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INTRODUCTION

Congratulations on your selection for DUINS!  

     This information packet has been prepared to answer most of your questions about DUINS and to guide you throughout your DUINS tour.  Take the time to read it thoroughly and understand its contents.  Then, keep it with your other DUINS documents for easy reference.  Any changes and/or updated information will be mailed to you.

     If you have any further questions regarding any aspect of DUINS please feel free to contact us at any time.  We are here to make your educational experience a successful one!

LCDR Enkeleida “Ida” Mabry, MSC, USN 
Department Head, MSC Graduate Programs
Phone:  301-295-5777  
enkeleida.mabry.mil@mail.mil
Ms. Yolanda Ellis
MSC Program Specialist, Code 1WGPMSC1
Phone:  301-295-0624  

yolanda.c.ellis.civ@mail.mil
OFFICER RESPONSIBILITIES

Reporting requirements

Orders to full‑time training contain the following three reporting requirements:

1.  Report to Commanding Officer, Navy Medicine Professional Development Center (NMPDC) (Code 1WGPMSC).  Your email or letter to NMPDC assures us that you have arrived at the site of your DUINS.  This does not have to be sent via your reporting senior.  In this email or letter, please include: 


a. Your home address, telephone number and contact email address. 


b. The name, mailing address, and telephone number of your reporting senior.


c. The date you officially reported on board.

Our email contact for this and all correspondence regarding DUINS is:

usn.bethesda.navmedprodevctrmd.list.nmpdc-msc-duins@mail.mil 

The mailing address all paper correspondence regarding DUINS is:

        
Commanding Officer

        
Navy Medicine Professional Development Center

Code 1WGPMSC         

        
8955 Wood Road                                       


Bethesda, MD 20889‑5628
 2.  Report to assigned reporting senior.  Your reporting senior is your Commanding Officer (CO) while you are in school.  Officers in DUINS may be assigned to a nearby medical treatment facility, clinic, Naval Reserve Officers' Training Corps (NROTC) Unit located on campus, a local Navy or Marine Corps Reserve Center.  This unit or center is your permanent duty station while you are in a DUINS status.   

a.  Prior to reporting in, it would be appropriate to contact your new command.  You may be expected to make an appointment to meet your CO when you report aboard. 


b. Your CO may direct you to participate in personnel inspections, physical readiness tests, Captain's Calls, recruiting activities, or various military activities.  In addition, you may be invited to participate in command social functions. 

 3.  Report to Personnel Support Detachment (PSD) for personnel accounting.  Your service record and pay record will be verified and maintained by the PSD closest to your school/training.  

Fitness Reports (FITREPS)

     MSC DUINS students receive Non-Observed (NOB) FITREPS.  NOB FITREPS may contain comments in Block 41.  Your academic achievements, work completed while in Director’s Training (DT), and interaction with the military during the reporting period can and should be documented.  It is also recommended that prior to graduating from your institution, completing your DT, or when you are in zone for promotion, you request your program director provide a letter of your accomplishments to be submitted, if desired, for promotion selection board consideration. 

Leave Policy 

For officers enrolled in degree programs, if your school is recessed and you leave your "home base" area you must take leave.  If you stay in the area, consider it liberty. 
For officers participating in non-degree programs, 
Standards of Conduct and Government Ethics

     Navy officers may not legally receive a stipend or other compensation from public or private institutions incident to any services performed while on active duty.   Should you receive a stipend or compensation in the form of quarters, salary, meals, free laundry, etc., the sum of such payment must be refunded to the NMPDC Comptroller, payable to the “U. S. Treasury’. 

Uniforms

    The Regional Commander determines the Uniform of the Day that will be worn by all naval personnel within your geographic area, including medical personnel.  Uniforms required in one area may be different from those required in another.  Contact the command you will be reporting to for uniform information.  Except for reporting aboard and checking out, DUINS students generally wear civilian attire.  You are expected to maintain standards of military bearing and grooming. 
Weight and Physical Readiness

    You are required to stay within weight standards, acceptable percentage body fat and pass the Physical Fitness Assessment (PFA) in accordance with current Navy directives. Check with your administrative command for current PFA schedule.

