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MEMORANDUM FOR MAXWELL/GUNTER NEWCOMERS
FROM: 42 ABW/CC
SUBJECT: Welcome Letter

1. Welcome to Maxwell Air Force Base and Gunter Annex. Maxwell AFB is in the heart of the
Alabama River Region and is the home of Air University, the Air Force’ center for professional
military education. The base is also home to many tenant organizations, including the Air Force
Doctrine Center, Air Force Materiel Command’s Standard Systems Group and Air Force
Reserve Command’s 908th Airlift Wing. With so many units, the tempo at Maxwell/Gunter is
brisk.

2. The mission of the 42d Air Base Wing is to provide the foundation for success to every unit at
our installations. I recommend you and your family visit our newcomer’s web page at
http://newcomer.maxwell.af.mil. The web page should answer all your questions about
Maxwell/Gunter and the surrounding communities in the weeks and months before you arrive.
Once you arrive at Maxwell, we have two 24-hour arrival check-in points--University Inn,
located at 357 West Drive on Maxwell and the Lodging Office at 100 South Turner Boulevard
on Gunter. When you sign in for duty at your unit, you will be scheduled for the
Maxwell/Gunter Right Start In-processing offered every Tuesday from 0800-1700 at the
Maxwell Enlisted Club for your one-stop in-processing needs. Air War College and Air
Command and Staff College students will be scheduled for a unique version of Right Start
through each college.

3. Once you are settled, I urge you to explore Alabama and its rich southern traditions. The
River Region, which includes Montgomery, Prattville and Millbrook, is rich in history and there
are many opportunities to get involved. Our Services Division offers tours of many historical
and cultural sites in the Southeast, super shopping trips, sporting event packages and discount
tickets on numerous community and regional events. Our military and civilian communities look
forward to your arrival and stand ready to provide excellent service in your relocation. I strongly
encourage you to take advantage of the many opportunities here and to become involved in the
on-base and off-base community. I am confident you will find your new duty station challenging
and an outstanding place to live, work, learn and play. We look forward to having you on our
Maxwell/Gunter team!

JWA r\] S—

JOHN A. NEUBAUER
Colonel, USAF
Commander
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  29 April 2004

MEMORANDOM FOR ALL NEWCOMERS TO MAXWELL/GUNTER AFB

FROM:  42 MSS/DPM 

SUBJECT:  RIGHT START Newcomers Orientation

1.  Welcome to Maxwell/Gunter Air Force Base.  We know that your assignment here will be both pleasant and rewarding.  The information and in processing instructions provided in this letter are furnished to make your in processing experience as smooth as possible.  The following actions are required after you sign in with your Commander’s Support Staff (CSS):


a.  Clothing and Equipment - If your duties require special clothing, your sponsor or supervisor will assist you in obtaining them from the Individual Equipment Unit (IEU).


b.  Housing Referral - Bldg 502, (334) 953-5718, DSN prefix 493 or extension 3-5718:


(1)  Personnel eligible for government family housing must visit the Base Housing Referral Office before making housing arrangements.


(2)  Bachelors and unaccompanied married personnel should report to the lodging office/CSS, as appropriate.

(3) Personnel who are not immediately housed, excluding (1) or (2) above, must visit the

Base Housing Referral Office for counseling concerning off-base housing.  This counseling must be completed before you enter into any agreement concerning off-base housing.


c.  Overseas returnees - DOD 1000.21-R requires that no-fee passports be turned in to the MPF Representative during in processing.

2. You are scheduled for the mandatory appointments below.  Spouses are welcome and encouraged to attend the morning session of newcomers in processing.  Child Care is available through the Child Development Center at 3-6667.  Military uniform is required for all appointments.

a.  Right Start Briefing - Right Start will be held at the Maxwell Enlisted Club, Bldg 742, Main Ballroom, 0750 -1700 on ___________________.  Parking is available in front of the building.  Refreshments will be served and spouses are strongly encouraged to attend.  If you are unable to attend, contact your CSS at extension _____________. 

b.  RIGHT START primary briefings will consist of the following organizations:



(1) Military Personnel Flight - (MPF) – A one-on-one records screening will take place at the briefing covering your Unit Personnel Record Group contents.




(2) Finance - Review travel voucher



(3) Equal Opportunity/ Human Relations Orientation 


(4) Medical In-processing - Ensure your dependent records are turned-in to Tri-Care or the Medical Treatment Facility prior to Right Start Briefing for medical screening.



(5).  Flying Status Requirements- If you are on flying status, inactive or active, turn your flight records to the Aviation Management section, building 844, room 203.



(6) Registration of Vehicles - Decals for privately owned vehicles are available during the Right Start briefing. 



(7) Traffic Management Office (TMO) - A TMO Representative will be available at the Right Start briefing.



(8) Services - A representative will be available to transfer club membership, equipment loan and provide you information on other services available in and around the Maxwell/Gunter AFB community.



(9) Financial Planning – Senior Airmen and below as well as newly assessed lieutenants will receive mandatory financial counseling from the Family Support Center staff.



(10) Education Services Office - The Education Services Office will have a representative available during the Information Fair to answer questions regarding educational opportunities on/near Maxwell AFB.



(11) Other base orientation briefings such as Safety, IG, Legal, and the Integrated Delivery System (IDS) that includes information from the Chapel, Family Support Center, Life Skills, etc.  


c.  For a closer look at the Right Start briefing schedule please visit the website at http://www.maxwell.af.mil/msd/newcomer/inproc/inprocunit.htm. 

d.
In processing personnel must bring the following items (as applicable) to RIGHT START:

(1)
Receipts for all expenses of $75.00 and more

(2) Hotel receipts


(3) Transportation documents (airline tickets, Government Transportation Request [GTR])

(4) Military Transportation Authorizations (MTAs)


(5) Copy of your deposit slip for Electronic Funds Transfers (EFTs)


(6) DD Form 788


(7) Private Vehicle Shipping Document for Automobile (for overseas returnees who shipped a POV)


(8) Seven (7) copies of PCS orders (including amendments)

(9)
Flight records 

(10)
ID card

(11)
Insurance card

(12)
Drivers license

(13)
Vehicle registration paperwork

(14)
Household goods shipment (Delivery address, contact phone number, to include billeting) 
(15)
Do It Yourself (DITY) move documentation 
(16)
No-fee passports


e.  First Term Airmen Center (FTAC) - The CSS will schedule all first duty station airmen for the next FTAC at Bldg 678, Airman Leadership School Building.  This is mandatory.  The course is 10 duty days.  For further information on this course and material, contact extension   3-8788.

