 4-8b below for a non-inclusive listing of mandatory training requirements you will be required to complete during your assignment.  Any updates to this list will be provided to you by your Personnel Manager with a NLT completion date.  All Soldiers will be given a reasonable amount of time to complete any additional mandatory training requirements as they are received from higher headquarters.  All training certificates will be forwarded to the ASD Student Mailbox for input into the Digital Training Management System (DTMS).  Refer to your civilian training institution for any additional training requirements that they have for you.  

b. Basic annual mandatory training required of all ASD students includes:
(1) Hot Weather Safety (April each year)
(2) Cold Weather Safety (October each year)
(3) Composite Risk Management Basic
(4) Anti-terrorism Level I
(5) TBI Awareness
(6) Sexual Harassment/Assault Response Program (SHARP)

a. Follow link to the ALMS website

b. Locate the search box and type in SHARP

c. Choose SHARP Standing Strong Training

d. All sections must be completed prior to taking a 15 question exam
(7) Global Assessment Tool (GAT)

(8) Any new or additionally mandated guidelines
5.  SCHOOL BREAKS AND AUTHORIZED ABSENCES 
5-1. Information This chapter provides information on procedures for applying for authorized absences during your assignment to the ASD. 

5-2. School Breaks 
a. Holiday breaks and short periods between school terms are considered administrative time and not chargeable as leave if you remain in the local area of your duty location, excludes fellowships, internships and/or residencies. You will be required to submit a leave form if: 

(1) You leave your duty station for more than 48 hours and/or travel more than 300 miles.  Your duty station is defined as the address to which you received travel on assignment to the ASD. 

(2) You leave CONUS or your assigned foreign country. 

(3)  It is the SUMMER academic session and you are not enrolled in FULL TIME summer classes, UNLESS you are:
a. Attached to a local unit, through the local personnel Division such as a Recruiting Station, MEPS, Reserve or National Guard unit with AGR personnel.
b. Doing an approved independent study or research project.

c. Taking alternate program classes full-time that YOU are funding, such as board exam study classes.
(4)  Your CPET Corps Academic Personnel Manager or AECP Program Director, as applicable, must approve all academic summer plans.  
b.  AECP students must have their Summer/Break semesters’ alternate classes approved by their Director and listed on a DA 2125.  

(1) If you are not taking approved, additional nursing classes during the summer or “break” semesters, AECP students will be attached to an Army unit through the local personnel Division (AC, RC, or NG) or you will be placed on a leave status.
(2) If you have questions, ask your Personnel Manager or the Detachment Sergeant.
(3) AECP students cannot do independent study or research.  Your summer plans must be approved by your program director.  You must remain a full-time student and graduate within your 24 months allotted time.  Use your time wisely.  In the future, summer programs will be arranged for you.  If you wish to do a summer job shadow, talk to your program director.
(4) Your place of duty is the school to which you are assigned. You will be considered AWOL from your place of duty if you do not have approval to be absent. 

5-3. Leaves and Passes


a. All Leave and Pass requests must comply with the published ASD Leave and Pass policy and be submitted in a timely manner.  No leaves or passes will be approved if a Soldier, regardless of rank, has not completed their annual OER/AER, semi-annual APFT, or the mandatory medical requirements such as HIV, Influenza, and PHA.  Please refer to the Leave and Policy for further details.
5-4. Request for TDY Orders
a.   AR 351-3, Professional Education and Training Programs of the Army Medical Department, authorizes reimbursement for some activities in connection with Specialty Boards and Continuing Medical Education (CME) and Continuing Health Education (CHE), including the Professional Postgraduate Short Course Program (PPSCP).  Providing application requirements are met, central funds are prioritized and approval is subject to availability of funds.  Requests for TDY travel required for your training program or for CME/CHE credits will be submitted directly to your CPET Corps Academic Chief (non-MC Officers) or OTSG POC (MC Officers) (see pg 6), via mail, email, or fax.  Nurse Corps students are not eligible for any TDY funded through AMEDDC&S.
(1)  You will be required to submit a DA Form 3838, Application for Professional Training, and a statement verifying that the TDY is necessary and will not interfere with your training program.  
(a)  Applications for CME/CHE courses must include a brochure, projected air fare cost obtained through Carlson Travel and per night lodging cost.  Applications for Army sponsored PPSCP must include projected air fare cost obtained through Carlson Travel and per night lodging cost.   
(b) Requests must be received by your Corps POC at CPET or OTSG NLT 60 days prior to the beginning date of the requested TDY period.  If the TDY is OCONUS your branch must receive the request 120 days prior to TDY start date to allow for processing and to meet the AMEDDC&S 60 day processing lead time for final approval.   

(c) Applications.  Specialty board exam applications must include a letter from the American Specialty Board, fee schedule, cancelled checks or credit card statement.
(d) GME Students.  For questions and eligibility requirements for GME students, contact the CME Personnel Manager at 1-877-MED-ARMY (1-877-633-2769), menu 6.
(2)  If the request is approved, the CPET Corps Academic Chief will provide the fund site letter to the Soldier and the ASD Personnel Manager.  ASD Personnel Manager will ensure that the fund cite letter is uploaded in the Soldiers DTS profile.
(3)  Your orders will not be approved by the ASD Commander unless you contact your manager and send the required documents or complete your DTS authorization/order online. See paragraph 5-4b (5) below for further guidance.
(4) You may be provided a copy of the DD 1610 by your Personnel Manager once the DTS Authorization is approved via email.  It is highly recommended that all ASD Soldiers pull their 1610 off of DTS once they are notified that their TDY authorization has been approved.   
b.   Defense Travel System (DTS) Account Set Up  All TDY orders must be created using DTS.  If you have DTS access (a CAC reader installed on a computer you can use or a government computer), click on link to log in to DTS 
(1)   Set up or update your profile, 
(2)   Initiate an authorization and, 
(3)   Contact your Personnel Manager to verify initiation of your orders via DTS. 
(4)   Go to the Learn more or Training link on the DTS homepage for the DTS manual and other detailed instructions

(5)   If you have serious issues with the online DTS, you may send the TDY / DTS worksheet and profile request sheet to your Personnel Manager and they can input it for you as a last resort.  ASD serves over 500 Soldiers, so requiring your Personnel Managers to complete DTS orders for you can significantly delay payment. 
(a)   INITIAL DTS SETUP: At the DTS webpage, go to “Learn More” – the red button on the page – then “Obtain a DTS Account.”  
(b)   At home, you will have to install the DBsign and get PKI Certificates – all links are listed under the RED “Learn More” button on the main DTS page.  

