INTERNATIONAL MILITARY STUDENT (IMS) REPORTING INSTRUCTIONS FOR: PROFESSIONAL CONTINUING EDUCATION (PCE).
The general reporting instructions below apply to IMS attending the USAF Senior NCO Academy, or any PCE course at Air University (AU).  These courses include, but are not limited to:
· Joint Air Operations Planning Course (JAOPC) – Maxwell AFB
· Contingency Wartime Planning Course (CWPC) – Maxwell AFB
· Judge Advocate Staff Officer Course (JASOC) – Maxwell AFB
· Operations Law Course – Maxwell AFB
· Defense Financial Management Course – Maxwell AFB
· *Combined Forces Air Component Commander’s Course* - Maxwell AFB
· *Senior Joint Information Operations Application Course* - Maxwell AFB
**See Page 5 for information about these courses**

Located at the International Officer School (IOS) on Maxwell AFB, the International Military Student Office (IMSO) works closely with course directors from each course to provide administrative support to the IMS.  Each course may have unique requirements in addition to these reporting instructions.  Students should contact the individual course directors listed at the end of these instructions for specific information about their course.

Please note that students must be attending Air War College (AWC), Air Command and Staff College (ACSC), or SAASS in order to have dependents added to the Invitational Travel Order (ITO).  Students attending all other courses ARE NOT authorized to bring family members, and any accompanying family members WILL NOT receive base access or support.  To access AWC, ACSC, or Squadron Officer School (SOS) Preparatory Course reporting instructions, please visit the IOS website: http://www.airuniversity.af.mil/IOS/  
Arrival to Montgomery:  
Course liaisons will arrange transportation to Maxwell AFB or Gunter Annex for students flying into Montgomery Regional Airport (MGM) during the authorized arrival window for each course (please contact the IOS for questions on specific report dates).  We cannot arrange transportation from any other airport and cannot guarantee transportation outside the arrival dates.  If arriving at MGM and requesting transportation, every effort should be made for the student to arrive at MGM between 0730-1630 Central Standard Time (CST).  Upon arrival, students will be met by a representative from their course and will be provided with a date and time to report for in-processing.  Generally, students should expect to report for in-processing the day after arrival to Montgomery.

The IOS and course liaisons make every effort to ensure a course representative meets students at the airport upon arrival.  Any changes to student arrival times or flight itineraries en route should be reported to the IMSO as soon as possible.  To contact the IMSO during duty hours (Monday-Friday 0730-1630 CST), calling internationally, dial 00+1+334-953-6338, or in the United States, dial 1+334-953-6338.  If after duty hours, students should contact the 42d Air Base Wing Command Post.  Calling internationally, dial 00+1+334-953-7474, or in the U.S. dial 1+334-953-7474 and request to speak to the International Military Student Officer (IMSO).  If there is no Air University representative at the airport upon your arrival, students should call the same IMSO numbers listed above and instructions for transportation will be provided.

In-processing requirements and procedures vary from course to course.  Please see Page 5 for information and contact the course liaison listed for more specific guidance.

Lost Luggage:
Students who have lost luggage en route should file a claim with the airlines before departing the MGM airport.  If staying on Maxwell AFB, students may use the University Inn, 450 North Lemay Plaza, Maxwell AFB, 36112, as the delivery address and 334-953-6915 as the daytime contact number.  If attending an Enlisted education course and residing on Gunter Annex, students should use the University Inn, 545 S. Morris Avenue, Bldg 1017, Gunter Annex, 36114, as the delivery address, and 334-953-6915 for the phone number.

Lodging Upon Arrival:  
Course liaisons will arrange lodging for students in the base Visiting Officer Quarters (VOQ) prior to their arrival. Suitable VOQ are available for unaccompanied students for the duration of all education or training programs. Unless unavailable, rooms on base include a double bed, kitchenette containing a small stovetop, microwave, sink, refrigerator, and kitchen utensils.  Due to frequent renovations and high transit through Maxwell AFB and Gunter Annex, the University Inn cannot guarantee the availability of rooms with a kitchenette until student check-in.  At a minimum, all rooms will contain a refrigerator and a microwave.  Unaccompanied students receiving U.S. government travel & living allowance (TLA) under the IMET or other security cooperation programs must reside in the VOQ to receive TLA.  Should a student receiving US Government allowances choose to live off-installation for any reason, all allowances will be forfeited.  Students who do not receive US government allowances may stay where they choose, however transportation will not be provided.  Please check with IOS or the course liaison before making an off base reservation to ensure adequate transportation and support.  
[bookmark: _GoBack]Reporting for In-processing: 
Students will first in-process through their individual course directors.  Please contact your individual course director for clarification on requirements.  During in-processing, students will also complete paperwork and receive a short briefing from the IMSO, located on Maxwell AFB in Building 904. 