Next FTAC is _____________________ at ___________hrs.  


f.  Suicide and Violence Awareness and Prevention (SVAP) Training – The CSS will schedule personnel to attend this training at the Base Theater on the Third Friday of each month at 1500 hours. You are scheduled or SVAP on_______________ at ____________hrs.

Contact Number for the CSS is___________________.


g.  Common Access Card (CAC) Update – Please stop by Customer Service, Building 804, between the hours of 0830 and 1600, to ensure your CAC card certificates and email address reflect current duty information.

3. Maxwell/Gunter’s MPF and CSS personnel teams stand ready to assist you.  We look forward to working with you and ensuring you get the RIGHT START here at Maxwell/Gunter.






//signed tss/29 Apr 2004//







THOMAS S. SMITH, Major, USAF







Military Personnel Flight Commander

Newcomers Orientation Schedule

0800


Introduction


0805-0825

Wing Commander Briefing
20 Min

0825-0830

Chamber of Commerce
5 Min

0830-0835

Command Chief Master Sergeant Briefing
5 Min

0835-0840

Wing IG Briefing
5 Min

0840-0850

Break
10 Min

0850-0940

Integrated Delivery System
50 Min



Wing Chapel; Family Support (Relocation Assistance Program);



Life Skills

0940-0950

Break
10 Min

0950-1015

Safety, Local Condtions Course;
10 Min



Operational Risk Management (ORM)



Disaster Preparedness
15 Min

1015-1030

Legal

15 Min

1030-1130

Equal Opportunity/Human Relations
60 Min

1130-1150

Information Fair:

20 Min



Family Support Center
Vehicle Registration (SFS) 




Base Exchange (BX)
Maxwell Federal Credit Union 




American Red Cross
Chaplain 




Services
Fire Department
Chiefs Group




Education Office
HAWC


CAP USAF
NCOA and Top 3





Officer’s Spouses Club
Enlisted Spouses Club


Boy Scouts
TMO


Girl Scouts
Legal

1150-1300

Lunch (free lunch for transferring officer/enlisted club membership)
1 Hr 10 Min

1300-1445

Medical In-Processing
1 Hr 45 min

1445-1455

Break
10 Min

1455-1505

OSI
5 Min

1505-1530

Personnel In-Processing
25 Min

1530-1625

Finance Briefing
50 Min

1625-1630

Break
5 Min

1630-1700

Financial Planning (1st Term Airmen and Newly Assessed Lts)
30 Min

MEMORANDUM FOR INCOMING PERSONNEL:

FROM:  42 MSS/DPDF

SUBJECT:  Relocation Assistance Program

1.  The 42 Mission Support Flight’s Relocation Assistance Program extends a warm welcome to you and your family as you relocate to the Maxwell-Gunter community!  There is a Relocation Assistance Program at each Family Support Center Air Force wide to assist you with your PCS needs.  

2.  Before departing your losing base there are several programs you should access through your Relocation Assistance Program:

Child Care for PCS:  The Family Support Center’s Relocation Assistance Program and Air Force Aid Society provide “Child Care for PCS” to members to assist with child care costs associated with a PCS move.  Qualified members can receive up to 20 hours of free child care per child in a licensed home day-care provider’s home within 60 days of departing your current base (if program is available). Members must enroll at the Family Support Center’s Relocation Assistance Program.

Family Services Lending Closet:  The lending closet provides essential items for arriving/departing personnel and families while you are packing out.  Items include:  pots, pans, dishes, silverware, irons, coffee pots, ironing boards, futons, vacuum cleaners, porta-cribs, high chairs, toasters, strollers, card tables, car seats, folding chairs, mixers and Tupperware.

Maxwell-Gunter SITES Web Site:    http://www.dmdc.osd.mil/sites
SITES files contain relocation information on all military installations worldwide including Maxwell-Gunter.  This web site contains installation,   must know items,  community, housing, relocation, education, employment, child and teen services, heath and medical, support services and survival tips for first termers. The information is updated on a regular basis and the site also contains links to additional local web sites.

Maxwell-Gunter Newcomer Web Site:   A comprehensive web site has been developed for all newcomers with information from all base agencies as well as over 200 links to local area information.  http://www.newcomer.maxwell.af.mil
Pre-Move Briefing:  Be sure to attend an Operation Smooth Move briefing at your losing base.  This will assist you in preparing for your move.  You will be provided information from the following agency representatives:  Legal, Tricare, TMO, Housing, Military Personnel Flight, Finance and Family Support Center.

3.  Upon arrival at Maxwell/Gunter,  the Relocation Assistance Program can assist you with the following newcomer needs:

Child Care for PCS:  The Family Support Center’s Relocation Assistance Program and Air Force Aid Society provide “Child Care for PCS” to members to assist with child care costs associated with a PCS move.  Qualified members can receive up to 20 hours of free child care per child in a licensed home day-care provider’s home within 60 days of arriving to Maxwell-Gunter.  Members must enroll at the Family Support Center’s Relocation Assistance Program.

Family Services Lending Closet:  The lending closet provides essential items for arriving/departing personnel and families while you are awaiting  the arrival of household goods.  Items include:  pots, pans, dishes, silverware, irons, coffee pots, ironing boards, futons, vacuum cleaners, porta-cribs, high chairs, toasters, strollers, card tables, car seats, folding chairs, mixers and Tupperware.

Individual Settling-In Assistance:  The Relocation Assistance program offers one-on-one settling in services.  Being new to the base and the area brings numerous questions with it.  Let us help!  No matter how small or large your question about the local area,  we have the answers!  

Community School Directory: The relocation community school directory is available at the FSC or on the web at http://newcomer.maxwell.af.mil.  The directory lists all the school information for the Tri County area and includes public and private schools as well as the elementary school on Maxwell.