(c)   Once registered, go back to the training link on the icon toolbar from the Homepage – web based – “First time log-onto-DTS” and “Defense Travel System 101” are recommended training.  You can elect to forego the training and just log in and figure it out by trial and error.
c.   Government Travel Card (GTC) Training  GTC training will have to be completed, and your training certificate printed out. Please click on link for additional information and enrollment in GTC training.
d.   Medical Treatment TDY Orders.  During your training period, it may become necessary for you to travel in a TDY status to receive medical treatment.  If you are TRICARE Prime Remote, you need to submit a written request to the ASD providing the following essential information: 

(1)  Authorization for medical TDY from TRICARE;

(2)  Verification of appointment/referral/treatment to include date and hour of appointment or dates of required care/recovery from TRICARE and physician; 
(3)  Type of treatment (in/outpatient); 

(4)   Purpose of treatment, to include reason that treatment must be provided at requested TDY location; 

(5)  TDY / DTS worksheet and profile request sheet provided to you by your Personnel Manager. 

d.   TDY Paid for by Another Organization.  It may be necessary for you to perform TDY to be paid for by a NON-FEDERAL Organization such as your school.  This duty may be approved if it is mandatory for your program. Your written request for TDY must include the dates of the TDY, mode of travel to be used, and the name and phone number of the organization funding the TDY.  You must inform the funding organization to send written information to the ASD at least 30 days before your scheduled departure date for CONUS locations.  If the travel will be at an OCONUS location, the request must be submitted NLT 60 days prior to your scheduled departure date.  If time does not allow written requests to arrive 30 days before departure, the funding organization should call the ASD to coordinate the issuance of orders. The following information is required: 
(1)  Your initiation of orders via DTS online or TDY / DTS worksheet and profile request sheet. 
(2)  31 USC 1353, In Kind Travel worksheet if non-federal funding source such as your school, but TDY is required for your training program.

(3)  5 USC 4111, Gift Travel worksheet if TDY is funded outside but not necessarily required by your training program, ie. training is optional.

5-5. Submission of TDY Travel Voucher 
a. With-in five (5) days after the end of your TDY travel, you must login to DTS and initiate your Travel Voucher.  All receipts must be uploaded for lodging and any other expenses over $75.  If it was a medical TDY any expenditures your requesting reimbursement for under $75 must also have a receipt.  Failure to provide the required items in the required time may result in a delay in processing your payment and may result in you being responsible for paying any charges made to your government travel card.
b. if you cannot access DTS you must submit the following supporting documents to ASD Personnel Manager.
(1) Completed DD Form 1351-2 and, if applicable, the DD Form 1351-2c, Travel Voucher Continuation Sheet, to ASD or as directed under block 16 of the DD 1610;
(2) Copy of lodging receipts, when applicable 

(3) Copy of all receipts for items to include transportation in excess of $25.00, when applicable 

(4) Copy of government-procured transportation documents or receipts from transportation, when applicable 

(5) Copy of DA Form 31 when leave is authorized in conjunction with TDY 

c. NOTE:  All foreign money amounts must be converted to American dollars. 

5-6. Payment of TDY Travel Allowances.  Reimbursement should be received within 72 hours after approving official signs the DTS voucher.  You will be reimbursed by EFT according to your DTS account.  If you have an active Government Travel Card you must use it for TDY.  You are responsible for uploading your voucher and all necessary receipts into the Defense Travel System (DTS) Website.  Once it is uploaded be sure to let your Personnel Manager know that it is ready for approval.  If you have questions about how to correctly complete the voucher, please ask your Personnel Manager.  Vouchers that are incorrectly filled out cannot be approved until they are corrected and the appropriate documentation added.  This can be a long process so please begin the voucher process as soon as you return from your trip.  If you are not getting an issue resolved feel free contact the civilian supervisor, detachment sergeant, or commander and they will help you resolve the issue.  
5-7. Request for Permissive TDY (PTDY).  Submit your DA Form 31 request for permissive TDY to your Personnel Manager along with all supporting documentation.   
a. Requests for 10 days or less must be approved by the Battalion Commander.
b. Requests for 11-30 days must be approved by the Commander, AMEDDC&S  and should be received by the ASD at least 45 days prior to the desired departure date. 
c. Requests for 31 days or more require the approval of the HRC Commander and must be received at least 60 days prior to the desired departure date. 
d. A separate request must be submitted for each period you are requesting PTDY for.  The request must, at a minimum, include: 

(1). Name of the official event or activity that you want to attend, including justification for attendance; 

(2). Your proposed itinerary from departure until return; 

(3). Include the following statement: “I understand that this absence is not directed by any official of the U.S. Government. I further understand that I cannot conduct public business under this authorization. Accordingly, I will not be entitled to reimbursement for travel, per diem, or any other expense. Because this is a personally assumed absence, I understand that I have the right to cancel it at any time and return to my regular place of duty.” 
f. Permissive TDY, as indicated in the statement above, will not be utilized to conduct public business. Therefore, Permissive TDY cannot be utilized in conjunction with your educational program.  Additionally, permissive TDY cannot be used to satisfy military training requirements or any other official business.  Please refer to AR 600-8-10, paragraph 5-32 for instances that PTDY is authorized. 
6.  Medical and Dental Care 

