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W-2 Update: You should have all received your W-2 form by now (the reissue date was January 23rd).  If you still do not have your W2, please contact oh@med.navy.mil.
Recruiting Command: Working to Serve You Better: Expect your recruiter to call you and have contact with you on a monthly basis by e-mail or phone, as well as quarterly in-person. This should not interfere with your studies or cause you undue stress. Recruiting Command has assured us that these meetings will be convenient (meeting for coffee at your school for example) and enjoyable. This change was made because of students’ requests to have more contact with the Navy and maintain a stronger relationship with a recruiter.
Taxes:  State and local sales taxes are no longer reimbursable by HPSP. U.S Tax Exemption from SF-1094 was established for purchases made by the Government.  Complete the form and present it to the vendor prior to your purchase of books and equipment for HPSP. For this form and more information, use the following link: http://www.med.navy.mil/sites/navmedmpte/accessions/Pages/HSPSFAPBookandEquipmentReimbursment.aspx
Graduation: You should receive a letter from us regarding instructions for coming on Active Duty. Please make sure that you have met all of your graduation requirements and that you have passed your board exams by the time you graduate. Your commissioning documents will be held and you will not be able to start your internship or active duty assignment until you have met all your requirements. You will not receive money or support from the Navy until you check into your first duty station.  Please plan ahead. 
Tuition Update:  For the past year, the Accessions Office has been reviewing all fees associated with Tuition payments, ensuring compliance with the "Educational Support Agreement (ESA)" the Navy has with each school. In a number of cases, fees were denied payment if they were not directly associated with the course of study.  After review of this practice, it has been decided that all mandatory fees regardless of the ESA will be paid.  Optional courses and optional fees (such as recreational ticket purchases) will NOT be paid.  This practice will be implemented immediately.  If you have tuition fees that you paid out of pocket for the Winter/Spring Term 2010, please submit a Request for Reimbursement using the process for reimbursement of books and supplies.
Health and Academic Status Changes: Please notify us immediately of any changes to your health or academic status.  Waiting to inform us will only delay our ability to provide guidance, information and assistance.  

E-mail Etiquette: The e-mail system used by the Accessions Department is limited to a maximum of 5 MB of attachments total per e-mail. Larger cumulative attachment totals may crash the system and may be deleted.  Please use the lowest resolution for any attached scans and use several e-mails with appropriately sized attachments to send your larger submissions. When scanning the document, one way to keep the scan’s file size small, is to set your scanner to "black and white" instead of color, and set the resolution (usually measured in dots per inch) to 400 DPI. Sometimes your scanner will have presets for scanning different types of materials, if so, choose one like "letter" as opposed to "photo." Lastly, set the file output type as a “.PDF" or "Acrobat" file, as opposed to a ".jpg" file. By following these steps, you can insure that even a large, multi-page scan will result in a .PDF file that is well under 5 MB and  will e-mail quickly and reliably.

Prior Service or Advanced Degree: If you have prior service, please send us a copy of your DD-214.  If you have an advanced degree, please let us know.  Please e-mail the systems staff at oh@med.navy.mil if you have any questions. You may also fax your DD-214 form to 301-295-6865, but the best method of getting it to us is to  scan and e-mail it to oh@med.navy.mil .
Reminders
Reimbursements:  All reimbursement claims should contain the three following documents:
1) A completed and signed SF1164.
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).
For assistance and information on completing a reimbursement, please visit our website at 
http://www.med.navy.mil/sites/navmedmpte/accessions/Pages/HSPSFAPBookandEquipmentReimbursment.aspx .
Planning for Travel:  Plan ahead for your Travel Annual Training by having enough money or credit to cover your expenses.  Although you will be reimbursed, it will not be done immediately, and you will need to pay up front for items, such as your rental car, food and housing. You can request PSD Bethesda to advance you per-diem and expenses 10 days prior to your annual training orders travel date.  Contact the Travel Section via oh@med.navy.mil at least 2 weeks prior to your travel if you would like to request the advance. 
Travel:

You must now fill out the Annual Training Request Form and return it to us at oh@med.navy.mil.  Annual Training Request Forms can be found on our website: http://www.med.navy.mil/sites/navmedmpte/accessions/Pages/HPSPandFAPAnnualTraining.aspx .
Note: You must have travel orders in hand BEFORE you leave for your destination. If you do not have your travel orders one week before your travel date, please contact oh@med.navy.mil.  Please be aware that no one is in the office on the weekends, so please plan accordingly.
After Completion of Travel:  You must complete a travel claim within five working days of your return from official travel.  If you need assistance, please visit: http://www.med.navy.mil/sites/navmedmpte/accessions/Pages/HowtoSubmitaTravelClaim.aspx .
Military Etiquette
Proper Address: The Navy is filled with long-standing traditions as well as appropriate social expectations.  Your understanding or misunderstanding will impact your interactions.  When addressing people in an e-mail or in person,  please do not use first names unless you are asked to do so.  Do not assume that someone is a "Mrs."  When addressing Accessions staff, you may  use the Contacts List (see below) provided in every "Fast Facts" to assist you with proper titles.  Everyone has worked hard for their titles just as you are working hard for yours.  Please honor the Navy tradition by addressing people appropriately.  