Maxwell-Gunter Newcomer Web Site:  A comprehensive web site has been developed for all newcomers with information from all base agencies as well as over 200 links to local area information.  http://newcomer.maxwell.af.mil
Welcome Packages:  Welcome Packages are available with a wealth of community and base information.  Local maps,  event calendars,  area newcomer guides, base guides and more are contained in the packages.

Computer Resource Center:  An Employment/Relocation resource center is available through Transition Assistance at the FSC.  The computers contain nationwide as well as local job listings to aid in your job search needs for personnel and family members.  Resume writing software is available to assist with updating and writing resumes.  Job applications for local employers on and off base are available.  

Transition Employment Assistance:  The Transition Assistance Program offers seasonal and an annual regional job fairs to all job seekers in the local area.  Individual assistance with resume writing, interviewing skills and job search techniques are also available.  TAP maintains a computerized job bank with local and national job listings.

Sponsorship Training:  The Family Support Center’s Relocation Assistance Program offers sponsorship training for all sponsors who are sponsoring an inbound member or family.  The training is conducted on the 1st and 3rd Fridays of each month from 0830-0930 at the Family Support Center.  Sponsorship Training guides and sponsor packages are available at the Family Support Center.  

Returning from Overseas:   If you are arriving to the area from an overseas location, readjustment can be of concern.  The relocation program offers cultural readjustment assistance to make your transition back to the U.S. a smooth one.

TDY Packages:  TDY packages are available to all students and families who are attending any of the Maxwell-Gunter schools.  The packages contain base maps, local area maps, area attractions and a wealth of information on base and local activities.


Air Force Aid Society:  This program is available to you in emergency financial situations.  This private, nonprofit organization can offer interest-free loans or grants for emergency situations and basic living needs.


Referral to Family Support DynCorp Programs:  DynCorp is a contractor who manages the following programs within the Maxwell Family Support Center. (334) 953-2353 or DSN 493-2353.



- Career Focus Program (Spouse Employment Assistance



- Family Life Education Programs



- Personal Financial Management Program



- Information and Referral



- Volunteer Resource Program

4.  Please feel free to contact the Maxwell-Gunter Relocation Assistance Program at (334) 953-9694 or DSN 493-9694.  We look forward to assisting you with your relocation needs.









///signed///









BETHANY B. HIXON









Relocation Assistance Program









42 Mission Support Flight

BASE FACT SHEET/NOTES FOR NEWCOMERS

Welcome to the community!  There is something for everyone at Maxwell/Gunter AFB.

Mission:

Maxwell/Gunter is an Air Education and Training Command installation.  We are home to the Air War College, Air Command and Staff College,  Squadron Officer College,  College for Professional Development,  Senior NCO Academy,  Air Force Officer Accession and Training Schools,  Air University Library,  Civil Air Patrol,  College for Aerospace, Doctrine, Research and Education,  Community College of the Air Force,  School of Advanced Airpower Studies,  College for Enlisted Professional Military Education, and Headquarters 42 Air Base Wing.  Tenant Units include:  Air Force Legal Information Services,  Document Automation and Production Service,  DynCorp Technical Services/Maxwell Support Division, 54 Airlift Flight, 357 Airlift Wing,  908th Airlift Wing,  Air Force Audit Agency,  Air Force Logistics Management Agency,  Standard Systems Group, 331 Recruiting Squadron and Defense Information Systems Agency.

Location:

Maxwell AFB is located in the northwest corner of the city of Montgomery. Exits from interstates 85 and 65 leading to the base are marked. If you are driving to Montgomery from the East, take I-85 South, get off at the Day Street exit (exit 171). This leads directly to the front gate at Maxwell, 2-3 miles on the right. Traveling from the north, take I-65 South into Montgomery, get off at the Day St exit, (exit 172) and the front gate is approximately 1-2 miles on the right. Driving from the South, take I-65 North, (exit 172), Take Herron Street exit and turn left at 3rd light onto Bell Street and Bell St Gate is approximately 2 miles on right.

The Gunter Annex is located in the northeast corner of the city and can be accessed by the interstate highway system. If traveling from I65 South or North take the Northern Blvd Exit and take the Gunter Exit off the Northern Blvd on to Congressman Dickenson Hwy and Gunter Annex is on the left.

Directions from Montgomery Airport

Maxwell AFB : If you are arriving from the Montgomery Airport take a right on to Highway 80 and following the signs to I-65 N - Downtown. Take I-65 N Downtown exit. Take Herron Street exit and turn left at 3rd light onto Bell Street and Bell St Gate is approximately 2 miles straight then veer right.

Gunter Annex:To Gunter from Montgomery Airport, take I-65 North and exit at Northern Blvd Exit. Take northern blvd until you see exit for Gunter. Take right at exit onto Federal Drive and Gate is on your left.

Point of Contact in the Event of An Emergency:

Should an emergency arise while enroute to Maxwell/Gunter AFB, contact your unit Commander or First Sergeant directly.  If you do not know the phone number of your unit,  you can contact the base operator at (334) 953-1110 or DSN 493-1110 and ask to be connected to the unit orderly room to which you are being assigned.  Explain your emergency and request information from the Commander/First Sergeant.  If you are unable to contact your unit, request to be connected with the 24 hour arrival point at (334) 953-2430 or DSN 493-2430 and instruct the individual on duty to pass the information to your unit immediately.  As a last resort, contact your sponsor and explain your situation.

Forwarding Your Mail:

Newcomers can receive mail via general delivery until they move into permanent quarters.

Maxwell General Delivery Address:

Your Name

550 East Maxwell Blvd #3000

Maxwell AFB, AL 36112

Gunter Annex General Delivery Address:

Your Name

100 South Turner Blvd #3000

Maxwell AFB-Gunter Annex, AL 36114Maxwell AFB :General delivery recipients at Maxwell must check for mail at the post office, 550 East Maxwell Blvd near the Bell street gate.

Gunter Annex: Gunter's temporary lodgers can receive general delivery mail at the post office, 100 South Turner Blvd.