Information Required for IMSO In-processing:
· Invitational Travel Order (ITO)
· Valid Passport and Visa ** 
· International Driver’s license or Country/National License (valid for the duration of the course)

If student travel is funded by the U.S. Government:
· Copy of travel itinerary showing dates of travel and airports transited
· Any receipts documenting reimbursable travel expenses (i.e. baggage fees, taxi, hotel)

**A note on the Passport, Visa, & I-94:
Passports must be valid through the entire length of training in the United States.  International members may not travel on an expired passport.  The visa can expire before the end of the course; however, if it does expire, travelers will not be authorized re-entry into the country should the need to depart the United States arise at any point after expiration.

As of May 2013, foreign visitors no longer receive a paper Form I-94 from U.S. Customs upon entering the United States.  Visitors now receive an electronic Form I-94 when processing through Customs.  After the electronic record is created, the Custom’s official will place a stamp in the travel Visa that should be marked “D/S” for Duration of Status.  The electronic record, the stamp, and the ITO together serve as authorization to remain in the U.S. for the period shown on the ITO.  Travelers should make sure they receive the verification stamp before leaving the customs area.  Travelers can retrieve admission information online at:  https://i94.cbp.dhs.gov/I94/request.html.  

Transportation:  
Students will be provided transportation from the airport to their base lodging upon arrival.  Generally, classes are within walking distance from lodging facilities.  If on-base lodging is not available, transportation will be available to transport the student to and from course activities.  Please check with the individual course directors for details on a specific course.  

Rental or Hire Cars:  Montgomery is serviced by most major car rental agencies, as well as locally owned companies. A valid driver’s license and an internationally accepted credit card, such as American Express, Visa, or Master Card are required.  Rates will vary by company and type of car, but a one-week rental generally costs at least $200. Depending on course length, IMS may choose to lease a car. This will likely cost at least $500/month and require a contract as well as the purchase of automobile insurance.  

On Base Taxi Service: Maxwell AFB has a base taxi service that offers transportation on and between Maxwell and Gunter Annex. This taxi is free of charge.  The taxi CANNOT transport you off-base, except to Montgomery Regional Airport.  The base taxi runs Monday-Friday from 0500-2045; Saturday and Sunday from 0700-1900.   If requesting transport on Gunter Annex, be aware that it will take drivers approximately 20 minutes to reach Gunter Annex from Maxwell AFB.  The number is (334) 953-5038.

Off Base Taxi Service:  For transportation off base, local taxi companies are available. A quick internet search will provide a list of taxi companies.  All local taxi companies will charge a mileage fee, plus a tip for the driver is expected.  Taxi rates vary, but for most people, utilizing a taxi for local or long distance travel multiple times is not economical.

Buses:  Limited city bus service is available within the Montgomery area. Bus service is not a feasible option for transportation to and from classes if living off base.

Medical Care for Students
Medical care is dictated by Item 12b on a student’s ITO.  All students have the option of utilizing the Military Treatment Facility (MTF) on Maxwell AFB for routine medical needs.  Some students, to include IMET students and those students under a Reciprocal Healthcare Agreement (RHCA), must receive medical care through the MTF.  Students will receive a medical orientation upon arrival that will clarify the procedures and options for medical care to ensure students do not unknowingly incur out-of-pocket medical expenses.  Please note that the MTF on Maxwell AFB is not a full service medical facility.  The nearest full service MTF is located over two hours away, so students are often referred to off-base providers within the local area for some types of care.  

Driving in the U.S. or Obtaining a Personal Vehicle
In the state of Alabama, you may drive with an international driver’s license or a valid country/national license for up to one year.  If your national license is not written in English, the IOS can issue a license translation card during in-processing that must be kept with the national license.  Licensure rules vary from state to state within the U.S., so we advise reporting with an international driver’s license at minimum if planning to travel.  If purchasing, leasing or renting a vehicle, the State of Alabama requires drivers to obtain automobile insurance.  

Student Pay, Travel and Currency Exchange:
For students who are authorized TLA and/or travel at U.S. Government expense, it can sometimes take as long as 3-4 weeks to receive payment after arrival due to administrative requirements.  Therefore, IOS cannot pay students who are at Maxwell AFB less than 30 days.  To ensure students receive authorized entitlements for expenses, we highly encourage Security Cooperation Offices arrange and disperse ALL authorized travel and living allowances in advance of departure from home country when students will attend training for 5 weeks or less.  