Recruiting

     If colleagues request information or indicate an interest in active duty or reserve commissions, please refer them to the nearest Medical Programs Recruiter.   If you do not have access to the telephone number, call NMPDC and we will provide you with one.  You might consider making an initial contact with the nearest Medical Programs Recruiter when you report to DUINS.  While in DUINS, the recruiter could then ask for your assistance in interviewing applicants, answering questions from prospective applicants, or making campus visits.  Any help you provide is voluntary.  Don't hesitate to decline if your class work is too overwhelming to allow you to help.  Your number one mission is successful completion of your program!

Your Next Duty Station

     Personnel in a DUINS status receive orders into DUINS with a stated Projected Rotation Date (PRD) following the start of their program.  That PRD is a planning date and represents the maximum amount of time personnel are expected to be in DUINS for their educational programs.  

     Each person in DUINS is expected to complete the requirements for graduation or program completion in the most expeditious manner.  This allows a training billet to then be available for another person to begin DUINS.  Personal goals which conflict with completing your degree on time are not appropriate, i.e. elective courses, expanding research projects or getting a second degree.  Please refer any questions regarding this to Code 1WGPMSC.                

      Keep NMPDC (Code 1WGPMSC) advised of your graduation / completion date.  Specific dates in writing are required.  Your orders out of DUINS will be processed at the Navy Personnel Command based on this date.  Any change in your training dates must be communicated in writing to Code 1WGPMSC.  Requests for extension will be approved only in very unusual circumstances.  Written requests for extension must be accompanied by a letter from your faculty advisor confirming the rationale for the extension of training request.  Extensions for DT are not authorized.  

     The utilization tour after completion of training will be determined by the detailer in conjunction with the Specialty Leader for the specific training completed.  Contact your Detailer 9-12 months before graduation / program completion to discuss your next assignment.  Contact information is as follows:

MSC Detailers 

PERS-4415, Millington, TN 

Head/HCCS: CAPT Shane Vath 

901-874-3756 DSN: 882 

Email: shane.vath@navy.mil 

HCA: CDR Janiese Cleckley 

901-874-4120 DSN: 882 

Email: janiese.cleckley@navy.mil
HCS: CDR Steve Griesenbeck 

901-874-4115 DSN 882 

Email: John.S.Griesenbeck@navy.mil

Subspecialty Changes

     Upon completion of your training program, you may wish to request a change in or addition of a subspecialty code.  To request this change within the Medical Department, contact the Medical Service Corps Personnel Plans Analyst at BUMED at (202) 762-0323.

PERSONAL AND PROFESSIONAL RESPONSIBILITIES

Health Care

     For those officers completing a degree program, NMPDC will pay health services fees at the college or university if it is required of all students; however, you are encouraged to seek a waiver of the fee if a military medical treatment facility is nearby.  Specific guidance for obtaining health care while you are a student will be available from the command you are administratively assigned to while in school.  If you require hospitalization or significant medical care that may have impact on your DUINS tour, notify NMPDC (Code 1WGPMSC). 

     TRICARE is a Department of Defense (DoD) health benefits program for authorized beneficiaries.  As an active duty service member, you are automatically enrolled.  Family members and other authorized beneficiaries are required to enroll in TRICARE if they wish to have their healthcare provided under the auspices of DoD.  You may also want to obtain current information about TRICARE from the Health Benefits Advisor at your current command.

Moonlighting

     In compliance with the Manual of the Medical Department, Chapter 1-22, "Medical Department officer trainees are prohibited from off-duty employment."

Certification Examination Funding

All funding requests must be received by NMPDC (Code 1WGPMSC) not later than six weeks prior to the required date.

     Students in DUINS are eligible to apply for funding of certification examinations, maintenance of certification examinations, or recertification examinations within the individual’s specialty or subspecialty that lead to a subspecialty code suffix denoting board certification/board equivalency certification or assignment of an Additional Qualification Designator (AQD).  The application must have the endorsement of the Commanding Officer of the unit to which the student is attached and a letter from the program advisor or dean of the school.  

Integral Parts of Training (IPOT) and Continuing Education (CE) Funding

      All funding requests must be received by NMPDC (Code 1WGPMSC) not later than six weeks prior to the required date.  Instructions for requesting training are contained in Appendix A.

