August 2012 Fast Facts

Back to School, Back to Basics
1. Location and Hours:  The Accessions Department is physically located on the campus of the Walter Reed National Military Medical Center, on the 13th floor of Building One (The Tower), Bethesda, Maryland.  We are open from 0730 to 1600 (Eastern) Monday through Friday.  

2. Emergencies and Safety: In the event of a local, regional or national disaster, you should ensure the immediate safety of yourself and your family. Follow local emergency directions. Once you are safe, contact the MDAD Registrar by phone (301) 319-4526 or email OH@med.navy.mil to provide contact information and updates.  Your safety and well being is our priority.

3.  Fax: As of October 2011, the Accessions Department no longer accepts faxes except for health or protected personal information.  Please scan documents, reimbursement requests, travel claims, etc. and send to OH@med.navy.mil.
4.  Did your contact or personal information change?  The best way to ensure you are not missing important e-mail information is to keep us up-to-date on your current e-mail address, home address, and phone number(s).  If you recently married, divorced, or had a child, please notify us at OH@med.navy.mil. 
5.  E-mail Etiquette:  Please limit your emails to a maximum of 5 MB of attachments total per e-mail.  Please use the lowest resolution for any attached scans and use several e-mails with appropriately sized attachments to send your larger submissions. OH@med.navy.mil is the best way to send documents or ask questions. Please limit yourself to one question area per e-mail.  Multiple questions about multiple areas cannot be copied and sent to knowledgeable individuals in the e-mail system we use.  

6.  ID Card: As a reserve military officer, you are entitled to and should carry a Reserve military ID card.  A Reserve ID card allows you to use any military commissary, exchange or recreation facility as many times as you want during the year.  Please visit the following link for information on how to obtain an ID card: 

http://www.med.navy.mil/sites/navmedmpte/accessions/Pages/IDCards.aspx.  

7.  MyPay:  MyPay is a web based system that allows you to directly access your Leave and Earnings Statement (LES) and/or W2.   New scholarship participants will receive a temporary password in the mail approximately 45-60 days after receipt of your first stipend payment.  If you require a new password, please go to the DFAS Mypay website https://mypay.dfas.mil/mypay.aspx  and click on the link "How do I obtain a new temporary password?" on the right hand side.  The password will be mailed to the address listed in DFAS. Currently you can view and print 12 months of Leave and Earnings Statements.  Please review and save your statements.  Direct any questions regarding your LES to OH@med.navy.mil  Subject: LES question.
8.  Pay: On July 1st, the HPSP/FAP stipend increased to $2,122 per month.  The NCP continuation bonus remains at $1,000 per month.  Pay days are on the 15th of the month (for days 1 - 14 of the month) and the 1st of the next month (for days 15 - 31 of the preceding month).   If the 1st or the 15th fall on a Saturday, Sunday, or Holiday, then the previous work day (i.e. Friday) is the payday.  Remember that your stipend is taxable. 
Need justification of income or expected income?  A Statement of Service is an official letter which documents your current or future pay status as a military officer. This letter can be requested via OH@med.navy.mil.  Specify if you require inclusion of your SSN on the document.
9.  Academics:  For any issues that might prevent you from successfully completing your academic semester/term, you must immediately notify the Accessions Registrar immediately via OH@med.navy.mil.  This includes board failures, academic problems, medical conditions, and any administrative issues that may arise and delay graduation or cause dismissal from school.