6-1. Information This chapter provides you with information on medical and dental care to include instructions on what to do for emergency care, routine care, and TRICARE phone number.  For information on TRICARE and TRICARE resources, click here.  
6-2. Hospitalization Contact ASD as soon as possible, but NLT 12 hours after admission, if you are hospitalized.  If you are unable to contact ASD, a family member can call to inform the ASD command of your status and can ensure your duty status accountability.  If illness or injury results, and in your provider recommends quarters, ensure ASD is notified immediately.  ASD must also be notified immediately upon your return to duty if you RTD prior to your scheduled return date. 

6-3. Convalescent Leave 
a. Send the ASD a copy of the convalescent leave form provided by the hospital and immediately notify the ASD by phone.   

b. Civilian doctors can provide you a note requesting “at home recovery” or similar to authorize you convalescent leave. 

c. If you will miss class and you need the ASD to provide notice to your school, you need to request it.  We will contact your branch to let them know of extended absences in case you need an extension due to medical reasons.

6-4. Health Insurance Coverage While Assigned to ASD 

a.  Change your Region and Care package.  Call TRICARE prior to PCSing to change your region as necessary. 
(1)  If you will reside more than 50 miles from a Military Treatment Facility (MTF), you will be converted to TRICARE PRIME REMOTE (unless you are on TRICARE STANDARD).  If you reside more the 30 minutes driving time from a MTF you may be able to request to have a civilian Primary Care Manager (PCM) for your dependents.  The Servicemember must still be seen at the MTF.  Contact TRICARE for more information.
(2)  With REMOTE, you will have a civilian PCM who will provide care for you and your dependents and provide referrals as necessary.  
(3)  You must coordinate with TRICARE prior to receiving any care away from your assigned PCM if still in your local area or if you receive a referral for a specialist from your PCM.   

b.  For emergencies, call 911 or report to the nearest hospital or 24-hour clinic, regardless of your location.  If you end up in a civilian emergency room, send the bill to your TRICARE Region and submit a claim.

c.  Non-Emergencies, Federal Facilities.  When you are out of your duty station area (beyond 50 miles) for less than 30 days, you and all family members are entitled to medical care and hospitalization at any Armed Forces medical facility. When medical facilities of the uniformed services are available, you must use them.  If facilities are not available, you may use other federal facilities such as Veterans Administration Hospitals or Public Health Service, if available.  
d. Non-Emergencies, Civilian facilities.  When out of your duty station area (beyond 50 miles) for less than 30 days and no federal facilities are available, TRICARE must authorize you to receive care at a civilian facility.  Otherwise, report to an emergency room or open emergency walk-in clinic and send the bill to TRICARE for reimbursement.

e. Medical TDY.  If TRICARE authorized you to receive care more than 100 miles from your Duty Station 187th Medical Battalion will pay the travel portion of your TDY. You must contact us for orders.  See paragraph 5-4c for required documents.


(4) For information about TRICARE Prime remote or Prime remote enrollment, click here.
6-5. TRICARE Information, Claims Filing, and Active Duty Dental Program 
a.  Contact Information. For general customer service and information about TRICARE plans, click here. 
b. Claims.  For general information about how and where to file claims, region-specific information about claims, assistance with problem claims, or to obtain forms, etc., click here.
c. Dental.  TRICARE Dental Program (TDP) administers the Department of Defense's Active Duty Dental Program (ADDP) to all eligible active duty uniformed service members. 
(1)  DTF Referred.  Non-remote Active Duty members need a referral from their Military Dental Treatment Facility (DTF).  Visit the website for the information.

(2)  REMOTE Care.  As a remote Active Duty Service Member, you may personally coordinate your routine (non-specialty dental care such as examinations, cleanings, fillings) covered dental services* as long as the dental treatment is less than $500 per procedure or appointment or the cumulative total is less than $1,500 for treatment plans completed within a consecutive 12-month period.  For more information, please visit the website.
7.  School, Academic Requirements, and Training Programs 

7-1. Information This chapter provides you with information and instructions on civilian school programs and training. This chapter also provides information as stated on MFR from Central Training, dtd 21 Jul 00, see appendices, which references AR 351-3, Professional Education and Training Programs of the Army Medical Department. 

7-2. Fully-Funded Program The fully-funded program is a full-time civilian schooling program of 20 weeks or more.  You draw full pay and allowances and are authorized a PCS to attend school.  
a.  If your training is multi-phased at locations that are more than 50 miles apart, you will be authorized PCS funds to move to the subsequent training locations. 
b.  Orders will specify the length of time allowed for you to complete your training. If your programs end date is missing or incorrect, contact your HRC branch manager to request an amendment to your orders listing your programs end date.
c.  IAW AR 351-3, no form of tuition assistance is authorized while participating in any fully-funded program.  Forms of tuition assistance include, but are not limited to,:  scholarships, grants, or loans to reduce the tuition under the threshold established by policy.  A tuition waiver, approved in writing by the school, is authorized if current tuition exceeds maximum allowable by policy to bring the tuition under the cap established by AMEDDC&S policy. 
d.  Tuition cannot be more than the current tuition cap set by AMEDDC&S Commander for LTHET as indicated in your contract and the current AMEDDC&S Policy memo.  Refer to current AMEDDC&S policy memo for tuition caps.
e. Governing Regulation.  All Soldiers assigned to ASD and participating in civilian training programs are governed by AR 351-3.  AECP guidelines apply first for AECP Soldiers and AR 351-3 on topics not covered by the AECP Guidelines. 
f. Tuition Payments.  Your school has a third party billing agreement initiated with the AMEDD once you register for classes.  All tuition payment requests must be submitted directly to the AMEDDC&S CTD POC from your school’s Bursar’s Office for payment.  An Educational Service Agreement (ESA) between the school and the US Government for the LTHET Program will be in place BEFORE the student can make an official selection on school of choice.  Immediately upon your acceptance into your program you must make contact with your school to ensure they have the correct address for the AMEDDC&S CTD POC and that your school’s address is on file with the CTD POC.  Tuition payment requests must be submitted each semester.  Any delay in providing all required documentation will result in a delay in processing your tuition for payment by DFAS.  
(1) Students should verify that the DD Form 1556, or other agreement, as per AMEDDCS policy, is in place and ensure your school understands how to send invoices to the AMEDDCS.  No invoice = no payment = no registration for class.  
(2) The contact numbers for the CTD office that pays your tuition is: (210) 221-7725 or (210) 221-8404.  CTD cannot initiate an agreement with your school until they have your orders, which you are required to provide during in-processing.  

