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U.S. Naval War College

Newport, RI  02841-1207


           Army Administrative Requirements as of  January 2015
NWC-CNCS-01D

30 November 2011
SUBJECT:  Army Administrative Requirements for the USN War College

1.  The purpose of this memorandum is to provide supplemental information to facilitate your transition to the USN War College.  Please acknowledge the receipt of this information by sending an e-mail to our Army admin assistant at desmondp@usnwc.edu or call 401-841-4795.  Be prepared to provide a cell phone number, estimated arrival date and e-mail address that will be readily available to you during the PCS process.  This will verify that you have received the sign-in instructions and will allow us to contact you and pass on critical college or in-processing information.
2.  You should have already received a Welcome Aboard letter from the college with instructions to begin your in-processing.  Most of the information concerning the U.S. Naval War College and the Navy in Newport is available on our web site: http://www.usnwc.edu/.  The information on the site is extensive, so take some time to visit its many links.
3.  You will in-process the USNWC, but while you are attending at the USNWC your personnel records will be maintained by the U.S. Army Student Detachment (USASD) at Fort Jackson, SC- http://www.jackson.army.mil/sites/usasd/pages/248.  Prior to arrival, you need request access to SharePoint via the link provided and download the in-processing packet. Prior to your arrival manually fill in the information in order to facilitate a complete and speedy submission of the administrative documents.  
 

4.  When you arrive in Newport please call the Army Office or me at 401-841-4795 or 401-841-2134 and let us know you’ve arrived in the area.  During non-duty hours leave a message on voice mail with a phone number where you can be reached.   When you are ready to sign-in, the Army Administrative Assistant at the NWC in Spruance Hall, Room 203, on the 2nd floor above the Spruance Auditorium will begin the process.  To access the building you will need to enter the hall and report to the Quarterdeck to receive a visitor pass and request escort to the Army Administrative Assistants office.  Upon arrival, you will finalize your travel voucher, scan all in-processing forms into a single PDF document and upload them to the SharePoint portal.  Please insure you have your in-processing packet is completed with all orders / DA 31 depicting your time of departure from your last duty station until the time arrive here (including any PTDY or TDY), receipts for transportation, copies of TR's or airline tickets for your entire family, lodging receipts, DD Form 788 (received when a car is picked up), copies of all advance payments, release from Government quarters (DD Form 137-1), and receipts for other expenses (as applicable).  If you are submitting paperwork to be reimbursed for a DITY move, DITY processing via Ft Jackson Student Detachment is taking 10-12 weeks once submission is completed, so please plan accordingly.  Finally, bring a copy of the front side of your latest OER so the end date can be verified and rated time will be correct on your AER upon graduation.  You will keep this document after verification and will not be maintained in our office.
5.  The uniform for signing in to stop your leave and submission of the competed Ft. Jackson in-processing documents is business casual.  However, the uniform for the Army Welcome and for the USCNW Orientation is Class A (or ASU equivalent).  Uniform items should be obtained before you get here; the Navy Exchange and uniform shops do not stock Army items.  The nearest place that Army uniform items are available is Fort Devens, Reserve Forces Training Area, Massachusetts, and the U.S. Military Academy at West Point, New York. If you have a special circumstance (i.e., signing in early or late), please contact me 401-841-2134 or the Army Administrative Assistant 401-841-4795 as soon as you are aware of a conflict.  

6.  Students will report to Spruance Hall Room 203 no later than 0845 on Monday, 30 Jan 11 for the Army Orientation.  This will be followed by the USNWC 2-day orientation commencing 31 Jan 11.  During the USNWC orientation, you will apply for your USNWC computer log-in.  To accomplish this, you will need to have completed both Information Awareness (IA) & Personally Identifiable Information (PII) training and have printed certificates on-hand.  This training can be accomplished at the following URL: http://iase.disa.mil/eta/.  There are open access computers located in the library, but the space is limited
7.  While assigned to the U.S. Naval War College your student address will be:  


ATTN: (Your Rank/Name), (Class Graduation Month/Year)


U.S. Naval War College


686 Cushing Road


Newport, Rhode Island 02841-1207

Mail forwarded to this address will be held until you arrive.

 

8.  USNWC attendance requires at least a SECRET security clearance.  Clearance information may be found on the USNWC web site http://www.usnwc.edu/, within Encl (1) in the Guide to Pre-Arriving and Checking Aboard.  If you are not currently cleared for SECRET, initiate the request immediately.  Advise your security manager the results of your clearance should be forwarded directly to U.S. Naval War College, Attn: Security Manager, 686 Cushing Road, Newport, RI 02841-1207.