10. Professional Board Examinations:  Per the HPSP contract, all participants are required to pass their professional boards before coming on active duty.  Required scores include the USMLE/COMLEX I and II, NDBE I and II, NBEO I, II, and III, PANCE, and NCLEX by the dates specified in your contract. Failure to pass must be reported immediately to the Student Programs Section at OH@med.navy.mil.  One opportunity will be allowed to retake the failed exam. NCP students please submit your official transcripts at the end of each quarter/semester to the Accessions Registrar at OH@med.navy.mil.  
10.  Annual Training:  Funding for FY 2013 will not be available to write orders until after Labor Day in September.  Annual training requests for October or after will be processed once funds are available. 
The ODS schedule for the FY 2013 is now available on our website, located at http://www.med.navy.mil/sites/navmedmpte/accessions/Pages/OfficerDevelopmentSchool(ODS).aspx.  We will begin accepting requests in October 2012.  Summer classes fill fast, so don’t wait until the last minute.  Seats are assigned on a first come, first served basis.  
All scholarship participants are required to successfully complete ODS prior to starting their first active duty assignment unless you have: 1) Prior commissioned service in the U.S. Navy; 2) Prior Navy ROTC; or 3) are a Navy Academy graduate.  All officers attending ODS MUST meet current Navy height and weight standards, which can be located in Appendix B of the Student Handbook.  If you are out of standards when you report to ODS, you will be sent home immediately and your annual training period for the year will be terminated.
You must have a current annual verification form on file and a current HIV test (no older than two years) with results before you can be approved for annual training.  To request annual training (School Orders, Clerkships, or Officer Development School (ODS), please follow the instructions found on the Accessions website under the section "HPSP and FAP Annual Training,” located at http://www.med.navy.mil/sites/navmedmpte/accessions/Pages/HPSPandFAPAnnualTraining.asx.  On this page, you will find the links to the Annual Training Request Form and instructions on how to fill it out. Once you’ve completed the form, please scan and send it to OH@med.navy.mil. 
The military's fiscal year starts on 1 October and ends 30 September. Annual Training is granted once per fiscal year and cannot cross a fiscal year.  You cannot “save up” your annual trainings.

A travel claim must be submitted upon completion of any annual training in which you travelled, regardless of the amount of money you expended.  Review the Travel Voucher Guide located at http://www.med.navy.mil/SITES/NAVMEDMPTE/ACCESSIONS/Pages/Forms.aspx.  Your travel orders must have a reporting and detaching endorsement from the training facility in order  for it to be processed.  If you do not have these endorsements, contact the training site for assistance.

Questions about block 15, on the travel voucher form? See below for basic format:
Basic format (line by line): Do not list intermediate stops/legs where you changed airplanes unless you spent unscheduled time that required a night in a hotel.



HOME (City, ST)



Local airport + (City, ST)



Training site airport + (City, ST)



Training site + (City, ST)



Training site airport + (City, ST)



Local airport + (City, ST)



HOME + (City, ST)

You do not need to claim meals and incidentals (MI&E) in block 18 on your travel claim. Per diem is automatically paid to you for your meals and incidental expenses when the claim is processed. 

11.  Reimbursement: You are entitled to reimbursement for all required books, supplies, and equipment for the covered academic terms of the scholarship.  This is limited to purchases that are considered necessary and required of all students enrolled in your year of study for your professional degree.  Claims may be submitted as many times as necessary in the year.  Please submit all requests for reimbursement on a "Claim for Reimbursement of Expenditures on Official Business," Standard Form 1164 (SF-1164).  You will be reimbursed for authorized items only once, unless otherwise specified. A list of reimbursable items as well as a link to the SF1164 is available on the Accessions website at: 

http://www.med.navy.mil/sites/navmedmpte/accessions/Pages/HSPSFAPBookandEquipmentReimbursment.aspx.

All reimbursement claims should contain the following materials:


1) A completed and signed SF1164 form


2) Proper receipts and or proof of purchase/payment


3) A signed Dean's certificate (required for all reimbursements except required exams such as the USMLE and COMLEX)

Reimbursement requests will not be processed for items purchased more than 45 days prior to the start of the first covered term/semester, during a leave without pay (LWOP) status, or within 60 days of a student’s graduation date/completion of academic requirements.  

