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• VMMT-204 Student Control (STUCON) Officer: 910-449-4254

• VMMT-204 Administrative Officer: 910-449-4286

• VMMT-204 Administrative Chief: 910-449-4087

• VMMT-204 Flight Line Access Control Officer: 910-449-4177

• VMMT-204 Squadron Duty Officer: 910-449-5875

• VMMT-204 Operations Duty Officer: 910-449-4360

• VMMT-204 Uniformed Readiness Coordinator (URC): 910-449-4697

• MCAS New River Bachelor Officer Quarters: 910-787-9575

• MCAS New River Medical Clinic: 910-449-6500

• MCAS New River Dental Clinic: 910-449-6515

• MCAS New River Provost Marshall’s Office (PMO): 910-449-4248

• Regional Personnel Administration Center (IPAC): 910-449-7835
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General Points of Contact
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URC Points of Contact



Pre-Arrival
❑ Collect all of your records:

❑ Three copies of official orders

❑ Logbook (ensure closed-out and signed)

❑ NATOPS jacket

❑ Medical Record

❑ Dental Record

❑ Compare EAS date in MOL against your air contract. If the date is incorrect, advise your current S-1 for corrective 
action. You can also contact MMOA-2 directly to update your EAS (703-784-9267). This must be completed 
before finishing 204.

❑ Ensure all flight gear is accounted for and consolidated in a parachute bag for turn-in on check-in day.

❑ Coordinate Transportation.

• See your current S-1 for departure details from your current station.

• Ensure government travel charge card is active prior to departure (if utilized).

• Leave at VMMT-204 is not typically granted during the period of instruction. If desired, it is recommended 
that leave be taken en-route in conjunction with your PCS move (coordinated with your current 
command).

❑ Prepare Service Alphas

• Re-tailor as appropriate, ensure proper fit and configuration prior to check-in.

❑ Complete required training (next slide) and bring printed copies of all certificates to check-in.

❑ Contact STUCON OIC / XO prior to arrival. Communicate day you intend to check-in.
❑ STUCON OIC - Capt Nathaniel Conroy - 734-558-5712 or nathaniel.conroy@usmc.mil / 910-449-4254
❑ XO - Maj John Albertini - John.Albertini@usmc.mil

❑ Contact S-4 for expedited flightline access. Provide: Full Name, Expected Arrival Date, EDIPI, Branch of Service
❑ VMMT204_S4@usmc.mil
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Required Training (Pre-Arrival)
*Have printed copies of all certificates available for check-in

• Programs & Policies – Travel Card Program (Travel Card 101)

• https://www.defensetravel.dod.mil/Passport

• Casualty Assistance Calls Officer

• MarineNet

• USMC / AIRFORCE:  USMC CYBER AWARENESS TRAINING – COURSE NUMBER:
CYBERM0000

• MarineNet
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Arrival / Post-Arrival
❑ Administrative Check-in location: VMMT-204 Hangar (AS-508, Room 248) - Uniform for check-in: Service Alphas
❑ Important:  Per updated procedures, proceed to Squadron first, prior to the RPAC.  See base map.

❑ Complete Travel Claim
❑ Conduct OMPF review/update.  Ensure EAS date reflects Air Contract.

❑ Turn in medical and dental records at the MCAS New River Clinic (AS-4021).
❑ Flight-line access:

• Check in with S-4. S-4 will add you to the Flightline Access Roster and email Base Ops and PMO to have you added 
to the list. (If not previously complete)

• If CAC card is activated (you have checked in with PMO), use card reader at the turnstile.
• Do NOT use your card to allow anyone else through the turnstile.
• If CAC card is not activated, pick up phone at the turnstile – connects automatically with PMO for access.

❑ Proceed to second deck through main entrance (AS-508), turn right, go to S-1.
❑ Ensure you obtain a check-in sheet from the S-1 Marines.
❑ Ensure you obtain an S-1 reporting endorsement.

❑ Conduct uniform inspection with XO or STUCON Officer (in that order).
❑ Remain in Service Alpha’s for CO pending XO guidance.
❑ Changeover to flight suit following uniform inspection with either XO or STUCON in this order.

• Wear green-on-green beneath flight suit, S-3T will record initial height/waist on arrival.
❑ Turn in flight gear to flight equipment – Bring NATOPS Jacket.
❑ Turn in flight records .

❑ Logbook (S-3T).
❑ APR Training Jacket will be built for you to file your Aviation Training Form grade sheets (S-3).

❑ While here, schedule writers will add your email to the flight schedule distribution list and record you cell phone number.

❑ NATOPS jacket (DSSN).
❑ While here, ensure you receive your MV-22B NATOPS Pocket Checklist.  Bring a copy of your official orders.  DSS officers will 

explain the process to obtain your administrative UPCHIT.

❑ Proceed to S-2/S-6 for security clearance verification, sim building access, and government email access/distribution list 
assignment.  Bring a copy of your Cyber Awareness certificate (CYBERM000).

❑ Proceed to STUCON for student check-in and class information – see STUCON OIC or staff operations officers.
❑ If STUCON unavailable, check back the following day(s).  STUCON check in must be completed within 1 week of arrival.
❑ Complete check-in sheet and turn into S-1 when complete (see detailed checklist on next slide).

• This may take several days to complete, goal is to complete the check-in within 1 week.
• Until assigned a ground-job, S-3 (room 243) is your appointed place of duty (0730-1630).
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Actual Check-In Sheet will be received by VMMT-204 S-1

**This is a copy of the actual check-in sheet, below is the 
recommended sequence for efficient completion 

1 – S-1/ADJ (DTS, GTCC, and CACO certificates must be provided
for sign-off), check EAS in MOL against flight contract (advise S-1 
if incorrect).  See required documents in Arrival/Post Arrival 
Checklist.

2 - Report to RPAC once you receive reporting Enorsement from 
S-1.

3 – Uniform inspection and student check-in (see Arrival/Post-
Arrival Checklist for details).

4 – Turn in medical and dental records.  Check the times the 
clinics are open on check in sheet.

5 – Height/weight in S-3T, turn in logbook to S-3T, turn-in APR to 
S-3.

6 – Turn in NATOPS jacket, copy of official orders, and receive 
MV-22B checklist.

7 – Security clearance verification, sim building access, share-
drive access, government email access/distribution list 
assignment.

8 – Day 2+ items (if unable to complete day 1).

N/A
N/A

N/A

N/A

N/A



From Main Gate
(Open 24 hrs)

Unless otherwise 
posted, speed limit on 

base is 25MPH. 
Excessive speed will 

result in revocation of 
base driving privileges.

Medical / Dental (AS-4021)

RPAC (AS-120)

PMO (AS-302)

Simulators & 
Classrooms

VMMT-204 
Hangar (AS-508)
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