      When approved, accounting line information will be sent to you via e-mail 10 workdays prior to execution of travel.  Orders will be prepared by your command and liquidated locally.  A copy of the liquidation package is to be sent by you or your travel personnel to NMPDC.  This request for follow-up information is in the accounting message from NMPDC.     

     While in DUINS, NMPDC funding is considered for Integral Parts of Training (IPOT) and Continuing Education (CE) [non-conference travel] that directly supports the specific program of the student/trainee.  IPOT/CE funded by NMPDC for DT trainees is to be identified in the trainee's "Training Plan."  CE funding required for clinical licensure will be funded pending the availability of funds.  Students must include a letter or email from their Program Director (for non-degree training) or Dean/Advisor (for degree programs) with their application.  IPOT/CE funding can also be provided by the training location (gifts of travel).  

      Professional Update Training (PUT) [conference travel] is not funded by NMPDC.  Conference funding to present paper presentations directly related to training will be considered pending the availability of funds.  Students must include a letter or email from their Program Director (for non-degree training) or Dean/Advisor (for degree programs) with their application.  PUT funding can also be provided by the training location.


NOTE:  Requests for non-federal funding MUST be accompanied by a letter of proffer; such requests must be received at least 6 weeks in advance as Commanding Officer, Navy Medicine Education and Training Command signature is required and cannot be delegated.

Definitions:

     Integral Parts of Training (IPOT)/Continuing Education (CE) [non-conference travel]:  Planned learning experiences based on specific educational objectives to supplement experiences directly related to the training program.  Designed to increase knowledge, develop and update skills, and maintain competence.  Includes professional seminars and short courses offered by military or civilian institutions or associations and are related specifically to military and professional duties. 

Publication of Professional Articles

     Military and civilian Navy Medical Department personnel are encouraged to contribute to the professional literature in accordance with BUMEDINST 5721.3D.  All papers/articles must be approved, at a minimum, by Commanding Officer, NMPDC prior to submission for publication.  If the topic content is of a sensitive or controversial nature, clearance by BUMED is required.  Submit the paper/article with a request for “BUMED PAO Clearance for Publication” form to NMPDC, Code 1WGPMSC, at a minimum of four weeks prior to publication.  

     Authored works completed in an official capacity, or funded by the Government, must identify the author with complete name, military grade, title, and command, and must show the following disclaimer in a prominent place:

“The views expressed in this article are those of the author and do not necessarily reflect the official policy or position of the Department of the Navy, Department of Defense, nor the U.S. Government.”

Note:  If your article is published, ensure that both the title of the paper and the name of the journal are included on the FITREP input you provide to your reporting senior.

SCHOOL ISSUES

Student Responsibilities 

Your responsibilities to NMPDC as a student are as follows:

1.  Keep NMPDC (Code 1WGPMSC) informed at all times of your current home address, telephone number, email address and the name and telephone number of your faculty advisor.  You may send all the information by email to: usn.bethesda.navmedprodevctrmd.list.nmpdc-msc-duins@mail.mil 
2.  Submit a MSC Training Questionnaire to NMPDC (Code 1WGPMSC) at least 60 days prior to each term (or at the beginning of your assignment in the case of DT).   For the summer session the MSC Full-time Training Questionnaire is due 2 February. Email questionnaire to: usn.bethesda.navmedprodevctrmd.list.nmpdc-msc-duins@mail.mil 
3.  You must take the number of credits your institution requires for full-time student status.  These credits must be for academic courses.  Physical education classes may be taken, but these credits must be in excess of a full-time course load.  FTOS students are required by NMPDC to take a minimum of 12 semester hours at the Masters level and nine semester hours at the Ph.D. level during the spring and fall terms and six and three semester hours respectively during the summer session(s).  If you are unable to comply with this, please contact NMPDC (Code 1WGPMSC) for waiver consideration.

4.   Submit grade reports to NMPDC (Code 1WGPMSC) at the end of each semester or quarter.  It does not have to be an official transcript‑‑a legible copy is adequate.