Lodging Reservations:

Single people arriving during non-duty hours may be assigned space in visiting airmen or officers' quarters. Families may stay in apartment-style temporary lodging facilities while seeking permanent homes. Reservations for TLFs can be made by telephone as soon as you receive your orders. For further information, contact Maxwell's lodging office, 351 West Drive, at DSN 493-2055 or Gunter's lodging office, 100 South Turner Blvd at DSN 596-2055. Enlisted dormitory room assignments can be made in advance by your sponsor, who can provide a room key on your arrival, saving you a move later.

Maxwell-Gunter lodging does not take pets. 

Room Rates:

	
	Single

	Enlisted Room
	$28.00

	Officers Room
	$24.50

	Enlisted Suite
	$31.50

	Officers Suite (Small)
	$37.50

	Officers Suite (Large)
	$41.00

	TLF
	$35.00


Space-A reservations may be made 24 hours in advance of your arrival. If space is available, the reservation may be made for up to three days. After the third day, your stay is on a day-by-day basis. The University Inn typically has a very high TDY for most of the year. The best months for availability are usually November and December.

Guests who will be arriving after 1800, must guarantee their reservations with a valid credit card. It is the guest's responsibility to ensure a valid credit card is given to hold the room after 1800. At 1800 the front desk will cancel all reservations not held with credit cards.  All rooms must be paid for in advance by cash, check, VISA or Mastercard.  Military members PCS-in to Maxwell are authorized 30 days in TLF. Request for extensions should be given to the lodging manager in writing and will be considered on a case-by-case basis.

	Maxwell

	Reservations
	DSN 493-2055
	334-953-2055

	Front Desk
	DSN 493-2055 ext. 0
	334-240-5600

	Manager
	DSN 493-4780
	334-953-4780

	Gunter

	Reservations
	DSN 493-2055
	334-953-2055

	Front Desk
	DSN 596-4973
	334-416-4973

	Manager
	DSN 596-5383
	334-416-5383


Military Inprocessing Procedures: 

Upon arrival you must check in with your assigned unit orderly room to drop off your records and schedule an appointment for inprocessing.  All personnel inprocessing is completed at your unit orderly room and Right Start inprocessing which is held every Tuesday from 0800-1700 at the Maxwell Enlisted Club.  PME students should report to their respective schools.  If arriving after duty hours, you should report to the Lodging Offices which are the 24-hour arrival points.  Directions to these locations can be obtained form the Security Police personnel on duty at the base gates.

Newcomer’s Orientation: 

A newcomer’s orientation program is sponsored by the military personnel flight is held every Tuesday form 0800-1700 at the Maxwell Enlisted Club.  Spouses are encouraged to attend this briefing with the military member.  Free child care is available through the Relocation Assistance Program Child Care for PCS program. Members must enroll at the Family Support Center’s Relocation Assistance Program prior to the orientation.  (334) 953-9694, Building 677

Child Care for PCS: 

The Family Support Center’s Relocation Assistance Program and Air Force Aid Society provide “Child Care for PCS” to members to assist with child care costs associated with a PCS move.  Qualified members can receive up to 20 hours of free child care per child in a licensed home day-care provider’s home within 60 days of arriving to Maxwell-Gunter.   Contact the Relocation Program at (334) 953-9694.

Housing Information: 

You are required to visit the housing office in order to activate your application for military family housing and prior to entering into any rental or sale agreement in the community.  There is a waiting list for most on-base housing units.  You can apply for advance housing at your losing base.  The Maxwell Housing Office is located in building 502,  (334) 953-5718 or DSN 493-5718.  Bachelors and unaccompanied married personnel should report to the lodging office/CSS, as appropriate.

Household Goods In-Bound Shipments:

Contact the TMO Office as soon you as possible following pick up of your property. Providing information regarding what you want us to do with your property once it arrives is imperative. You do not have to be "signed in" at Maxwell before contacting us. Failure to let us know your plans could create an extensive delay in receipt of your goods and possibly cause undue hardship on yourself and your family. We will need a telephone number and address where you can be reached while traveling to Maxwell and the address where your property will be delivered. This information will help us contact you concerning the status of your household goods. Please call our Inbound Personal Property section at (334) 953-4774 or DSN 493-4774.

Shipment Delivery:  During counseling at the origin base, your shipment will be assigned a Required Delivery Date (RDD). This date is annotated in block 12c on the DD Form 1299, Application for Shipment and/or Storage of Personal Property. The RDD simply means the date on which the carrier is required to get your property to Maxwell. In order to avoid penalties, the carrier must have your shipment here by the specified date or provide advance notice of its late arrival. TMO is unable to trace your shipment until the Required Delivery Date has past. Stay in close contact with TMO to avoid any unnecessary delays.

Contacting TMO:  Contact TMO immediately upon your arrival into the local area or prior to if you know your plans for your household goods. You do not have "sign in" to the base in order to give us a call at 334-953-4774 or 4775. Providing this information will assist in determining the proper disposition of your property. In most cases, temporary storage is authorized; however, this entitlement is not "automatic." If you have a residence when your property arrives, you are required to arrange delivery and assume possession of the items.

Upon Arrival of Your Property:  We have a between one and two hours to provide disposition instructions to the carrier. The distance between your last duty station and Maxwell will determine how long we have to contact you and obtain such instructions. For instance, on stateside shipments originating from locations 200 or more miles away, we have 2 hours to provide instructions. Instructions must be provided within one hour on shipments from locations less than 200 miles away. Once these time limits expire, the property will be placed in temporary storage. (Note) If no storage exists, the property will be placed in storage at your expense until disposition instructions are provided. 
As mentioned earlier, please contact us, preferably in advance of your arrival, to let us know your plans. We use several mechanisms to contact you also but you can help the process flow a lot smoother by contacting us. (Note) We experience a nearly 200% workload increase during the summer months. Contacting us early to provide disposition instructions could make the difference between having your shipment delivered on the date it arrives in the local area or placing it into temporary storage and waiting 2 weeks or more to for receipt. Inbound TMO Phone Numbers: 953-4774/4775 or DSN 493-4774

Securing a Residence:  contact TMO once you secure a residence to provide a complete delivery address including zip code. A map may be needed for rural route or locations not easily accessible. Additionally, please provide a date when you can physically move into the residence. NOTE: Please notify us of any changes to the information provided.

