REPORTING INSTRUCTIONS FOR SCHOOL OF SYSTEMS AND LOGISTICS

PROFESSIONAL CONTINUING EDUCATION (PCE) 

WE ARE LOCATED AT
RESEARCH PARK CAMPUS

3100 Research Blvd.
Kettering  OH   45420 
Visit us at:  http://www.afit.edu/ls
1.
LODGING:  The Air Force Institute of Technology (AFIT) has already reserved lodging for each TDY student at one of the following facilities:

	FACILITIES
	LOCATION
	PHONE
	COST

	VOQ/VAQ 

Hope Hotel

Local Hotels
	Area A, Bldg 825 

Area A, Bldg 823 
	DSN 787-3451 or (937) 257-3451

DSN 787-1285 or (937) 257-1285


	$37.50 and up/nt

$61.20/nt+tax
$54-65/nt+tax



For information on your lodging arrangements, please check our webpage at http://www.afit.edu/ls/lodging.cfm no earlier than one week before your class begins because lodging information is not provided to AFIT/LSA (Student Operations) any earlier than this.  Upon arrival in the Dayton area, you should report directly to your assigned lodging facility.  If you will be arriving after 1800 on the day before class begins, you must notify your assigned lodging facility to avoid cancellation of your reservation.  The lodging facility will require a credit card number to hold your reservation past 1800.  Please make sure you have the necessary funds to pay your lodging fees as the Air Force has instituted an advance payment check-in program.  The advance payment can be made upon arrival by check, cash, or credit card.  The only credit cards accepted are VISA and Master Card.  Check-in time at the VOQ is no earlier than 1400 and the Hope Hotel is no earlier than 1500.  Handicapped students should contact the AFIT/LS Scheduling Manager at DSN 785-6565, ext 3333.  For those staying in contracted quarters (including the Hope Hotel), contract authorization forms will be provided by your class instructor. Wright Patterson Air Force Base (WPAFB) Inn’s (VOQ/VAQ) phone system is maintained by an AF contract and therefore the charges are similar to a commercial hotel.  For estimated rates contact the front desk.

2. TRANSPORTATION:  Morning and afternoon bus transportation between lodging and the school at Research Park is provided at no cost.  A bus will depart from your designated lodging site each class morning, including the first morning, approximately one hour prior to the scheduled class start time.  A bus schedule is available at your lodging location and on the Student Operations bulletin board at the school.  Reasonably priced taxi service between the Dayton International Airport and WPAFB is available at approximately $65-70 for round trip service.  Individuals driving to WPAFB should refer to the directions at the end of this welcome package on how to get to the VOQ and the School of Systems and Logistics at Research Park.
3.
RENTAL CARS: The Air Force Institute of Technology (AFIT) does not fund rental cars or vicinity travel costs of privately owned vehicles for students attending courses at AFIT.   WPAFB-operated shuttle bus service (contracted) is confined to on-base service and is very limited.  Limited eating facilities are available within walking distance of on-base lodging and eating facilities around contract quarters, in some cases, may also be limited.

3. DRESS STANDARDS: AFIT/LS PCE Student Dress Code – As of 24 Feb 2006:
The new policy from HAF and AETC has allowed the wear of BDUs and Flight Suits as the new daily uniform. Military personnel are expected to meet dress, appearance, and weight standards.   
Please note the following guidance is for TDY students attending AFIT/LS PCE courses:  
Students may wear either BDUs and Flight Suits or Blues combinations of uniforms to any AFIT/ LS PCE courses. Though BDU/Flight Suits are authorized for daily wear they can be cumbersome to pack. Therefore, consideration is extended to allow AF students the option of either uniform combination.  Bring only one of the uniform combinations as both are unnecessary.  Formal graduations ceremonies are not part of the AFIT/LS PCE program so dress blues are not required. International and Foreign Students as well as Sister Service Students should wear their appropriate authorized uniform combinations.  
4. STANDARDS OF CONDUCT: AFIT supports and enforces all DoD standards of conduct for students, faculty, and staff.  Specifically, AFIT has a zero tolerance for “sexual harassment.”

6.
INTERNATIONAL STUDENTS: All international students attending AFIT, should contact the AFIT International Military Student Office after their arrival. The office is located in Area B, Bldg. 642, Rm. 2400.  The phone numbers are DSN 785-6800 and Commercial (937) 255-6800.  The international office has a phone available for international students to place a call to their Embassy and Air Attaché Offices in Washington D.C.  These numbers are available in the International Office.  