5.   Inform NMPDC (Code 1WGPMSC) of the date you expect to complete your DUINS training as early as possible.  Your orders will be based on this information.  Once orders are received, provide a copy to NMPDC.
6.  Immediately notify NMPDC (Code 1WGPMSC) in writing of any situation that might prolong your attendance past the approved length of training, i.e. GPA below 2.5 (4 pt scale).

7.  Submit changes to your curriculum plan as they occur.   

8.  Under no circumstances are you to change your major field of study without written approval from NMPDC (Code 1WGPMSC).

9.  Upon completion of your DUINS program, submit a final transcript bearing the seal of the university/college that indicates the degree awarded and the date of graduation and a copy of your diploma to Navy Personnel Command to put in your record.  This will ensure that you get full credit for your hard work and your academic achievement.  The PERS address is:

            Navy Personnel Command

                                                       PERS 312Records           

       5720 Integrity Drive

           Millington TN  38055-3130

Also, send a copy of your transcript with degree listed and/or diploma to NMPDC (Code 1WGPMSC) to complete your DUINS file and be counted among the graduates in our records. 
Malpractice Insurance

     As an FTOS trainee you will be covered by the provisions of Title 10, Section 1089 of the United States Code which renders you immune from personal liability or damages arising out of any act of professional negligence alleged to have been committed while acting within the scope of employment as a Medical Department officer in the U.S. Navy.  The United States will be substituted as the defendant and adjudicate these claims under appropriate claims statutes or indemnify the practitioner if appropriate.  If you are involved in any litigation, contact NMPDC immediately. 

    Malpractice insurance policies will not be paid for by this command.  While you are in DUINS, you are protected by Title 10, Section 1089 for actions performed within your scope of practice.  You should be able to obtain a waiver for malpractice insurance that may be required for students by your school. 
Fees and Expenses

     NMPDC is authorized to pay for many, but not all, of your school related expenses while you are in full-time DUINS.  Tuition and required fees are paid directly to your school through a process initiated by your submitting a MSC Full-Time Training Questionnaire (cost, courses, credit listing is on page 2 of that document).  This process is explained below.  Other expenses, such as thesis expenses are reimbursed to you through a process that includes you completing a Claim for Reimbursement, SF 1164. Specific guidelines for reimbursement are in this section.  Reimbursement for DT expenses is limited to those approved in advance by NMPDC (Code 1WGPMSC).

NMPDC is usually authorized to pay for the following:

· Normal tuition
· Building use fees

· Student activity fees

· Student union fees

· Laboratory fees

· University required rentals

· Registration fees

· Graduation fees

· Limited thesis expenses (i.e. paper, mailing, binding)

· Computer User fee (usually required)

· Books (for Army/Baylor students only; costs up to $400.00 for the first year of the U.S. Army/Baylor University Healthcare Administration Program) 
NMPDC is NOT authorized to pay for the following:
· Parking fees

· Transportation

· Uniforms

· Calculators

· Notebooks or note taking services

· Cap & gown rental fees

· Dictionaries

· Personal computers, computer disks, or software                            
· Cameras

· Transcript fees
· Copying fees 
· Malpractice insurance
· Health Insurance 
· Student government fees that are not required of all students.

· Athletic equipment or locker fees
· Expenses for preparing academic papers other than a thesis/dissertation.
· Professional society or association dues 
· Books (except for Army/Baylor students as described above)

Payment Process for Tuition and Fees

    As some of you may already know, buying anything through the Navy system is an extremely complex and involved process.  The same is true with the payment of tuition and fees, which involves MSC Full-Time Training Questionnaires from you and standard forms (NAVCOMPT FORM 2276 and DD FORM 1155) from NMPDC.  The process is as follows:

    1.  The cost of your tuition and authorized required fees will be paid by NMPDC to the school you are attending.   We notify the Bursar at your college or university about this by telephone.  However, before each academic term, the school must be sent a purchase order (DD FORM 1155) from NMPDC for the cost of your tuition and fees.  It is your responsibility to send a completed MSC Full-Time Training Questionnaire at least 60 days prior to the start of classes.  It gives us information we need to assess the cost and credits for that upcoming semester or quarter.  If that seems very early, please regard it as a “rough estimate” you are giving us to use.  We send the requisition NAVCOMPT FORM 2276 to the Comptroller at NMPDC who prepares a purchase order (DD FORM 1155) to be sent to the school.  The school then is authorized to bill NMPDC for the tuition and fees.   If the amount on the DD FORM 1155 and the invoice from the school are the same, the required paperwork is sent to the Regional Finance Center and direct deposit to the school’s bank account.  If the figure on the purchase order (DD FORM 1155) is less than the amount NMPDC is being billed by the school, a modification will be done to the Purchase Order prior to sending it to the Regional Finance Office.   Do NOT use Montgomery GI Bill or Post-911 GI Bill to pay.