Students should expect billeting on base to cost at least $60/day at the current rate.  Students lodging off base can expect to be reimbursed for a maximum of $93/day (only when on-base lodging is not available).  Unaccompanied students authorized to receive living allowance will receive an additional $30/day for meals and $11/day for incidentals

Please note that the Montgomery area offers few options for foreign currency exchange.  Students should plan to make foreign currency exchanges at the airport or port of entry upon arrival in the United States.
Uniform and Other Dress Requirements:
At Maxwell AFB and Gunter Annex all military personnel wear the utility uniform (ABU) or flight suit during the duty week, unless directed otherwise.  Students will be required to bring and wear the short sleeve service uniform as well as the dress or formal uniform for official events and ceremonies.  Please contact individual course directors for specific requirements.  

Telephone and Computer Access:
Wireless internet is provided for free in base lodging.  Commercial internet and wireless internet are available at all base libraries along with printing at no cost.  Depending on course, students may be issued a government laptop for the purpose of completing course requirements; however, students should check with individual course directors to confirm the availability of computer access at individual schools.   It is strongly recommended students bring personal laptops, especially if wishing to use specific programs like Skype.
International and long distance calling is available through the base lodging phone system; however, it is very expensive.  Most students purchase prepaid phone cards upon arrival to contact their families and eventually obtain a “pay as you go” cell phone contract.  Service in the area is good for most companies; the most commonly used companies are Verizon, T-Mobile, and AT&T.  There is no option for purchasing “SIM Cards” on base, but cards can be purchased in local stores like Best Buy and WalMart.

Bringing Your Dependents:
Only students attending Air War College (AWC), Air Command and Staff College (ACSC), and the School of Advanced Air and Space Studies (SAASS) are authorized to bring dependents.  Bringing dependents to all other courses is not authorized.  Any student may have family members travel to the US in tourist status, but such family members will not be listed on the Invitational Travel Order (ITO); therefore, they will not be authorized access to the base.  If students choose to bring family members at personal expense, family obligations cannot interfere with course requirements, and students must be able to provide for any and all needs of the family.  Unaccompanied students sponsored by the IMET Program must maintain residence in base lodging facilities at all times or risk losing all travel and living allowances (Reference Page 2 of these instructions).  A student will be considered “unaccompanied” any time Block 12 of the ITO states “Dependents not authorized.”  

Departures from Montgomery Regional Airport:
Please be aware that due to the size of aircraft transiting Montgomery Regional Airport, servicing airlines limit all ticketed passengers, regardless of airline or status, to four (4) pieces of checked baggage at departure.  Passengers are allowed one carry-on and one personal item.  Baggage is subject to airline weight and size restrictions; please check airline websites for details.

Additional notes:
For more information on the local area and programs that we offer for students and families, please visit the IOS website under “Student & Family Support.”  This area of the website is updated often to include more information based on feedback we receive from international students.

Who Do I Contact for Questions?
We recommend that students make contact with their respective course director to confirm course requirements.  Course directors and course registrars are listed on the next page.  If a course director is not listed, please contact the IMSO at au.imso@us.af.mil.  It is recommended that students provide a working email address to course directors as soon as possible so that course-specific electronic welcome packages can be sent prior to the start of the course.  Questions can always be directed to the International Officer School Student Operations section at IOS.Student.Operations@us.af.mil  or 00+1+334-953-6914/6915 (dialing internationally).


DIRECT CONTACTS FOR THE FOLLOWING COURSES ARE AS FOLLOWS:

· Joint Air Operations Planning Course:  Chair, Lt Col Russ Stilling  russell.stilling@us.af.mil 
                                                              Registrar, Mr Allen Cornelius allen.cornelius.2@us.af.mil

· Contingency Wartime Planners Course:  Chair, Maj Trent Fritz trent.fritz@us.af.mil 
                                                                      Registrar, Mr Jason Benton jason.benton.2@us.af.mil

· Judge Advocate Staff Officer Course (Registrar):  Mr Patrick Browning patrick.browning.2@us.af.mil 

· Operations Law Course (Registrar):  Mr Patrick Browning  patrick.browning.2@us.af.mil

· Defense Financial Management Course:  Eaker.DFMCS@us.af.mil

The Combined Forces Air Component Commander’s Course (CFACC) and the Senior Joint Information Operations Application Course (SJIOAC) are managed through the LeMay Center Flag Officer Division on Maxwell AFB.  Officers attending these courses currently do not complete in-processing actions as described in these reporting instructions; however, the IOS stands by to assist any attending officers as required.  The contact for these courses is: 

(334) 953-5150 
LEMAYCENTER.FlagOffice.Course@us.af.mil
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