 7.
ORDERS/MATERIALS: On the first day of class, Air Force Acquisition Professional Development Program (APDP) students must present one copy of their TDY orders.  Students are expected to furnish their own writing materials: pens, pencils, paper, highlighters, etc.  Students attending SYS 111, LOG 399, and LOG 499 must present security clearance verification annotated on  their TDY orders.

8.
CALCULATORS:  We recommend that students bring a calculator to all classes involving mathematics as follows:

BASIC Function Calculator: LOG 131, FAM 103

LOGARITHMIC Function Calculator: QMT 353        



You are expected to be able to operate the calculator that you bring.  NOTE: AFIT will not supply or reimburse cost of the calculators.  

9.
ATTENDANCE:  We request that you make every effort to report to your class on time.  Admission is not guaranteed after the scheduled start time.  If you anticipate being late, please notify your course director and/or course manager in addresses and phone numbers provided.  You are expected to attend all class meetings.  Supervisors should not approve leave for students during the class and students should not plan for medical appointments unless absolutely necessary and fully coordinated with the course instructor.  
10.
RETURN TRAVEL: TDY student/personnel should schedule flights from Dayton International Airport no earlier than three hours after the scheduled course completion time, and/or announced by the course director.  

11.
PHONE MESSAGES: Telephone messages to the Student Message Line (DSN 785-7777, ext 3164) will be posted on the Student Message Board located on 2nd floor in 3100 Research Park.

12.  FACILITIES:  The School of Systems and Logistics at Research Park has a small cafeteria, while the AFIT main campus in Area B, WPAFB, has a snack bar, cafeteria, barber shop, dry cleaners, automatic teller machine and bookstore for your convenience.  Students without military ID cards are required to show a copy of their TDY orders to use the AFIT Bookstore and Library.    

13. MEDICAL TREATMENT:  Students with medical emergencies may use the WPAFB Hospital.  Civilian students will need to present two copies of their TDY orders to the hospital prior to receiving treatment.  Military and DoD Civilian students will need to present their ID card.  DoD Civilian students, your insurance will be billed for medical care received at the Wright-Patterson Medical Center.  Civilians will be required to supply any insurance billing information as applicable, and will pay the balance not covered by your insurance.

14. EMERGENCY LEAVE: During normal duty hours, the Department of Business Operations and Management (AFIT/LSA) will assist in the coordination and logistics of any student emergency leave requests/situations.  For non-duty hours, emergency leave requests, and situations will be received from the HQ Air Force Material Command (AFMC) also known as 88th Air Base Wing Command Post Duty Officer/Controller (host base/WPAFB) who will, in turn, use the AFIT recall roster to alert key personnel of emergency leave situation (i.e. Deans/XO/LSA) who, in turn, will notify the department head/course director/student leader of individual involved.  Be advised after notification, individual may have to report to AFIT/MS, Mission Support Directorate, Bldg 642, Room 1000, (937) 255-6565 ext 4301; AFIT/CC – Commander; or AFIT/CCF – First Sergeant, ext 4347, for appropriate emergency leave processing.

15.  BASE/BUILDING ACCESS DURING HEIGHTENED SECURITY:   Security monitors may check your ID card and personal articles which you are carrying.  The AFIT Commandant has also directed that all personal articles be labeled with (at a minimum) the owner’s name and organization and no items are to be left unattended.   All students entering WPAFB will need to show a valid Department of Defense ID card in order to gain access to the Base.  If you do not have a valid ID card, please contact your admin POC immediately so arrangements can be made for you in advance to access the Base.  Failure to do so may result in your late arrival to class and you may risk losing your seat (See paragraph 9.)

16.  Further information on AFIT and AFIT/LS, School of Systems and Logistics PCE link is available on the following web site: http://www.afit.edu/ls
HOW TO CONTACT A TDY/PCE STUDENT

AT THE AIR FORCE INSTITUTE OF TECHNOLOGY

SCHOOL OF SYSTEMS AND LOGISTICS

1.  Your spouse (relative) will be attending a Professional Continuing Education course at the Air Force Institute of Technology, School of Systems and Logistics located at the 3100 Research Park Blvd (Pod 3) Kettering OH, 45420-4022.