Correspondence:  E-mails are easily forwarded, usually interpreted more harshly than intended and can impact your future.  Please be respectful and appropriate in all your correspondence. You never know where it may end up.

Has Any of Your Contact Information Changed?

Update Your Contact Information:  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 numbers. You won't get your Leave and Earnings Statement (LES) if you change your address and don't tell us about it. Send your new information to us at oh@med.navy.mil.  
Check your "spam boxes." Our e-mails may be filtered and not reach you.  Also, please empty your mail box periodically to ensure that you continue to receive new e-mails.  
Remember e-mail communication is the lifeline we use to inform you of changes, requirements and important information about your future careers. Don’t be the only one who is not informed.
Questions?

Correspondence: Oh@med.navy.mil is the best way to send documents or ask questions.  Please limit yourself to one topic area per e-mail.  Multiple questions about multiple topics cannot be copied and tracked in the e-mail system we use.
Student Handbook:  It is VERY important that you read it thoroughly.  The handbook is the official policy guide for students and we update it every year.  The current handbook may be found at:  http://www.med.navy.mil/sites/navmedmpte/accessions/Documents/NAVMEDMPTEINST%201520%201C%20STUDENT%20PROGRAM%20HANDBOOK.pdf
If you find any directions in the handbook incomplete or confusing, let us know.  We can make changes for the next version. 

Website:  Please familiarize yourself with the website, as it contains all the forms, directions and information you will need while in the HPSP program.  Information on the website is updated more frequently than the handbook, so check for your answers there first.  The website address is: http://www.med.navy.mil/sites/navmedmpte/accessions/Pages/default.aspx .
We are always considering ways to improve it and welcome your suggestions.  

How to reach us:  Included in every Fast Facts is an updated list of individual points of contact with e-mail and phone numbers.  While we prefer the use of oh@med.navy.mil because it is independent of any one person being in the office, you may certainly call directly, and we will do our best to return your call within 2 working days.  If you leave a voice-mail and do not receive a call back within 2 working days, send an e-mail to OH with “Escalate” in the subject.  Your questions will be addressed from there.
Points of Contact for MDAD
	Program Manager
	Dr. Yerkes
	301-295-9950
	Sandra.Yerkes@med.navy.mil


	Student Affairs
	LCDR Sanchez
	301-295-1217
	Marlene.Sanchez@med.navy.mil


	Bursar
	LT Adams
	301-319-4531
	Yolanda.Adams@med.navy.mil
 

	Registrar
	Ms. Smith
	301-319-4526
	Frances.R.Smith@med.navy.mil
 

	Systems 
	Mr. Hughes

YN2 Moore
HM3 Copeland
YNSN Small
	301-319-4529
301-295-3042
301-319-4534
301-319-4532
	Sean.Hughes@med.navy.mil
Jamar.Moore@med.navy.mil
Crystal.Copeland@med.navy.mil
Brandon.Small@med.navy.mil


	Tuition
	Mr. Woodard 

HM1 Castillo

HM1 Gilland
HM2 Cuenca
	301-295-9977

301-319-4539

301-295-2065

301-295-5315
	Dion.Woodard@med.navy.mil 

Katherine.Castillo@med.navy.mil
Kathleen.Gilland@med.navy.mil 

Nancy.Cuenca@med.navy.mil
 

	Travel


	Mr. Green
Ms. Elliott  

Ms. Mathis

Ms. Fundersburg
	301-319-4538
301-319-4540

301-319-4542

301-295-9978
	Jon.Green@med.navy.mil
Garcia.Elliot@med.navy.mil
Cassandra.Mathis@med.navy.mil
Benita.Fundersburg@med.navy.mil


	Books and Equipment Reimbursements
	Mr. Washirapunya


	301-319- 4527
	Richard.Washirapunya@med.navy.mil


	Travel/Reimbursement Fax
	
	301-295-1811
	OH@med.navy.mil


	Professional Affairs
	Mr. Pelot 

(Medical Students)
Mrs. Sampson

(Dental Students,
MSC Students)
	301-319-4517

301-295-1594
	Joseph.Pelot@med.navy.mil
Lydia.Sampson@med.navy.mil

	Medical Records
Medical Records Fax
	HM2 Mignerey

HM2 Hulsey
	301-295-3772
301-295-5954 
	Heather.Mignerey@med.navy.mil  
Jennifer.Hulsey@med.navy.mil
OH@med.navy.mil