Receiving Personal Property:   Shipments arriving during the non-peak season (September - April) are usually delivered between 1 and 5 from the date the request is made. During peak movement months (May-August) delivery times can range between 2 -3 weeks from date of request. To considerably reduce the wait, please provide delivery instructions, if available, upon receipt. Again, this information can be provided prior to your arrival at Maxwell.

Storing Property at Government Expense:  Initially, you may qualify for 90 days of storage upon arrival. This period is not "automatic" and will depend on whether or not you have secured a residence. Contact us for further information. Requests for storage beyond the initial 90-day period will be approved on a case-by-case basis. Completion of a DD Form 1857, Temporary Storage at Government Expense, is required.

If you live off base, upon expiration of the temporary storage entitlement, the account will convert to your expense at the government rate. If you reside on base and require storage for items that will not fit inside, inform your Housing Assistant. He or she will assist with obtaining orders (AF Form 150) to pay for those approved items. Once received, contact our Outbound Personal Property section, 953-2883, for assistance.

Direct Delivery (door-to-door) Shipment:  Logistics for such a request must be initiated at origin. Ask your outbound counselor for the direct phone number of the company who will facilitate movement of your property and obtain the number to dispatcher. This individual is the point of contact for arrangement of direct deliveries. Caution: Please plan to be at the residence in advance of the date given by the dispatcher. Oftentimes, dispatchers change the routes for drivers without notifying the property owners. You may be given one day and shipment arrives on another. This is in turn may result in your property being placed in storage if you are unable to accept the shipment up arrival.

Moving Empty Boxes from Residence:  Upon direct delivery: The driver who brings your property must unpack all boxes, if requested, and remove all packing material when finished. Please do not agree to make arrangements with a local carrier to remove the packing material. If such arrangements are made, request the driver personally arrange them and speak directly with the manager of the local company agreeing to perform the service after-the-fact. Again, unpacking is a part of the service the delivering carrier must provide and has to be performed unless you approve other arrangements.

Upon deliver from storage: The above rules apply. Once the service is completed, you'll be asked to sign a DD Form 619-1, Statement of Accessorial Services Performed. Remember, if you elect not to have the carrier representatives perform the unpacking, place an "X" in the block indicating your intent to "waive" the unpacking. This way, no funds will be paid for the service. (Note) You are responsible for removal of all boxes and packing material once you allow the carrier representatives to leave. Ask our Inbound Personal Property section clerks for information on available community recycling programs.

Filing A Claim for Lost and/or Damaged Property:  Lost property. Missing items identified during delivery must be brought to the attention of the lead carrier representative. Annotate the inventory item number and the name of the item(s)on the DD Form 1840, Joint Statement of Loss or Damage at Delivery (pink form) and have him or her sign the form in the space provided. This initiates the carrier's search for the item. Since you have up to 70 days following delivery to file your claim, simply add any additional missing items to the DD Form 1840. Contact the Inbound Personal Property section and request a "tracer" be submitted to the carrier for missing items as well. The carrier has 30 days to search for the items and send an official letter stating whether or not the search was successful. Upon receipt of such letter, you may contact the legal office to start the claims process for these items. Damaged property: Property damaged during movement will be handled in the same manner as indicated above with one exception. You may submit your claim immediately upon completion of the DD Form 1840, within the 70-day timeframe. Contact the legal office at (334) 953-2786.

Child Care Services:

Child Development Center: Infants at a minimum of 6 weeks old are accepted at the Maxwell CDC, and the Gunter CDC. Between the two centers, children from the ages of six weeks to five years of age are cared for. Both centers provide full-day care. Hourly care is available at both centers on a space available basis. The Maxwell CDC has an hourly care room where reservations may be made up to 4 weeks in advance. There is a waiting list for some age groups. The Maxwell Child Development Center has been granted accreditation by the National Association for the Education of Young Children. Maxwell CDC (334) 953-6667 or DSN 493-6667 and  Gunter CDC (334) 416-3185 or DSN 596-3185.  For both centers your weekly fee is based on the CDC Fee Adjustment Policy. Both centers are open Mon-Fri from 0630-1730. Both centers are Department of Defense certified and accredited by the National Association for the Education of Young Children's National Academy of Early Childhood Programs.

Family Child Care Program:  There are many licensed day care providers located on both Maxwell and Gunter. Children between the ages of birth to 12 years of age participate in the home day care program. For an up to date listing of the providers, please contact the Family Child Care coordinator at (334) 953-2585 or DSN 493-2585.

Children’s Education:

Maxwell Elementary School: A fully accredited, modern and well equipped DoDEA school serving four-year old preschoolers through sixth grade is available for eligible dependent children residing in permanent government housing on Maxwell AFB including Maxwell Heights and Gunter Annex. Sponsors on the housing list and expecting to receive permanent housing within ninety school days may enroll their children provided a letter from the Base Housing Office stipulating housing will be occupied within this time frame is presented at the time of registration. Children must be four years old on/before September 1 to enter the preschool program. A half-day preschool program is available. The kindergarten program is a full day program. The school year usually begins in early August and ends the last of May or the first week of June. Average class size for grades 1-3 is 18; grades 4-6 is 23.Registration procedure: Registration forms may be obtained from the school office beginning the first week of April and is ongoing throughout the year. Registration is not complete without the following documentation on file:

· Letter from base housing assigning permanent government housing 

· Social security card 

· Current immunization certificate (issued by the Immunization Clinic on base or local Health Department) 

· Preschool, kindergarten and other students entering public school for the first time 

· certified copy of birth record with the official seal attached. 

· School records or a signed release for records for children who have previously attended school (a release form may be signed during the registration process). 

· A copy of sponsor's orders may be requested, if needed. 

NOTE: Students residing in temporary quarters while sponsor is TDY or otherwise assigned at Maxwell AFB, attend public school in the Montgomery County School System.

Maxwell Elementary School:800 Magnolia Blvd Maxwell AFB, AL 36112-6147

Phone : (334) 953-7804 and Fax : (334) 953-4339

Special Education: Personnel arriving with an Exceptional Family Member should contact the EFMP office upon arrival. The office is located in the Family Advocacy Clinic, 820 Willow Street. Appointments are required. Please call (334) 953-5055 or 5501. At your initial appointment you will learn the medical appointment system, the community referral process and be offered supportive counseling.