       2.  It is your responsibility to advise us of the number of credits you estimate for which you will be registering, the charge for tuition and fees as accurately as you are able to assess, as well as the dates of the upcoming semester/quarter.  We gladly take rough estimates!   

Submitting MSC Full-Time Training Questionnaires

     MSC Full-Time Training Questionnaires must be submitted by all DUINS FTOS, FTIS, and DT students at least 60 days before a term/training starts.   Students at Baylor or Naval Postgraduate School will not have tuition costs.  

     Accurate completion is important.  As noted above, rough estimates are acceptable.  If this is your first semester, you can obtain some of the information by calling the Bursar or Registrar's office once you know how many credits you will be taking. 

     If you're not sure exactly what courses you will be taking, or if the tuition and fees have not yet been determined (which often happens for the fall term), send us the best estimate you can.  Make a note on the MSC Full-Time Training Questionnaire that it is a "Best Estimate” or “Rough Estimate."  You can fax or e-mail the questionnaire.  Please complete all applicable portions of the questionnaire. 

     A few helpful hints:

· Try to talk to the same person at the Registrar's or finance office each time.  

· The Third Party Billing person can be helpful.  

· Beware of "clerks" as they may not be totally knowledgeable about the breakdown of fees.  

· Attach a copy of the tuition and fees schedule, if available.  Call the finance office and verify the tuition and fees.

     Once you actually register and know your exact course schedule and exact tuition, send or call in another MSC Full-Time Training Questionnaire if the tuition and fees are different from your estimate.  At the top, mark it "revised" or "MOD."   If, with prior NMPDC (Code 1WGPMSC) approval, you take a course at another local college, we will need a separate MSC Full-Time Training Questionnaire for that school and course.  Clearly indicate that this MSC Full-Time Training Questionnaire is not for your primary school.  Send a letter from your primary school advisor or dean stating that the course(s) at the other school are required for you to graduate.  Finally, whenever the school changes tuition and fees, send us their published list of tuition and fee charges.  

Summer Sessions

    Early each year you must send NMPDC (Code 1WGPMSC) a MSC Full-Time Training Questionnaire and additional information about your summer class schedule.  Because of fiscal restraints, we can no longer send officers on TAD orders to naval facilities during the summer.  This leaves several options for you:

1.  Take required or pertinent elective courses.  You must take the number of credits required for full‑time student status or receive prior approval from the NAVMED MPT&E Code 1WGPMSC to work on your thesis/dissertation.

2.  Take courses at another college in the same vicinity if the following conditions are met:

· Call NMPDC (Code 1WGPMSC) in advance for guidance.

· The courses must appear on the final transcript from your "primary" school.

You must submit a separate MSC Full-Time Training Questionnaire from the school.

3.  Take annual leave.                                    

Intersession (a period between academic terms)

    Whenever classes are in session, you must be enrolled as a full‑time student.  This includes intercessions that several schools offer in January and the spring.  If there are no courses offered that you need for degree completion, you must register for related electives or take leave.  (Use MSC Full‑Time Training Questionnaire).

Auditing Classes

    If you wish to audit a class that is not required for your program, but is directly related to your responsibilities in the MSC, seek permission from NMPDC (Code 1WGPMSC) before registration if you wish to have NMPDC pay the tuition costs.  An audited course must be in addition to the required credits for a full‑time student status.