g. Stipend.  Fully–funded students are given a stipend in the amount authorized by current policies and procedures as written in your contract and by LTHET budget policy, as updated, to defray the cost of items such as books and supplies required to complete their program of study.  The allocation is intended to offset the cost of books, not cover the entire cost.
(1)  An initial Stipend payment can be made to the student at the beginning of the school assignment once CTD has received ALL of the following:

(a)  A copy of the student’s orders and all amendments,
(b)  A completed and signed Book Reimbursement/Expense Reimbursement Request, 
(c)  A completed and signed Long Term Health Education Training (LTHET) Student Checklist, 
(d)  Copy of original DA 2125 showing degree plan listing all course numbers and titles by academic session for the entire period of schooling

(e)  Verification from AMEDD Student Detachment that the student has completed all in-processing.  Verification of in-processing will be made by your ASD Personnel Manager once in-processing is complete. 

(2)  Authorized Reimbursable Expenses include costs related to the thesis or dissertation required by the school.   
(a) Expenses incurred for a master’s thesis or doctoral dissertation must be claimed separately.
(b) Itemized receipts are no longer required for thesis and dissertation reimbursement.  
(c) Proof of degree completion is required.  Proof of degree completion can be accomplished with a copy of a diploma or a copy of the final transcript with degree and date it is conferred.
(d) Maximum allowable is $200 for a Master’s thesis.
(e) Maximum allowable is $500 for a Doctoral dissertation.  
(f) The deadline for submitting payment requests will be NLT 90 days after conferral of the degree. 
(3)  Subsequent book reimbursement payments are made each academic year after the first year and will be limited to one additional payment for Bachelor’s/Master’s degree students, two additional payments for three-year Doctoral students, and three additional payments for four-year Doctoral students.  Requests for subsequent payments will include the same items as your initial request in addition to a grade report. . 

(4)  Scholarships and Grants.  Students that qualify for other scholarships and/or grants must contact their CPET or AECP Academic Personnel Manager with specific details and for an ethics and legal review.  You must receive approval from your Academic Personnel Manager prior to accepting any funds from a non-Army source.   Adverse administrative action or UCMJ proceedings may be initiated for students who accept any non-Army monies without written approval from your CPET or AECP Academic Personnel Manager via legal review.  Any approval you receive will specify if you can receive the money directly or if it must be credited as tuition credit to the university.
(5)  Travel Money.  This includes monies for any TDY missions required or not required by your school, whether for Continued Medical or Health Education (CME/CHE) credits or for degree completion requirements.  See paragraph 5-4(d) for details on accepting offers of free travel.  
h. Medical Expenses.  Schools may have a mandatory medical service fee or health service fee that is separate from health insurance.  This fee is covered.  University health insurance is not covered.  Uniformed Services health coverage is provided through TRICARE.   If you need written exemption for your school’s health insurance, please request a Commander’s memo from your Personnel Manager or provide the school with proof of your TRICARE enrollment.
i. Non-Funded Expenses.   Non-funded expenses include sporting event tickets, parking passes, and health insurance.  For further questions on reimbursement, you should contact CTD at (210) 221-7725/8404 (COMM), (210) 221-8499 (FAX), or usarmy.jbsa.medcom-ameddcs.other.ameddcs-rm-lthet@mail.mil.  You may also call your ASD Personnel Manager or CPET Academic Chief as well for assistance.   
7-3. Partially-Funded Programs (Civilian Facilities) The partially funded program is a full-time civilian schooling program for officers. 
a.  The Army authorizes full pay and allowances but you must pay for all tuition, fees, and textbooks.  
b. In-service financial aid may be available under the Vietnam GI Bill, Post-Vietnam Era Assistance Program, or the AH Volunteer Force Educational Assistance Program (New GI Bill) or the Post-9/11 GI Bill.  
c.  This program and funding for classes must be approved by your branch.  
d. This program is often completed in concurrence with another assignment as opposed to fully-funded programs where the Soldier PCSs to school.  
e. You must have orders or a contract to participate in this program.
7-4. Academic Requirements 
a.  While attending a civilian institution under a full-time civilian education program, students must continue enrollment on an uninterrupted basis, including summer sessions and “semester breaks.”
b.  Your duty status will not be “sitting at home”.  All Soldiers will be on leave or attached to an Army unit, whether AC, AR, or ARNG, during all instances where they are not attending school due to semester breaks. 
c.  You must maintain the GPA associated with your contract and program guidelines.
d.   If you request a change in your approved degree plan, you must receive approval by your appropriate Academic Personnel Manager.