12.  Uniform:  Although ODS made you wear it, the National Defense Service Medal is NOT AUTHORIZED for members in the HPSP/FAP or NADDS programs who do not have prior service. As a member of the HPSP/FAP/NADDS program, you are in the Individual Ready Reserve (IRR) and are NOT ELIGIBLE to wear the National Defense Service Medal.
13. Medical Students ONLY:  GME Match for PGY1 Year.  There are two separate applications  required for the GME-1 Application: 1) the Navy GME-1 application which tells us what specialties you are applying to and your rank order; and 2) ERAS, a repository for your academic documents for Program Directors to review and make a decision about selecting you.  

Be sure that the specialties you apply for in ERAS match your Navy GME-1 application and vice versa.  Otherwise, Program Directors will not know that you applied to their program.  The deadline for making changes to your Navy GME1 application is 19 October 2012.

Military Etiquette
Proper Addresses: The Navy is filled with tradition and appropriate social expectations.  Your understanding or misunderstanding of these expectations will impact your interactions.  When your address someone in an email or in person, do not use his/her first name unless you are invited to do so.  Avoid the title of “Mrs.” unless you know that this is how the individual wants to be addressed.   An e-mail signature block may give you some guidance. For example:

Mary Smith

CDR, MC, USN

· The CDR is the rank of Commander

· MC denotes the corps/community that a person belongs to, in this case the Medical Corps (a physician). DC stands for the Dental Corps. MSC stand for the Medical Services Corps (Physician Assistant, Podiatrists, Optometrists, Clinical Psychologist). NC stands for the Nurse Corps.

· USN means United States Navy. 

A proper e-mail salutation in this example is "Dear CDR Smith" or "Dear Dr. Smith," not "Dear Mary or Ms. or Mrs. Smith."   Everyone has worked hard for their titles just as you are working hard for yours.  Please honor the Navy tradition by addressing people appropriately.  

As an HPSP, FAP, NADDS, or NCP participant, your signature block should state USNR (United States Navy Reserve) since as all HPSP, FAP, NADDS and NCP participants are in the Individual Ready Reserve (IRR). 
Example signature block for an HPSP dental student:

Jane E. Doe

ENS, DC, USNR
Information and Points of Contact 

1.  Correspondence: Please do not “reply” to emails directly sent from the Response Manager system. Use OH@med.navy.mil or the email provided in the signature block. Any email that deviates from this exact email address format will not reach us.
2. Website:  Please familiarize yourself with the Accessions website, as it contains all the forms, directions and information you need while in the program.  Information on the website is updated frequently. Our website address is: http://www.med.navy.mil/sites/navmedmpte/accessions/Pages/default.aspx 

3. How to reach us:  While we prefer the use of OH@med.navy.mil, you may certainly call directly.  We will do our best to return your call within 2 working days.  If you leave a voicemail and do not receive a call back within 2 working days, please send an e-mail to OH@med.navy.mil with “Escalate” in the subject.  
Points of Contact for MDAD
	Program Manager
	Dr. Yerkes
	301-295-9950

	Student Affairs
	LCDR Griffith

LT Phillips
	TBA

301-295-1217

	Registrar

Assistant Registrar
	Mrs. Smith

LT Monts de Oca
	301-319-4526

301-319-4522

	Personnel 
	Mr. Hughes

Ms. Copeland

HM2 Suarez

HM3 Florentino
	301-319-4529

301-295-3042

301-319-4534

301-295-6656

	Tuition
	Mr. Woodard 

Ms. Cuenca

HM2 Pak
	301-295-9977

301-295-5315

301-319-4539

	Travel


	Mr. Green

Mrs. Elliott  

Mrs. Blanton

HM2 Torres
	301-319-4538
301-319-4540

301-319-4542

301-319-4527

	Books/ Equipment Reimbursements
	HM2 Murray
	301-295-9978



	Professional Affairs
	Mr. Pelot (Medical Corps)

Mrs. Sampson (Dental, Medical Service Corps)

Mrs. Moore   (NADDS, FAP)

Ms. Flowers (NADDS, FAP)
	301-319-4517

301-295-1594

301-319-4118

301-319-4117

	Medical Records
	HM3 Acosta

HM3 Matthews
	301-295-3772

301 319-4534


