ATSZ-HHC

MEMORANDUM FOR Army Logistics Management College, ALMC, Perspective Students

SUBJECT: ALMC Student Administrative Information

1. Welcome to HHC ALMC!  I am really excited to have you on board with our winning team.  Your stay here will provide you the necessary skills to be successful in the next chapter of your professional career.  You will find that the academic challenges will be enlightening and purposeful.  Your family will have a great selection of activities to participate in from the surrounding community.  Bottom line: your experience here will be like no other in so far as it will be both professionally and personally uplifting and rewarding.

2.  The purpose for HHC is to provide the necessary support to the various courses provided by the Army Logistics Management College, ALMC.  Upon your arrival, you will be assigned to HHC and therefore I am directly responsible for your well being.  With this said, please understand that I need your help as a fellow professional to report in and keep my staff informed at all times.  The following will serve as a guideline for you to follow and be successful upon your arrival to Ft. Lee, VA.

3.  General Information. You can access ALMC’s home page at: http://www.almc.army.mil/
4.  Finding Fort Lee. Fort Lee is located 3 miles east of Petersburg, Virginia.  If traveling by automobile, leave Interstate 295 at Exit 9B to Route 36 West to Fort Lee.  Richmond Airport is approximately 30 miles North of Fort Lee.  There are two primary modes of transportation: 1) limousine service and 2) Taxi service.  The following is a list of companies that can provide you this service:

a. Groome Transportation, Inc., provides commercial limousine service from the airport.  To contact Groome Transportation call: (804) 748-0779.  

b. Taxi service is also available at an average cost of $26.  The following is a list of companies that provide this service:

i.) Rainbow Taxi: (804) 862-1108

ii.) Burgess Taxi:  (804) 458-2535

5.  Signing In/ In processing at Fort Lee.  This step is a very critical step to ensuring that you start off on the right foot and all necessary agencies that are here to provide you service are properly informed.  Please follow these next few simple steps and I assure you that your in process will be as fluid as possible and you will not be “jerked around” as you start this new chapter in your professional life.


a.  Upon arrival at Fort Lee, report to Headquarters and Headquarters Company, U. S. Army Logistics Management College (HHC ALMC), building 12500 Logistics Circle off 34th street and Jessup street.  The phone number for the company orderly is: (804) 765-4737/0877 DSN Prefix: 539.  Please have the following in hand when reporting:

i.) One copy of your Request for Leave, DA Form 31

ii.) One copy of your orders

Duty hours for HHC:

Monday-Friday 0730-1630

After Duty hours or Weekend/Holiday reporting:


POC: ALMC Staff Duty Officer (SDO)

*All personnel terminating their DA 31 with the SDO must report to HHC the next working day*


0630-2130 Phone number: (804) 765-4160 DSN Prefix: 539


All other hours call: (804) 778-9966 (Pager)


b.  Official in processing will require you to go to various stations; however, we have made it as painless as possible.  The following is a guideline of what will be expected of you once you begin your in processing:

	Facility
	Remarks

	(1) HHC ALMC
	· 1 copy of orders

· 1 copy of Request for Leave, DA Form 31

	(2) Housing 

Bldg 8025 (Single Soldiers)

PH: 733-4100

Bldg ____ (Family Qtrs)

PH: 765-1963

POC: Teresa Guy
	· Get on the waiting list ASAP! You will need to sign in with HHC and get a sign in check list form in order to be placed on the list

· 1 copy of orders required

	(3) Soldier One-Stop

Bldg 12010
	

	        Officer Records
	PH: 734-7784

· 5 copies of orders

· Copy of ORB

· Copy of last evaluation

· 201 file (Personnel Administrative File)

	           Finance
	PH: 764-7794

M-FR 1300-1500

	          Transportation In-Bound
	PH: 734-6221/7267

	          Transportation Out-Bound                                                                                                                     
	Students w/ DITY MOVE

PH: 734-4176/4187

	(4) Dental Clinic

Bldg: 8204

PH: 734-9614
	· Dental records

· Copy of HHC checklist

	(5) Kenner Clinic:

PH: 734-9460

 Tricare Office

PH: 800-931-9501
	· Medical records

· Copy of orders

· Copy of HHC checklist

	(6) HHC ALMC

Ph: 765-0877
	Completed all stations


In processing tip: Bring enough money to cover initial expenses; remember, off post housing often requires unexpected costs (e.g., apartment deposits, utility deposits, phone installation, etc.); hand carry all official records (e.g., military personnel records, medical, dental finance, training, etc.).

c.  Following the completion of in processing, you may sign out on leave until your class start date.

6.  Household Goods.  As soon as you have made arrangements for housing, contact Fort Lee Transportation Office to set up arrival of your household goods or make storage arrangements.  The Transportation office is located in the Soldier One-Stop Building.

7.  Physical Training and Weight Requirements.  You must arrive at Fort Lee within the weight requirements set forth in AR 600-9.  If you report for class overweight and exceeding the maximum allowable body fat content, you will be denied enrollment, immediately reported as available for reassignment and attached to HHC, ALMC pending reassignment instructions from PERSCOM.  Reserve Components officers will immediately return to their units.  All students are required to weigh in at 0630 on the first day of class.

8.  Again, I extend my welcome and wish you every success in your new endeavor.  If I, or my staff, can be of any assistance to you prior to your arrival please feel free to contact me or SFC Roberts-Detwiller at (804) 765-4737/0877 DSN Prefix: 539.

9.  One team…One Fight!