(1) Students must request approval in writing from their appropriate Academic Personnel Manager if they foresee that they cannot complete the designated minimum workload per academic training period.
(2) You must be taking a full load of classes each semester IAW AR 351-3, Table 4-1.
(a) Graduate studies = 12 hrs, - or as per school policy
(b) Undergraduate = 12hrs , - or as per school policy
(c) Grad Summer = 4 hrs, - or as per school policy

(d) Undergrad Summer = 6 hrs , - or as per school policy

(e) Graduate Quarters = 12 – or as per school policy

(f) Undergrad Quarters = 15 – or as per school policy

7-5. Extensions of Training Programs  You are expected to complete all degree requirements within the time specified in your orders.
a.  If additional time is required, AECP students will submit a request for extension approval to the Director, Army Accessions Educational Programs Department of Nursing at USAREC.  Non-MC officers in LTHET or other programs must first notify their CPET Corps Academic Chief, and then request the extension in writing to the appropriate Corps Chief’s office for approval.  Refer to the appropriate chapter for your branch in AR 351-3 for more guidance.  MC Officers must make this request through the OTSG POC.
b.  At a minimum, requests must contain a letter from the Dean of the college or head of the academic department concerned attesting to the need for additional time and the exact date that the schooling will be completed.  If your request for an extension is approved, you must notify ASD as soon as possible.  You must provide a copy of your amended orders with new completion date to ASD, CPET Corps Academic Chief and CTD.  This will prevent CTD from closing your account on the END date of your orders.
c. AECP students must submit the following to the USAREC POC for a board to review your request for an extension or appeal your removal from the program.  Once the packet is turned in, the USAREC Program Director will provide it to the board.  The board will meet and the Soldier will have the option to personally address the board via telephone conference.  A decision will be delivered as soon as possible.  For board members and other details, see the AECP review board policy.
1. Letter from the Dean supporting your extension and your performance in the program
2. Memorandum signed by YOU explaining why you need the extension
3. AERs you have turned in
4. APFTs you have turned in
5. Statement from the Commander about your Soldiering during your time in the ASD

6. DA 2125s with updated degree plan taking extension into account

7. Any outstanding DA 2125 not turned in prior
8. Official Transcripts
9. Any supporting documents you feel will assist your case

7-6. Withdrawal from the Training Program
a. Students who decide to withdraw from training prior to completion must submit a request to their appropriate Academic Program Manager.  The request must contain an effective date of withdrawal and a statement from the training program director indicating acceptance of the withdrawal request.  This may result in your reassignment based on the needs of the Army, return to your basic branch, reclassification into a new MOS, or separation from the Service. 
b. Any Soldier that wishes to drop or withdraw from a course must receive written approval by their Academic Program Manager prior to the drop/withdraw deadline established by the school in order to dropping or withdrawing from that course.  Failure to do so may result in the Soldier being required to repay the Government for tuition or fees already paid to the school.
7-7. Required Reports 
a.  Degree Plan, DA 2125.  You must turn in a DA Form 2125 each semester. The first DA Form 2125 you must submit will include your degree plan listing course number and title by academic session for the entire period of schooling.  The anticipated date of graduation (day, month, and year) will be shown on each DA 2125.  Prepare this form in consultation with, and have it signed by, your school academic advisor.  DA 2125 is to be mailed directly to your Education Corps (para 1-6).  The DA 2125 is a requirement requested by your Academic Personnel Manager. 

(1) Subsequent DA 2125s will show changes in your proposed program of instruction and GRADES.  Changes in discipline or graduation date must have prior approval of your Academic Personnel Manager.  The changes will include approval and signature of your faculty advisor. 
(2) Submit the DA 2125 to your CPET Academic Chief, or to AECP Director, as applicable, within 10 duty days after the end of each semester, term, quarter, or summer session.  Failure to submit a DA 2125 as required above may result in removal for your academic program and/or UCMJ action for dereliction of duty.
(3) Thesis/Dissertations.  If you are within six (6) months of your completion date, indicate whether a thesis or dissertation is a requirement for graduation.  Use the remarks section to explain below average grades, whether these low grades will affect completion of your training as scheduled, and whether special arrangements have been made with the school to allow you to continue. 
7-8. Material for Publication or Presentation 
1. Any materials which you wish to submit for publication or presentation that involves operations of the national government, military matters, or foreign policy must be reviewed and cleared by AMEDD.  Most official and unofficial materials written or produced by OTSG/MEDCOM staff require public affairs clearance before being released to the public domain whether through general publications, speeches, web-based products, oral briefings, professional medical journals, or other public channels. Most of these materials can be reviewed at the lowest level by a public affairs officer (PAO) at the same facility as the author(s).  
a. Intent is to ensure the chain of command is aware of and prepared for impending impact of public release of sensitive information, protects the author(s) from inadvertent release of protected/sensitive information, and determines if materials require review by a higher level.  Army Professionals must ensure accurate information is provided to Soldiers, their families, leaders, professional organizations, and the media. 
b. This review is not conducted to halt the release of information and there is no intent to deny personnel the right to speak or publish information about the work done. The intent is to ensure transparency while ensuring released information complies with Army policies, privacy considerations, and operational security directives.

2. The Director of Communications is the clearance authority for the AMEDD C&S.    

a.   Approval Process:  The author(s) must send the documents directly to the Director of Communications and notify the CPET Corps Academic Chief. The Director of Communications will respond with approval or provide comments to correct.  You are not to submit these documents for publication or presentation prior to receiving such approval.  Allow a minimum of 60 days for the review process to be completed.  Upon approval, the documents will be returned to you. 
b.   Writings or speeches on topics not involving operations of the national government, military matters, or foreign policy; letters to the editor; and book or theatrical reviews expressing personal opinions, but not implying government sanction, need not be submitted for review.  However, an appropriate disclaimer must accompany manuscripts submitted for publication or presentation in a private capacity.  The following is considered an appropriate disclaimer: “The views expressed in this article/book/speech are those of the author and do not reflect the official policy or position of the Department of the Army, Department of Defense, or the U.S. Government.” 