 

9.  The uniform of the day is normally business casual, dress shirt or turtleneck, with dress slacks for men; dress blouse and pants/skirt for women.  Coat/sweater and tie are required for many events where interaction with the public is desired.  Uniforms are specified for numerous events.  You will need your Army Service Uniform (ASU) and your Blue or Evening Mess uniforms.  

10.  There are convenient rooms at the Navy Gateway Inns & Suites located at 1312 Meyerkord Ave directly in front of the commissary.  They can be contacted at 401 841-7900 or via e-mail, nsnewport.ri.vqres@navy.mil.  If rooms are not available, they can issue a statement of non-availability (SNA).  There is also a Navy Lodge located on Base.  They have motel-like suites that sleep five persons and can be occupied for up to 30 days.  You can make reservations by telephoning (1-800-628-9466) or online at https://www.navy-lodge.com/.  Pets are allowed in the Navy Lodge.  Each occupant of the Navy Lodge must possess a military card, except for children under 10 years of age.  Advance reservations for lodging are essential.  If these do not fit your needs, or lack availability, a variety of accommodations in the local area can be found at http://www.gonewport.com/.
11.  Housing/CBQ Assignments (Combined Bachelor Quarters, formerly Bachelor Officer Quarters).

     a. The NWC provides information on student housing and the CBQ.  Married and accompanied students should go to the NWC web site and select “students, then U.S. Resident Students, and under “menu” (right hand column) select “housing.” Follow the instruction to get information on “on-post” leased housing (formally military housing now run by a private company) or information on the rental housing market.  Geographic bachelor (single or married but unaccompanied) students attending on funded orders; should contact the Deputy Dean of Students at 401-841-6596; not the Naval Station Housing Office, to initiate the process.  A copy of your orders or RFO is required with your housing application.  Carefully read and comply promptly with the U.S. Naval War College instructions regarding housing assignments.  The instructions are available on the web site (http://www.usnwc.edu/).  A sufficient number of government leased quarters are available for all students with dependents.  Geo-bachelors are given the option of living in the CBQ free of charge.  You are not required to accept assignment to quarters.  You may opt to live on the economy and draw your housing allowance.  If you are offered quarters you will not be required to accept them.

     b. Military housing storage space is limited in the leased housing areas.  If you will be living in “on-post” quarters, you should consider putting all nonessential household goods into non-temporary storage at your current location.  Housing unit floor plan diagrams are available from housing; contact them using the information provided on the web site.  There are many rental houses and apartments in the Newport area, both furnished and unfurnished, ranging from converted old carriage houses to modern beach homes.  Unfurnished homes are available in Jamestown, Middletown and Portsmouth as well.  If you decide to look into civilian rental housing, the Navy Housing Office maintains a very complete rental referral service.  You can contact them through the web site or by calling them at 1-800-217-0875.

12.  If you arrived via POV and will come onto the island via Rhode Island Route 138.  This means that you will cross the Newport Bridge which requires a $4.00 toll fee.  While residing in the Newport area, I suggest purchasing an E-Z Pass, once you get settled and move into your house/apartment.  Please read the following on how to obtain one of these passes:  

NEWPORT/PELL BRIDGE EZ PASS - The Newport/Pell bridge E-Z Pass applications may be filled out at the office next to the bridge.  In order to receive the RI resident rate, bring a copy   of a local utility/cable bill or RI car registration.  For military living in housing or geo-bachelors, bring a copy of your Military orders and Military ID.  All info can be found at http://www.ritba.org/.

 13.  Public schools - academic, athletic, and extracurricular programs, vary throughout the   island / local area.  School assignments are based on housing location.  If your children have particular school interests, college preparatory or special needs, you should investigate the schools thoroughly before committing to quarters to ensure you rent a home in the school district you’ve selected.  You can check out the schools’ academic and scholastic standing by going to the Rhode Island Department of Education web site: http://www.ride.ri.gov/.

14.  Even though I have tried to anticipate your questions, you may have others that remain unanswered.  If you require any assistance prior to, or once you arrive in the Newport area contact our U.S. Army Executive Assistant at 401-841-4795 or me at 401-841-2134.   Once again, welcome to the U.S. Naval War College!  
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