Public Schools: There are three county public school systems serving this area. Montgomery County School System (334) 223-6710, Autauga County School System (334) 365-5706 and Elmore County Schools (334) 567-1200. A detailed listing of each county system and the schools in each is provided on the Maxwell Right Start Web Page at http://newcomer.maxwell.af.mil and can be mailed to you by the Maxwell Relocation Program at (334) 953-9694 or DSN 953-9694. 

Public Schools Zoned For Maxwell AFB And Gunter Annex: Maxwell AFB: High School - Carver Senior High School; Junior High School - McIntyre Middle School. Both are located approximately 4 miles from Maxwell. Bus service is also provided. Gunter Annex: High School - Lee High School. Junior High School - Goodwyn Junior High School. Each are approximately 8 miles from Gunter Annex and bus service is provided.

Kindergarten Entrance Requirements: Children must be five years old on or before September 1st. Children entering kindergarten must have a copy of their birth certificate; their social security card number; an immunization form; and proof of his/her address (copy of lease, utility bill, etc.) to register. 

First Grade Entrance Requirements: Children must be six years of age on or before September 2nd to enter the first grade. A child entering first grade must show proof of immunization for diphtheria, whooping cough, tetanus, polio, measles, mumps, and rubella; plus boosters for DPT and polio after the child has reached four years of age. 

Second Grade Through Sixth Grade: New students above the first grade level should present report cards from previous school upon registration. Immunization records are required. The local newspaper will announce the date for the elementary school students to begin registering at the appropriate schools. 

Junior And Senior High Schools: Junior and Senior high school students may register at the appropriate school at any time. The Superintendent of Montgomery City/County School s office is located in the central office. For more information regarding the school where a student should register, call the Montgomery Public School's Transportation Department at (334) 223-6710. 

Magnet Schools: Magnet schools for academically advanced students are available for students in grades K-12. Creative and performing arts; mass communication; teaching and Human Services; Math, Science and Technology; Advanced Technology; and Humanities, Writing and Communications are programs available for advanced students Grades K-12. Magnet schools are also available for students in Grades K-12 who are interested in the creative and performing arts. Admission into these schools is by application. Applications are taken each winter for the following fall. Call the Montgomery Board of Education to receive an application at (334) 223-6830. It is important that you request a registration package at the earliest possible date to increase your child's/children's opportunity to enroll in the MAGNET program. Class sizes are limited.

Medical Facilities:

Maxwell AFB has an ambulatory health care facility that features a new state-of-the-art building.  Inpatient care is accomplished at local off-base facilities as part of resource sharing agreements.  On base medical services offered include family practice, flight medicine, pediatrics, internal medicine, dental care, orthopedics, general surgery, same-day surgery, ENT, like skills, optometry, ophthalmology, physical therapy, immunizations, nutritional medicine, radiology, pharmacy and laboratory. You may contact the health care facility at (334) 953-7855 or DSN 493-7855.  The Tricare office is also located in the clinic and can be reached at (334) 953-7855 or DSN 493-7855.

Banking Facilities:

Both Maxwell AFB and Gunter Annex have branches of MAX Federal Credit Union (334) 271-7171 located on the installation.  In addition, Maxwell hosts a branch of Regions Bank (334) 832-8690. 

Max Federal Credit Union

(334) 260-2606

10 East Selfridge Street

Maxwell AFB, AL 36112

Travel and Moving Expenses:

Military Pay 

Base Pay:  Base pay should not fluctuate during your PCS move unless an update to your grade or a change within your time in service occurs during your PCS move.

Basic Allowance for Subsistence (BAS):  BAS is an entitlement that will either continue or be started for all members during a PCS move. This entitlement is automatically started from your PCS orders and is effective the day you final out-process. BAS will stop upon arrival for all single enlisted members residing in the dormitories.

Basic Allowance for Housing (BAH):  BAH will adjust depending on your rank, marital status and quarters assignment. With/dependent rate BAH will continue through your PCS regardless of rank. If your moving out of base housing, the Base Housing Office will forward the BAH documentation to the Finance Office to start the entitlement. BAH will be effective the day you turn your house key into the Housing Office. Single/rate BAH (includes military married to military with no children) falls into one of the following guidelines: E-4 (under 4 years) and below BAH will stop the day prior to your scheduled departure date. E-4 (over 4 years) BAH will continue through your PCS and will terminate the day prior to your arrival at your new duty assignment. All E-4's must have their BAH restarted by the Base Housing Office upon arrival. If living in dorms partial rate BAH will be initiated during in-processing briefing. E-5 and above will initiate their BAH during the in-processing briefing, in not electing, to live in Government Quarters. Military married to Military will initiate their BAH during the in-processing briefing if they arrive at the same time. If arriving separately then they will follow one of the above categories depending on rank.

Direct Deposit:  Direct Deposit is mandatory and your Finance office is not authorized to stop this transaction just for a PCS move. If you plan to change your account or switch banks we strongly urge you to leave your old account open until you have confirmed that the change has taken effect. Finance also recommends that you do not change your direct deposit while en route. Make any changes prior to leaving or after upon arrival.

Advance Military Pay:  You are authorized to receive advance pay to help offset the extraordinary expenses incident to a PCS move. The advance can be applied for 30 days before your PCS departure date or 60 days after your arrival. It cannot be applied for while en-route. Liquidation of an advance pay is normally accomplished over a 12-month period, starting the month following payment. To receive a military pay advance, submit DD Form 2560, Advance Pay Certification/Authorization, and 2 copies of your PCS orders. For more information contact the customer service section at your military pay section before leaving.

Travel Pay: 

Travel pay will be paid to you and your dependents upon filing a DD Form 1351-2 Travel Voucher during your in-processing briefing.  Travel Pay is broken down into three categories, Per Diem, Mileage and Dislocation Allowance.

Per Diem:  Per Diem for the member is paid at a flat rate of $50.00 per day, not to exceed the authorized travel days if traveling by privately owned vehicle (POV). The per diem rate for the dependents, if traveling concurrently, is 75% of member's per diem, per day, for the spouse and any child 12 years of age of older.