8.  Permanent Change of Station (PCS) and Out-Processing 
8-1. Information This chapter contains instructions on PCS and out-processing procedures to follow upon completing the period of study. 
a.  ALL students must be in compliance with ASD requirements before orders will be generated (AER, APFT, mandatory training, flu shot, etc.).
b.  AECP students must complete, and pass, the NCLEX prior to orders being generated by USAREC.
(1) AECP students must turn in final DA 2125 to the academic program director at USAREC as well as a copy of your degree to your ASD Personnel Manager.
(2) Students must sign up for the NCLEX test utilizing their school test site.
(a) All AECP Students will be allowed 45 days to study for the NCLEX that is not chargeable as leave upon graduation.
(b) No more than two (2) attempts are allowed.  Two (2) failures of the NCLEX results in relief from the AECP and assignment back to their enlisted MOS to serve out your ADSO.
(c) AECP Students will be required to be attached to an Army unit, or on leave, starting the day after you take the NCLEX.  

(d) If an AECP Student requires a second attempt at the NCELX, they will immediately be placed back on admin time for another 45 days to prepare for their final attempt at the NCLEX.
(3)  BOLC dates will be given to you prior to graduation, dependent upon passing the NCLEX (AECP students only) and your follow-on duty assignment.
(4)  Upon PCSing, AECP students will report to ASD at JBSA-FSH for transition and commissioning prior to BOLC.  Commissioning date will depend on both your BOLC class date and your follow-on assignment.   
(5)  Students reporting to their gaining command prior to attending BOLC will commission at their new unit on the specified report date, but, they must coordinate their transition with the ASD AECP Manager prior to the commissioning date.
8-2. Departure Date  According to the established ASD and current DA policies, your departure date is governed by your completion date and PCS assignment orders.  An earlier departure is only authorized if “early report authorized” is clearly noted on the orders taking you to your next assignment.  Departure dates later than indicated below are not authorized.  You will be given 10 days as admin/out-processing days that are not chargeable as leave when arriving and departing student detachment. 
8-3. PCS Instructions and Out-processing
a. Your branch POC at HRC will send your Request for Orders (RFO) or assignment instructions (AI), as applicable, to ASD through the personnel system.  Normally, reassignment instructions are received at least 90 days prior to your completion date.  ASD will generate your PCS orders for you NLT 30 days prior to your report date.
b. You can go online to the website listed below to obtain your out-processing packet and follow all instructions.  To ensure prompt and accurate processing of your PCS packet, complete all forms requested and return as soon as possible to your ASD Personnel Manager.  Contact your Personnel Manager if you have any questions or issues with the out-processing packet.  Your Personnel Manager may send you an electronic copy of the out-processing packet upon request.  The packet can be located via the ASD Student Portal.    

c. OCONUS requirements can be cumbersome so start them early!  All family must be medically cleared to move overseas.
d. Your branch POC at HRC must authorize all changes to reassignment instructions before orders will be amended.   HRC must initiate RFOs for any changes to orders, unless the change is per the regulation for PCS entitlements and orders.  You are authorized and encouraged to contact your career branch about your reassignment.   
e. If you have not received your RFO or AI from HRC within 90 days of your completion date, contact your branch POC for reassignment instructions and to confirm reporting date. 

8-4. TDY Options  Department of the Army-directed TDY schooling in conjunction with PCS. 

a. If you receive notification of DA-directed TDY schooling in conjunction with your PCS and you have family members, you may elect one of the following options for locating your family members while you perform TDY under DA Pam 600-8, Management and Administrative Procedures: Individual Assignment and Reassignment Procedures, and AR 614-6, Permanent Change of Station Policy,: 
(1)  Option 1 – Elect to return to the present duty station on completion of TDY; this will enable the member to prepare family members residing in Government quarters for relocation to the new permanent duty station or designated location before departing the present duty station.  Government travel will be allowed to and from your TDY station with 10 days to move dependents on from TDY.  This applies to CONUS to CONUS and CONUS to OCONUS moves. 

(2)  Option 2 – Elect to depart the present CONUS or overseas location and travel to the new duty station, sign in, and settle family members before traveling to the TDY station..  10 duty days will be allowed to settle your family before TDY starts.  You must report to duty (sign in) at your new station at least 10 days, plus authorized travel time, before your reporting date to your TDY station.  Eligibility for quarters will be based on the date you leave your last duty station if advance application, DA Form 4784, has been made according to AR 210-50, Housing Management.  This is not applicable to students being assigned to the ASD for schooling or training but applies for other CONUS to CONUS or OCONUS to CONUS moves. 

(3)  Option 3 – Elect to return to your present duty station on completion of TDY to move dependents living on the economy to new duty station. Ten days will be allowed on return from TDY to move and settle family before reporting to the new duty station.  This applies to CONUS to CONUS and CONUS to OCONUS movement. 

(4)  Option 4 – Elect to clear your present duty station on completion of TDY and have dependents go with you to your TDY station or some other location at personal expense.  Entitlement to dependent travel will be based on the most direct route from your present duty station to your new duty station.  This applies to CONUS to CONUS, OCONUS to CONUS, and CONUS to OCONUS moves. 

b.  If you elect option 1, 2, or 3, a separate order for TDY and PCS may be issued, or, depending on assignment, the TDY and PCS information may be issued on the same order.  The above options do not apply when: 

(1)  Your directed TDY station is the same as your current or new duty station. 