2.  If you need to contact him/her during duty hours at the AFIT/LS Research Park Campus, please call commercial (937) 255-7777, ext 3164, or DSN 785-7777, ext 3164.  A message will be posted on the Student Message Board for them to return your call at their first available opportunity.  In case of an immediate emergency during non-duty hours, please contact the HQ AFMC Command Post also known as the 88th Air Base Wing Command Post Duty Officer/Controller at commercial (937) 257-6314 or DSN 787-6314.  Classes will only be interrupted for bonafide medical emergencies.

3.  Please be sure this information is provided before your spouse (relative) leaves for AFIT.  This is the information you will need to contact them:

AFIT Course Name:

Course Number:

____________________________________________________________

Course Start Date:

____________________________________________________________

Graduation Date:

____________________________________________________________

Lodging Facility Name:

Phone:

____________________________________________________________

Exp. Return Date:

Return Time:

____________________________________________________________
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DIRECTIONS TO VOQ/HOPE HOTEL
WRIGHT-PATTERSON AIR FORCE BASE, OHIO

FROM THE NORTH

Take I-75 South to I-70 East to State Route (SR) 4 (Exit 41).  Take SR 4 South to SR 235/Chambersburg Road Exit, then South (right turn) on SR 235 to SR 444.  Take SR 444 South to Gate 12A (on the right).  Follow directions listed below to the VOQ Office.

FROM THE SOUTH

Take I-75 North to I-675 North to the Wright-Patterson AFB Areas A and C exit.  Proceed to SR 444 exit and go North (turn left).  Take SR 444 North to Gate 12A (on the left).  Follow directions listed below to VOQ Office.

FROM THE EAST

Take I-70 West to I-675 South, then exit off I-675 at Exit 20, Dayton-Yellow Springs Rd.  Turn left at top of ramp onto Dayton-Yellow Springs Rd.  Go west approx. 2 miles on Dayton-Yellow Springs until it ends at Ohio Rt. 444. Turn left on 444 and immediately get into the right lane. Turn right at the next traffic light into WPAFB at Gate 12A.  The Hope Hotel is on the right before you enter Gate 12A.  The VOQ is on the right about 1/2 mile into the base after entering base at Gate 12A.

FROM THE WEST AND DAYTON INTERNATIONAL AIRPORT

Take I-70 East to SR 4 (exit 41), then SR 4 South to SR 235 (turn left) and go South on SR 235/Chambersburg Road Exit to SR 444.  Take SR 444 South (turn right) to Gate 12A (on the right).  Follow directions listed below to VOQ Office.  

DIRECTIONS TO VOQ AND HOPE HOTEL FROM GATE 12A

Proceed towards gate (you are now on Chidlaw Road).  Hope Hotel is located on your right, Bldg 823.  ENTRANCE IS LOCATED PRIOR TO PROCEEDING THROUGH GATE.  If staying at the VOQ, continue on Chidlaw Road, and proceed through gate, turning right on Schlatter Drive to VOQ, Bldg 825.

GATE HOURS

Due to constant changes in the Security Forces mission and manning requirements, it is recommended you call Security Forces Control Center to find out the latest gate hour schedule at 937-257-6517.   Call pass and registration at 937-257-6506 to obtain information on acquiring a base vehicle pass.

STUDENT PARKING AT AFIT/RESEARCH PARK

1.  Visitor Parking: Lots are located in the first lot on the left and adjacent on the right, as you enter the 3100 Research Park driveway, from Research Blvd.  NOTE: Research Park “Visitor” parking lots are NOT, repeat, NOT for AFIT School of Systems and Logistics students. All students attending courses at the AFIT Kettering Research Park Campus are not considered visitors and therefore, are requested not to park in designated Research Park “Visitor” parking lots.  All students are to park in the Research Park “Employee” parking area.    
 

2.  Employee Parking:  This is the official parking lot and area for all AFIT students, faculty, and staff.  Access to the “Employee” parking lots is by a first right turn entering the 3100 Research Park driveway from Research Blvd, and then turning left into the parking areas.       
 

3.  Instructions:  Once parked, take sidewalks leading to the cobblestone circle drive and to the main entrance glass doors.  Entering the building will put you on the second floor.  Walk towards the right and follow AFIT signage to classrooms.  AFIT School of Systems and Logistics is located on the first floor, while classrooms are on the second floor.  The Defense Acquisition University (DAU) is located on the third floor and their classrooms are on both, the second and third floors.     
 