Mileage: Mileage is paid for up to two privately owned vehicles only, but not three. The rate for mileage during a PCS move is .15 cents per mile, not to exceed the maximum distance between your current installation and Maxwell AFB. You can be paid an additional two cents per mile, per person based upon how many dependents are traveling during the PCS move, but at no time will the reimbursement exceed .20 cents per mile per vehicle.

Dislocation Allowance: The dislocation allowance (DLA) helps offset the cost of leaving one home and moving to another. NOTE: DLA is not authorized if moving into single type government quarters. DLA is a flat rate, which depends on your rank and marriage status. DLA can be paid as an advance up to 10 work days prior to signing out of your current base or after you file a travel voucher at Maxwell. Please note if you and your dependents travel non-concurrently, then you must file a separate travel voucher for your dependents in order to be reimbursed travel pay and DLA for the dependent's move. Dislocation Allowance is not paid when:  ordered from home to first duty station;  assigned to government quarters and there are no dependents;  transferred to a nearby duty station unless the determination is made that it is necessary as a result of the move;  the member is separated or retired. This allowance may be advanced before your departure. 

Temporary Lodging Expense:  TLE is a PARTIAL reimbursement for temporary living expenses incurred during a PCS move. It covers temporary living expenses at new duty location. The maximum number of days payable is 10. You may be reimbursed up to 10 days while staying in temporary lodging. (Stateside to stateside PCS moves only) Stateside to overseas PCS moves are entitled to 5 days in the stateside location.

Financial Emergencies:   

Just when you least expect it, it happens! Emergencies do occur to people while in transit.  The American Red Cross is always available for emergency aid anywhere in the US. Just contact the nearest Red Cross chapter listed in the local phone directory and explain your emergency. If the Red Cross can't cover the financial emergency themselves, they have a reciprocal agreement with the Air Force Aid Society to meet your need.  If you are near a DOD military installation, you can contact their Aid Society or Relief Society requesting financial assistance due to your emergency. They generally can provide assistance to meet unforeseen required travel and related maintenance expenses such as transportation, lodging or for, when applicable due to extraordinary costs involved with the permanent change of station (PCS). The Maxwell Air Force Aid Society Office is located in the Bldg 677, 55 South Mitchell Street; (334) 953-9694 or DSN 493-9694. After duty hours contact the command post at (334) 953-7333.

Temporary Household Good Items:

Lending Closet:  Newly arriving members and families should be aware that the Family Support Center's Family Service's Lending Closet is especially designed to make transition into the community easier. The Family Services Lending closet provides essential items for the PCSing family while they are awaiting arrival of their household goods and also to TDY students attending AU schools. Items include: pots, pans, dishes, silverware, irons, coffee pots, ironing boards, futons, vacuum cleaners, porta-cribs, high chairs, and infant car seats. Most of these items may be checked out for a period of 30 days. Please bring a copy of your PCS orders and ID card to either of the following locations upon arrival: Maxwell: 55 South Mitchell Street, Bldg 677

Hours of operation are from 0730-1630 Mon-Fri. Gunter:100 South Turner Blvd, Bldg 826 Hours of operation: 0900-1600 Mon, Wed, Fri Volunteers man this office so please call ahead of time, (334) 953-5002 or DSN 493-5002.

Loan Closet Items Available for Check-Out:

	Dishes
Silverware
Futons
Pack and Play
	Toasters
Coffee Pots
Irons
Ironing Boards
	Pots/Pans
Card Tables
Tupperware
Mixers
	Strollers
High Chairs
Car Seats
Folding Chairs


Vehicle Registration:

Driver's License:  Valid state of domicile licenses for military members and dependents is honored and military personnel can drive with a valid out-of-state license. Newcomers have 30 days after establishing residency to obtain a license, however, valid state of domicile licenses for military members and dependents will be honored. Learner's permit can be obtained at age 15 in Alabama. Learner's permits, license or out-of state applications must be made at the examining station.

Drivers License Examiner's Office

1040 Coliseum Blvd.

Telephone No. (334) 272-8868

Learner's permits available at age 15, licenses at age 16. Note: Learner's permits, license or out-of state applications must be made at the examining station located at the Drivers License Examiner's Office. If you have a current out-of-state license, you will be required to take a written and eye exam. If you have no license, a road test is required.

Vehicle Registration:  There is no need to re-register active duty member-owned vehicles bearing current tags of member's state of domicile. However, vehicles registered in name of dependents must be registered in Alabama within 30 days. Pre-1975 models require bills of sale or other evidence of ownership; 1975 and later models require certificates of title. When registering vehicles, you must bring the vehicle with you (they verify the serial number) and you must bring your title. If there is a lien, bring a photocopy of title with lien holders address and the loan number along with current registration. Active duty members are exempt from ad valorem taxes on vehicles.

Base Regulations And Registration:  Assigned personnel must register their vehicles at the visitor's center located at 10 North Pine Street at the Bell Street Gate. A valid I.D. card, driver's license, car registration and proof of insurance are required to register your vehicle on base. Individuals arriving from stateside locations have 15 days to register their vehicles on base and individuals arriving from overseas locations have 30 days.  In accordance with AFI 31-204, must have a $20,000 personal liability per each person; $40,000 personal liability each accident; and 10,000 property damage liability.  Personnel operating a motor vehicle not registered to them must furnish Pass and Registration with a notarized letter or power of attorney from the owner giving that person permission to operate the vehicle on Maxwell AFB. The individual must be covered by the minimum liability insurance. The individual will be issued an AF Form 75 for a period not to exceed one year. You must get a state license plate for registering vehicle. The state gives the owner ten days to apply for license plate. The vehicle has to be registered with the state before registering on the installation.

Your Pets:

Veterinary Clinic:  The Maxwell-Gunter Veterinary Clinic is dedicated to providing quality services to the active duty and retired personnel of the community. You must register your pet within 10 days of MOVING ON BASE. Your pet will be required to have an annual rabies test. If your pet has a current rabies done within the last year, bring the pet's records and the clinic will replace the rabies certificate and issue a new tag. This clinic is only available for minor tests and shots. No blood work is done at this clinic, with the exception of the hear worm test. A full-line of over-the-counter medicines and shampoos are available. The base vet clinic is located at 151 South Arnold Street on Maxwell. (334) 953-7357 or DSN 493-7357. For DoD civilians relocating to this area, check yellow pages for complete listing of veterinary services in the area.