(2)  Your elected option prevents compliance with your reporting date to your TDY or new duty station.  Reporting dates will not be changed without the approval of your career branch. 

(3)  Your dependents will stay in their current living quarters during the next assignment (no relocation involved). 

(4)  You are single. 

c.  Your orders must reflect the option you choose.
8-5.  Passports  If you are being reassigned overseas, each family member must have an individual passport, regardless of age.  If family member passports are needed, contact the nearest military transportation office or passport office which is usually the nearest Post Office. 

8-6.  Authorized Modes of Travel in Conjunction with PCS. 
a.  CONUS to CONUS.  You are authorized to travel by commercial transportation or private auto.  However, you are NOT authorized shipment of your vehicle unless specified in your orders.

(1)  When traveling by car, keep gas and lodging receipts just in case finance requests them.  They are not usually needed for PCS travel.  

(2)  Obtain weight tickets for your vehicle full and empty when driving to new duty station to file your DITY move.  You may elect to do a full or partial DITY move in conjunction with your PCS.  

(3)  Do not exceed your weight limit total when doing a DITY move.  DITY weight PLUS HHG Shipment weight equals your total weight allowance.

b.  CONUS to OCONUS, including Hawaii and Alaska. 

(1)  You must contact the Commercial Travel Office (CTO) to arrange your flight for OCONUS.  You must arrange for travel from your duty station to the port in order to store or ship your vehicle.  For travel information on PCSing overseas, contact the Transportation Office at FSH at (210) 221-1605, by visiting the TRAVCO and processing website for FSH at www.samhouston.army.mil/hra/stop.aspx. You can also go online to http://www.defensetravel.dod.mil/site/travelreg.cfm for additional travel regulations.
(2)  Refer to your orders regarding shipment of vehicles.  Most OCONUS assignments only allow ONE vehicle shipment.  Click here for the Joint Travel Federal Regulation (JTFR) for a listing of all authorizations.  
8-7.  Port Call and Concurrent Travel. 
a.  You are responsible for requesting your port call by contacting the local transportation office.  If you are attending school in Hawaii, Alaska, or a foreign country, contact the local transportation office to arrange for travel. If you are being reassigned to an unaccompanied tour and have TDY en route for 30 days or more, recommend you apply for your port call at your TDY station.  This does not apply to TDY periods of less than 30 days or if you select Option 1 or 3 as listed in paragraph 8-4 above.
b.  If you are being reassigned to an area where travel is authorized for dependents and you want your dependents to accompany you,  you must submit a DA Form 4787 with your request for port call by the suspense date from the PCS processing packet. 

c.  Concurrent travel for family members must be approved by the overseas commander and normally needs a minimum processing time of 60 days from the date received by the overseas command.  Approval/disapproval of concurrent travel should not be expected more than 120 days from the availability date shown in your orders. This does not apply when your orders show automatic approval of concurrent travel.  On receipt of reply from the overseas command, your orders will be amended to show either concurrent or deferred travel.  It is very important that you give ASD a valid mailing address and telephone number to forward the updated information if received after out-processing. 

8-8.  Shipment of Household Goods and Private Auto. 
a.  Upon receipt of PCS orders, go to www.move.mil  or contact the nearest military installation transportation office to arrange for shipment of your household goods and private auto.  You may also elect to call the FSH transportation office.  If you are on orders for overseas assignment and have applied for dependent travel, the transportation office will not set a specific date for pickup of household goods until you have received either deferred or concurrent travel orders for your dependents. 

b.  If you elect to do a DITY move of your household goods, be sure you comply with the instructions in paragraph 2-6b, page 24.  This applies only to CONUS to CONUS moves.  Call your nearest Transportation Office for approval and schedule a DITY briefing.  You must have a DD 2278 in order to be reimbursed for DITY moves prior to departing.  
8-9.  PCS Financial Matters. 
a.  Review your allotments and monthly check mailing address at least 90 days before your completion date.  Send changes to the ASD at least 45 days before your projected completion date. 
b.  Unless otherwise indicated, you are authorized to request the below listed advance payments.  These requests must include the type of advance requested, signature, and three copies of your PCS orders for each advance. 

(1)  One month’s Advance Pay, DA 2560.  All single soldiers, E6 and below, must justify why they are requesting advance pay as advance pay must be used to offset the movement of dependants not covered by DLA.
(2)  Travel for you and your dependents, DFAS form 9114 

(a)  Dependent Travel: Name of spouse, date of marriage, names and dates of birth of all children traveling, and place from which travel will be performed. 

(b)  If dependents will not travel to the new duty station, give complete address of their designated location. 

(3)  TDY travel and per diem, if applicable, DFAS Form 9114
(4)  Dislocation Allowance (DLA), DFAS form 9114
(a)  Married members are entitled to draw advance dislocation allowance if their dependents move for the convenience of the government. 
(b)  Single members, E1-E5, are entitled to this allowance if they furnish proof that government quarters will not be available at their new duty station. 
(c)  Single members, E6-O8, are entitled to DLA

(5)  Any SM with PCS orders can request an advance of any or all entitlements.
8-10.  PCS Leave 
a.  Everyone departing ASD must fill out a DA Form 31 with the thru date listed as your reporting date to your gaining command. 
(1)  If no leave is taken, none will be charged, 
(2)  Gaining finance office will need a DA Form 31 to compute actual travel time versus authorized travel time. 
(3) Completed DA Form 31 must be returned to ASD with your other out-processing documents for Commander’s signature and control number.

(4) Your records will not be released until your DA Form 31 has been processed by ASD. 

b.  Instructions for DA Form 31 - Make sure all copies are legible. When completing the form, give special attention to the following items: 

(1)  Block 10a – “From” date.  You are authorized 10 duty days for clearing as long as you remain at the duty station.  This does not include weekends or holidays.  You will leave no later than the day after your authorized clearing time. 

