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ATZL-LDD-I							18 April 2016


MEMORANDUM FOR   International Military Students, CGSOC Class of 2017

SUBJECT:  Your Impending Arrival at Fort Leavenworth


1.  Reference: Command and General Staff College (CGSC) Circular 12-1, Information Booklet for International Military Students, dated March 2016. 

2.  Greetings from the Fort Leavenworth International Military Student Office.  The purpose of this memorandum is to provide general guidance to International Military Students (IMS) selected to attend the Command and General Staff College during Academic Year 2016-2017.  

	a.  All IMS inbound IMS should read this memorandum before directing questions to the CGSC IMSO staff.  The things we are asked about most often are included.  

	b.  Contact your supporting U.S. Office of Defense Cooperation (ODC) for all instructions associated with departing from your home country.  The ODC will provide a pre-departure briefing, produce your travel orders, and facilitate initial communication linkage between you and the IMSO.  You will be thoroughly briefed and have all your remaining questions answered during your In-Processing here at Fort Leavenworth.  Until then, we trust you will work diligently with the ODC to become prepared to depart in good order.  Do not hesitate to email, telephone or otherwise ask for assistance from this office if you have questions or issues you feel need to be directed to us.  

3.  The Fort Leavenworth Main Post Exchange (PX) and the Commissary (grocery store) are available to you upon arrival.  Seasonal clothing, accessories, food, toiletries and non-prescription medications are available at these facilities.  There is also a branch office of Armed Forces Bank within the PX.  Cashiers normally ask customers to show a U.S. Armed Forces Identification (ID) Card, but will also accept a passport and Invitational Travel Order (ITO) from newly arrived IMS, so be sure to have both with you if you need to shop before you receive a U.S. ID Card.  You can read more about Fort Leavenworth shopping facilities in Chapter 3 of CGSC Circular 12-1.

4.   Your priority tasks during you’re the 10 days here will include the following:

· Take care of yourself and your family
· Attend In-Processing
· ECL Test (unless exempt or already tested at DLI)
· Obtain Permanent Quarters
· Obtain a Kansas Driver’s License
· Find and purchase a car
· Attend a tour of Kansas City (mandatory Field Studies Program activity)
· Attend “Registration”  “IMS Orientation”
· Medical Briefing

5.  Take Care of Your Family.  

	a.  Newly arrived IMS are normally met by volunteer “Sponsors” who provide you with transportation from Kansas City International Airport as well as further assistance for your first few days on Fort Leavenworth.  If you arrive by privately owned vehicle you will need to contact your sponsors by telephone.   You should be pleased to know you will actually have three sets of sponsors.  Your Fort Leavenworth Sponsor and your Leavenworth / Lansing Sponsors will assist you in getting settled.  You will also have a sponsor from the Kansas City chapter of People to People International, and you will meet them soon after arrival.  CGSC IMSO will provide your contact information to your sponsors well in advance of your arrival in this area.  Please notify IMSD if your sponsors tell you they will not be available to support you during In-Processing.  

	b.  Medical support is accessible on Fort Leavenworth during duty hours as well as the local community.  If you or a family member should need to see a physician, IMSD will assist you.  If you are authorized to have family members accompany you during your time here, and any of those family members have special needs or requirements related to their health, it is very important for you to be certain to discuss them with the .  

	c.  Religious support services.  See CGSC Circular 12-1, Paragraph 3-14.

	d.   Banking.  If you are authorized to receive a Travel and Living Allowance from the United States Government (see line 12-f of your ITO), you must have a bank account suitable for electronic funds transfers in order to receive your payments.  I recommend you open a bank account on Fort Leavenworth at either the Armed Forces Bank or the Frontier Community Credit Union, or at the Navy Federal Credit Union in Leavenworth.  When you open your account, remember to ask for a Direct Deposit Signup Form (SF 1199A) to take with you.  Bring that form to your first day of In-Processing.  

6.  In-Processing.  All CGSC International Military Students (IMS) must in-process with the International Military Student Office, known locally as the International Military Student Division or IMSD.     

	a.  In-Processing is conducted in Army Combat (field) Uniform, not in civilian attire.  It is better to not bring dependents In-Processing.  To make In-Processing as easy as possible, please plan to have these items with you.

· U.S. Armed Forces ID Card.  If you go to DLI, you will receive one there.
· Passport with U.S. A2 visa for yourself and all dependents on the ITO
· Direct Deposit Signup Form (SF 1199A) if you are to receive TLA
· Renter’s lease for your house or apartment (if you have one)
· Dependent Medical Insurance policy, if your ITO indicates you need one.

	b. Your In-Processing will consist of three appointments with IMSD – a general group brief, a deskside appointment to verify your information, and an appointment with the Personal Affairs Coordinator. These appointments may not be on the same day, but we are trying to best serve all 115 students in the most efficient way depending on individual needs. Please arrive on time for all the appointments you are scheduled.

		(1)  After signing in, an IMSD International Program Assistant will collect all passports.  Information on passports and visas will be compared to information on ITOs in order to insure consistency in your CGSC records.

		(2)  You will receive an application form for United States Uniformed Service ID cards for yourself and all authorized dependents over 10 years of age.  You will take the form(s) to the Fort Leavenworth Adjutant General, ID Card Section.  