Challenge Examinations

    Fees and charges for challenge exams have proven to be too complex to pay along with tuition and fees.  Therefore, we ask you to do the following:

    1.  Pay for these out of your own pocket and obtain a signed receipt.

    2.  Submit your receipt along with an SF-1164.  We will then reimburse you directly.

    3.  Itemize each challenge exam by course.                   

Reimbursement for Thesis Expenses and U.S. Army/Baylor Books

     On a case by case basis and resources permitting, you may be able to be reimbursed for some thesis expenses such as paper, mailing and binding.  Send one SF 1164, Claim for Reimbursement Expenditures on Official Business.  

     Send a completed SF 1164 to NMPDC (Code 1WGPMSC) and the PSC Bethesda Travel Card Information Privacy Act Statement (required) for direct deposit to your bank account.  You may submit your claims whenever you wish while you are in school.  A few additional points:

     Receipts must accompany a completed SF 1164.  Submit original or copies of receipts, cash register receipts or canceled checks for reimbursable thesis expenses.  Your copy of a credit card receipt is acceptable if itemized.    However, the receipt is not acceptable if it only states thesis and a total amount or book(s) in the case of the U.S. Army/Baylor University students.  The receipt must be dated during the time you are officially in school and you must code the amounts on the receipt to match the list on the SF 1164.

     Send your claim and receipts, and the completed PSD Bethesda Travel Card Information Privacy Act Statement (which we will provide to you) to NMPDC (Code 1WGPMSC).   It takes approximately 8 weeks to complete the process.  You will be paid by direct deposit to your bank account.  

THESIS PREPARATION

     Before too long, you will begin to consider your thesis topic.  What will you investigate?  What population will you study?  These and many other questions will need to be answered.  In an effort to assist you with this rigorous and often frustrating academic experience, there are a few mechanisms that may expedite the process.   Under any circumstance, please do not hesitate to contact us for additional clarification or assistance.

    Selecting Your Topic.  Do this early!  One of the biggest hurdles is selecting your topic and then defining as precisely as possible the specific problem to be investigated.  Give consideration to your specialty program, resources, and topics recommended by your advisor.  You are encouraged to relate your research to a topic of current or potential Navy interest.

    Using Government Envelopes.  In accordance with OPNAVINST 5218.7A, it is not appropriate for officers in a DUINS status to use franked government envelopes for any correspondence pertaining to their thesis, including data collection.  The cost of postage incurred for data collection may be included on SF 1164, along with the other expenses for your thesis preparation.


DUINS Integral Parts of Training (IPOT) and Continuing Education (CE) Request Instructions

While in DUINS, NMPDC funding is considered for Integral Parts of Training (IPOT) and Continuing Education (CE) [non-conference travel] that directly supports the specific program of the student/trainee.  

IPOT/CE funded by NMPDC for DT trainees is to be identified in the trainee's "Training Plan."  

CE funding required for clinical licensure will be funded pending the availability of funds.  

· Create a letter using the sample letter below as a model.  In the request, indicate whether your command uses the DTS computerized Travel Order system or the Paper method (pen and ink).   You must get an endorsement from your command and your program advisor or Dean at your school (for degree programs).  

· Program Director or Dean/Advisor must include the justification for the IPOT in their “via.”

· Attach a copy of the registration sheet for the event.  Also, send a few pertinent pages from the meeting brochure or website describing the event.

· Send the package to this office by email usn.bethesda.navmedprodevctrmd.list.nmpdc-msc-duins@mail.mil  or fax at 301-295-6036.  It can also be mailed to:  Commanding Officer, Navy Medicine Professional Development Center, Code 01GMSC, 8901 Wisconsin Avenue, Bethesda, MD 20889-5611.

·  If approved, it will be sent to the Fiscal Department for financial review and approval.  For trainees not assigned to NMPDC, accounting data will then be prepared and sent directly to you by email.  You may then take it to the command to which you are attached for use in their preparation of your funding document.  