You must register your pet within 10 days of moving on base. (If rabies shot within last year, bring records and clinic will replace rabies cut and give them a new tag.)

Kennels/Boarding:  Pets are not allowed in billeting. There are many kennels located in the Montgomery community. A listing of kennels in the area can be found at http://newcomer.maxwell.af.mil
INBOUND RELOCATION SERVICES

Relocation Assistance Program, Family Support Center

Welcome to Maxwell/Gunter and the Montgomery area!  The Relocation Assistance Program at the Family Support Center is here to provide you with inbound relocation assistance to you and your family.    We have a variety of programs, services and information to assist with your settling in needs.  Please contact us at  953-9694 to find out more about our services listed below.

Child Care for PCS:  The Family Support Center’s Relocation Assistance Program and Air Force Aid Society provide “Child Care for PCS” to members to assist with child care costs associated with a PCS move.  Qualified members can receive up to 20 hours of free child care per child in a licensed home day-care provider’s home within 60 days of arriving to Maxwell-Gunter.  Members must enroll at the Family Support Center’s Relocation Assistance Program.

Family Services Lending Closet:  The lending closet provides essential items for arriving/departing personnel and families while you are awaiting  the arrival of household goods.  Items include:  pots, pans, dishes, silverware, irons, coffee pots, ironing boards, futons, vacuum cleaners, porta-cribs, high chairs, toasters, strollers, card tables, car seats, folding chairs, mixers and Tupperware.

Individual Settling-In Assistance:  The Relocation Assistance program offers one-on-one settling in services.  Being new to the base and the area brings numerous questions with it.  Let us help!  No matter how small or large your question about the local area,  we have the answers!  

Community School Directory: The relocation community school directory is available at the FSC or on the web at http://newcomer.maxwell.af.mil.  The directory lists all the school information for the Tri County area and includes public and private schools as well as the elementary school on Maxwell.

Maxwell-Gunter Newcomer Web Site:  A comprehensive web site has been developed for all newcomers with information from all base agencies as well as over 200 links to local area information.  http://newcomer.maxwell.af.mil
Welcome Packages:  Welcome Packages are available with a wealth of community and base information.  Local maps,  event calendars,  area newcomer guides, base guides and more are contained in the packages.

Computer Resource Center:  An Employment/Relocation resource center is available through Transition Assistance at the FSC.  The computers contain nationwide as well as local job listings to aid in your job search needs for personnel and family members.  Resume writing software is available to assist with updating and writing resumes.  Job applications for local employers on and off base are available.  

Transition Employment Assistance:  The Transition Assistance Program offers seasonal and an annual regional job fairs to all job seekers in the local area.  Individual assistance with resume writing, interviewing skills and job search techniques are also available.  TAP maintains a computerized job bank with local and national job listings.

Maxwell-Gunter SITES Web Site:    http://www.dmdc.osd.mil/sites
SITES files contain relocation information on all military installations worldwide including Maxwell-Gunter.  This web site contains installation,   must know items,  community, housing, relocation, education, employment, child and teen services, heath and medical, support services and survival tips for first termers. The information is updated on a regular basis and the site also contains links to additional local web sites.

Sponsorship Training:  The Family Support Center’s Relocation Assistance Program

offers sponsorship training for all sponsors who are sponsoring an inbound member or family.  The training is conducted on the 1st and 3rd Fridays of each month from 0830-0930 at the Family Support Center.  Sponsorship Training guides and sponsor packages are available at the Family Support Center.  
Sponsor Packages:  The Relocation Assistance Program provides specialized sponsor packages for sponsors of incoming personnel.  All base and community information is available for sponsors in one location  at the FSC.

Returning from Overseas:   If you are arriving to the area from an overseas location, readjustment can be of concern.  The relocation program offers cultural readjustment assistance to make your transition back to the U.S. a smooth one.

TDY Packages:  TDY packages are available to all students and families who are attending any of the Maxwell-Gunter schools.  The packages contain base maps, local area maps, area attractions and a wealth of information on base and local activities.

Welcome and Call Us Today!

(334) 953-9694 or DSN 493-9694

Newcomers Telephone Quick Reference Guide

BASE OPERATORS: 



Emergencies

Maxwell:  
(334) 953-1110 


Maxwell Security Forces:
493-7222

Gunter:  
(334) 416-1110


Gunter Security Forces:
596-4250

DSN Maxwell:  493-1110



Air Force Aid Society:
493-9694

Area Code:
   596-1110












Family Support Center:

DSN PHONE LISTING:



Maxwell:


493-9694

Finance





Gunter:


493-9694

Maxwell: 
493-3288





Gunter: 
596-3619 



Housing Office








Maxwell:


493-5718

Base Locator




Gunter:


493-5718

Maxwell:
493-5027

Gunter: 
493-5027



Household Goods








Maxwell:


493-4774

Base INTRO Manager



Gunter:


493-4774

Maxwell:
493-6487

Gunter:
493-6487



Legal Office








Maxwell:


493-2786

Base Lodging 




Gunter:


493-2786

Maxwell: 
493-2055




Gunter: 
596-3360



Lending Closet








Maxwell:


493-5002

Child Development Center


Gunter:


493-3222

Maxwell:
493-6667





Gunter:
596-3185



Medical








Maxwell:


493-4093

Civilian Personnel




Gunter:


493-4093

Maxwell:
493-6419

Gunter:
596-4408



Military Personnel








Maxwell:


493-6487

Dental





Gunter:


493-6487

Maxwell:
493-7821

Gunter:
493-7821



Vehicle Registration








Maxwell:


493-4283

Exceptional Family Member Program

Gunter:


596-4250

Maxwell:
493-7736

Gunter:
493-7736



Post Office








Maxwell:

(334) 953-2450

Education Services



Gunter:

(334) 416-3983

Maxwell:
493-7401

Gunter: 
493-7401



Youth Centers








Maxwell:


493-6292








Gunter:


493-3316
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