		(3)  Personal Affairs Briefing.  IMSD Administrative staff will discuss housing options, medical support, and (if authorized to you) the processes used at CGSC for managing Travel and Living Allowance (TLA) payments, to include making arrangements for an advance pay if desired.  Those whose travel was funded by the U.S. Government will complete a voucher for Travel Pay.   

		(4)  If you did not attend DLI you will also submit an application for an account with Army Knowledge Online (AKO).  You will us an AKO account user name and password to access web-based learning and information-sharing systems during your studies at CGSC. If you remember having an AKO account during previous courses in a U.S. Army school, try to remember the user name that was assigned to you and bring it along.  It will make things a bit easier.  

    	d.  You will go to Munson Army Health Center (MAHC) to visit our Medical Services Accounting Officer, and our Patient Advocate.  They will discuss the MAHC health care assets available to you and your family members; explain how appointments are obtained, how your bills are paid, and answer any questions you or your spouse may have about referrals or insurance.  

	e.  If you are or will be renting housing or an apartment outside Fort Leavenworth, you will need to go to the Housing Services Office (HSO).  An HSO counselor will provide you a referral list of houses and apartments in the local area, tailored to your personal needs and preferences.  Renting off-post is a very significant undertaking, so please read Paragraph 3-6, CGSC Circular 12-1.  Do not sign a lease before the HSO has reviewed the lease and given you feedback.   

[bookmark: _GoBack]	f.  If you wish to rent a family housing unit on-Fort Leavenworth, you will need to complete a housing application at Fort Leavenworth Frontier Heritage Communities.  Your point of contact there will be Ms. Kelly Collins.  
	
7.  ECL Testing.  Your Invitational Travel Order indicates your requirement to take the ECL test.  DLI-students will not be tested; otherwise all non-exempt IMS must test.  

· Primary Date:  Monday, 20 June
· Alternate Date: Tuesday, 21 June (Due to illness or need to re-test)

8.  Field Studies Program (FSP) Tour of Kansas City
Expect to participate in a full day excursion on 23 June.  A reading assignment will be provided to you prior to departure for the Kansas City Tour along with instructions for where and when to meet.  This tour is not for sight-seeing.  It is the first of approximately 35 Field Studies Program activities you will participate in during your program of instruction at CGSC.  Participation FSP activities is not optional.  Family members are not authorized to accompany this tour 

9.  “Registration” 
Monday, 27 June, at the Frontier Conference Center.   This is a very important opportunity for you and, if available, your spouse to meet personnel from several agencies and activities that support personnel assigned to Fort Leavenworth.  Your children are invited to come along as well.  Representatives from both local school districts, Leavenworth Parochial schools and our Fort Leavenworth Public Schools Liaison Officer will be present at Registration.  You will also meet talk to representatives from the following:  

· Army Community Services
· Fort Leavenworth Army Education Center
· Fort Leavenworth Family Morale, Welfare and Recreation
· Fort Leavenworth Information, Travel & Reservations Office
· United States Postal Service
· Armed Forces Bank
· Frontier Community Credit Union
· Navy Federal Credit Union
· CGSC Security Office
· Leavenworth and Fort Leavenworth Police Departments
· Leavenworth/Lansing Sponsors
· Kansas City Sponsors
· Organization of International Spouses and Sponsors
· English Language Support Course
· Fort Leavenworth Spouse Club
· Fort Leavenworth Chaplain’s Office
· International Loan Closet

10.  During Registration, you will also receive an excellent “U.S. Based Healthcare System” briefing, provided by Ms. Anne Kocsis of Hulse/QM Healthcare Advocates (http://www.hulseqm.com/colleges-universities-student-insurance.asp). Most of our IMS have never had lived in the USA or had a medical insurance policy, so these two briefs are exceptionally valuable on a personal level.  You will definitely want to take good notes!

	a.  The large-format briefing will inform and discuss local procedures related to obtaining medical appointments, related billing practices and responsibilities and what you need to know about medical insurance policies.  Attending the brief is mandatory for all IMS; spouses are welcome and encouraged to attend as well.  

	b.  There will also be a small-format follow-up session.  The purpose of the follow-up is to meet individually or in small groups with students with the same insurance policies.  Ms. Kocsis will review specific insurance policies in detail, to make certain you understand how to use the policy for maximum benefit and to answer any questions you have.    

11.  You will receive a notebook computer and a backpack carrying case upon completion of registration.  The computer is the property of your government.  It will remain in your custody throughout the course, and you will take it back to your home country following graduation. 

12.  Zero-Day Briefings 
Tuesday, 28 June at the Lewis and Clark Center’s Marshall Auditorium from 0800-1030.  This is the final preliminary activity necessary before the International Military Student Preparatory Course (IMSPC) actually begins.  I will brief you on a number of critical student-survival oriented topics and answer your questions, then you will be introduced to your Instructors, organized into staff groups, and tour the L&C Facility.    

13.  Again, congratulations on your selection to attend the Command and General Staff College!  If you have any questions regarding this memorandum, please contact Mr. O’Dell in Room 3531 of the Lewis & Clark Center or at 684-7318 or 683-4184 or email steven.o.odell.civ@mail.mil.




					JAMES F. FAIN
			Director, International Military
			Student Division
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