Date____________

From:
(Name of Applicant)

To:
Commanding Officer, Navy Medicine Professional Development Center, (Code 1WGPMSC), 8901 Wisconsin Avenue, Bethesda, MD 20889-5611

Via:
(1) Dean or Advisor (for degree programs) or Program Director

(2) Program Sponsor or Precept (for non-degree programs) 

Subj:
REQUEST FOR FUNDING OF DUINS INTEGRAL PARTS OF TRAINING (IPOT)/CONTINUING EDUCATION (CE)

Ref:
(a) Joint Federal Travel Regulations

Encl:
(1) Course or Meeting Registration Form

1.
I request TAD funding approval to attend Integral Parts of Training (IPOT) and Continuing Education (CE) [non-conference travel] listed below.

a.
Title of course or meeting.

b.
Location of course or meeting.

c.
Inclusive dates of course or meeting (not including travel).

d.
Cut-off date for registration.

e.
Sponsor of course or meeting.

f.
Course or meeting fees (highlight on enclosure (1)).

g.   Estimated travel cost:

(1)  Travel is requested from (starting point) to (location) to (end point).

a. Airfare is available and desired:  Yes / No

Note:  If no DTS access for estimates:

Airfare Estimate:  http://apps.fas.gsa.gov/citypairs/search/
i. Choose a departure and arrival city

ii. Once listed, choose the “YCA” fare

iii. Select “round trip”

b. POV is desired for travel:  Yes / No:  (If yes, indicate the number of miles)

h.    Per Diem for meeting site location:

Note:  rates for lodging can be found at: http://www.defensetravel.dod.mil/perdiem/perdiemrates.html
(1) Government quarters are available: Yes / No

i.  Estimated miscellaneous expenses ($50 estimate provided)  

Note:  receipts are required for all expenses over $75.

j.   CE [non-conference travel directly related to the program] units or credits to be awarded: ​​​​​​​​​​​_____________________


k.  CE for Clinical Licensure:  I am a member / nonmember (circle one) of the sponsoring agency or organization.













Appendix A

l.  Conference Travel requested to present paper presentation directly related to training:  Yes / No (circle one).

2.
I may be reached at:

a.
Voice: DSN___________________ Commercial ___________________

b.
FAX: DSN____________________ Commercial ___________________

c.
E-mail: ____________________________________________________

d.
TAD Office POC/E-mail: _____________________________________

3.
I understand any advance payment of fees or related expenses from personal funds will be my responsibility if this request is not approved.

4.
I understand I shall comply with reference (b) by submitting a travel claim to my local personnel support detachment (PSD) within 5 calendar days of return from travel and personally forward a fully liquidated copy of the travel claim to NMPDC (Code O8RA) after my PSD completes liquidation.

Signature













Appendix A
     Research Involving Navy Personnel/Facilities.   In an attempt to encourage, not discourage, the utilization of naval facilities and naval personnel for thesis data collection, two separate sets of guidelines are available that may help streamline the bureaucratic process.  The first involves surveys/questionnaires of active�duty naval personnel.  The requisite definitions and guidelines for this target population are provided in OPNAVINST 5300.8B.  The second type involves patient data collection or any interaction with patients at Navy medical treatment facilities.  Any thesis with this target population falls under the Human Research Protection Program (HRPP) and is described in SECNAVINST 3900.39D. Research is governed by regional Institutional Review Boards (IRBs) in the U.S. Navy and any research conducted by a uniformed service member needs to have regional approval by a DOD regional IRB.  Governing IRBs that can be used for approval for medically oriented research are located at Walter Reed National Military Medical Center (Bethesda MD), Naval Medical Center Portsmouth, VA, and Naval Medical Center San Diego, CA.  Whereas these individual governing IRBs may not be the responsible IRBs for your research study they can be used to help guide you to what specific DOD IRBs you should use to coordinate your research proposals through.  Contact numbers for these IRBs are as follows:  Walter Reed National Military Medical Center IRB (301) 295-2275; Naval Medical Center Portsmouth, VA (757) 953-5939; and Naval Medical Center San Diego, CA (619) 532-8140.  





     Plan ahead and allow at least 6 weeks for appropriate approvals and responses for conducting surveys of Navy personnel.  It can take as little as 4 weeks.  However, give yourself more time in case of mail delays or other untoward events.  Clinical research will potentially require a substantially longer approval process depending upon the complexity of the research and the degree of risk to the study population.  Coordinate your efforts with the appropriate Clinical Investigation Department.





     Even though higher authority may approve either type of research, it is at the discretion of the commander of the treatment facility to approve the actual initiation of the proposed study.
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