(2) Block 10b – “To” date.  This date is the report date, as published in your PCS orders, to your next permanent duty station. 
(3)  Block 6 – Leave address to include zip code, area code, and telephone number.  It is important that this information is valid if it becomes necessary to contact you during your leave/travel time or if we have to mail your records to your leave address. 
c.  If you plan to visit any foreign country during your PCS leave, you must abide by the OCONUS leave policy and submit all required documents NLT 60 days prior to your leave start date.  Contact Personnel Manager for specific instructions before submitting your DA Form 31. 
d.  If you plan to ask for permissive TDY for house hunting in conjunction with your PCS leave, see the specific instructions listed below in para 8-11.  This does NOT apply to OCONUS reassignments. 
e.  If your PCS orders authorize TDY en route, make sure that item 17 of the DA Form 31 is completed when reporting and departing your TDY station.  This does not apply for TDY and return, TDY option 1, 2, or 3, (para 8-4) unless you take leave in conjunction with TDY. 
8-11.  Permissive TDY (PTDY) for House Hunting 
a.  PTDY for house hunting incident to PCS may be authorized up to a maximum of 10 days when government housing or quarters are not immediately available, or if available, not required to be occupied at the gaining station which is normal for all Soldiers E-6 and above.  If you intend to occupy government quarters, even though occupancy is not a requirement, you are not eligible for permissive TDY.  Questions should be directed to ASD before requesting PTDY. 

b.  Upon arrival at your new unit, you must report to the Housing Referral Office for a stamp.  PTDY will not be credited correctly if Housing has not stamped on the first day of your PTDY.  

c.  If you want PTDY at your next assignment, after signing in, the new commander has to approve your PTDY prior to reporting to new unit.  ASD Commander does not have authority to approve PTDY at your gaining unit.  If you desire PTDY prior to signing in to the new unit, you will need to submit the DA31 for approval in accordance with leave and pass policy.  
d.  If you are scheduled for an unaccompanied tour or have received deferred travel authorization of 120 days or more, you may request permissive TDY to settle your family at a designated location. 

8-12.  Shipment of Records 
a. Your personnel file will be out-processed and mailed to your home address upon request.  You are not required to take your personnel file, as most all items will be posted to your OMPF.  You can check and verify your Personnel Electronic Record at https://iperms.hrc.army.mil/rms/.  
b. If your flight records were provided to the ASD, they will be returned to you with your other records upon request.
c. AECP students, you will be given and updated ERB when you report for transition and commissioning.   If you report to your new assignment prior to BOLC, you need to obtain an updated copy of your ERB for your transition appointment.  
8-13.  PCS Reminders 
a. As you prepare to PCS from ASD, check the following items to ensure you have: 

(1)  Sponsorship packet (DA Form 5434) complete. Your orders will not be cut without it. 

(2)  Advised ASD of your correct completion date. 

(3)  Received copies of your orders, including all amendments. 

(4)  Completed and returned required forms from the PCS out-processing packet. 

(5)  Completed actions for passports, if applicable. 

(6)  Received port call instructions. 

(7)  Received approval/disapproval of concurrent travel, if applicable. 
 (8)  Submitted requests for advanced pay, travel, TDY travel and per diem, dislocation allowance, and all desired pay changes. 

(9)  Submitted your PCS leave on DA Form 31.
(10)  Received your signed DA Form 1059-1 (AER). 

(11)  Received your personnel and flight records (if applicable). 

b. Contact the ASD if your have questions or have not received any of the above documents. 

9.  Army / Military Support and Other Resources

a.  MWR.  Soldiers can use any MWR facilities or programs at ANY military installation.  If no installation is nearby, you are eligible for FREE YMCA enrollment.  Visit your local YMCA to obtain the proper form.  Compete and send to your Personnel Manager for certification and return it to the local YMCA.  
b.  Legal Assistance.  If you are near a military installation, regardless of service, visit the local legal office for assistance.  Otherwise, you may contact your Personnel Manager at ASD and they will forward your request to the legal assistance office and you will be contacted.  
c.  Army Emergency Relief (AER).  AER provides no-interest loans and grants to Soldiers and their Families through their chain of command or their local installation's AER section. AER is the Army's own emergency financial assistance organization dedicated to "Helping the Army Take Care of Its Own." AER is a private nonprofit organization incorporated in 1942 by the Secretary of War and the Chief of Staff of the Army to help Soldiers and their Families. All ASD personnel requesting AER assistance should contact the ASD Detachment Sergeant prior to initiating any action.  Services can be provided by Navy, Air Force, Marine Corps, or Coast Guard installations.  Visit the AER website additional information and services.
d.  Chain of Command Support.  If for any reason you are in need of an Army service, community resource, you cannot locate one, or you need assistance with receiving services, contact your ASD Personnel Manager or chain of command for assistance.
////////// original signed ////////////
SUMMER M. BROWN-ELLIS
CPT, MS
Commanding
‘Surpassing the standard, chosen for the future’
10.  Acknowledgement of Understanding Receipt 

ACKNOWLEDGEMENT OF UNDERSTANDING

I have received, read, and understand the ASD Student Handbook.  Any questions have been addressed to the appropriate POC and have been answered to my satisfaction.  I understand that any further questions that arise during my assignment to ASD will be brought to the attention of the appropriate POC in a timely manner.  I further understand that my failure to adhere to any of the regulations or procedures listed in this handbook may result in administrative or UCMJ action taken against me. 

This signed acknowledgment statement will be returned with your in processing packet or your packet will be incomplete.
______________________________
_________________________________

LAST, FIRST MI     

RANK

EMAIL ADDRESS
______________________________
_________________________________

TELEPHONE NUMBER


SIGNATURE AND DATE
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