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	DEPARTMENT OF THE ARMY
EIGHTH ARMY WIGHTMAN NCO ACADEMY (BLC)
CAMP JACKSON, KOREA
UNIT # 15351
APO AP 96258-5351
REPLY TO
ATTENTION OF


	

	EAHC-NCOA-BLC                                                                                          
	14 October 2015




[bookmark: _GoBack]SUBJECT:  Basic Leader Course (BLC) and United States Army Japan (USARJ) Liaison Officer (LNO) Standing Operating Procedures (SOP)


1.  PURPOSE:  To establish policy and procedures concerning Chief of BLC and USARJ BLC LNO.

2.  REFERENCES:  None

3.  SCOPE:  This SOP covers the following areas

a. Arrival at Incheon International Airport and transportation to Osan AB.
b. Picking up Soldiers from Incheon and Osan AB (maps included).
c. BLC Packet Requirements/Checklist.
d. Arrival at Camp Jackson (map included).
e. DBIDS, CIF issue, S-6 in-processing.
f. Transportation to Camp Red Cloud for Clothing and Sales items (map included).
g. Turn-in CIF.
h. Traveling to Yongsan on the weekend.
i. Graduation, Departing Korea.
j. List of Contact Numbers.
k. NCO Academy CIF Issue list from Camp Hovey and BLC Packing list.
l. Shuttle bus times.
m. Camp Jackson services operating hours.

4.  RESPONSIBILITIES:
a.  The Chief of BLC is the primary point of contact between the Wightman NCO Academy and the USARJ LNO.  The Chief of BLC manages the progress of all Soldiers attending BLC from USARJ from when they arrive at Camp Jackson to when they depart. The Chief of BLC coordinates all actions with the Academy S3, S4, and other appropriate organizations and is responsible for:
(1)  Coordinates with NCO Academy S3 to determine POC information for the appointed USARJ LNO.

(2)  Remaining “on call” during the weekend prior to BLC pickup.

(3)  Briefing USARJ BLC students on all actions required before pickup day.

(4)  Ensuring students review student guide prior to arrival to Camp Jackson

a.  NCO Academy S3 is responsible for:

 	(1)  The S3 NCOIC directly supervises the activities of the USARJ LNO for the duration of the BLC cycle.

(2)  Handling all administrative functions required for USARJ students to attend BLC.

(3)  Establishing communications with incoming LNO, ensuring LNO has ability to contact the Academy when he/she arrives.

(4)  Providing assistance in transportation from arrival location to Wightman NCO Academy if required.

(5)  Coordinating for transportation to CIF.

(6)  Traveling with USARJ LNO to CIF and ensures students are issued all required packing list items.

(7)  Conducting a review of in-processing packets for USARJ BLC students, works with LNO to ensure packets are correct and complete prior to pick up day.

(8)  After returning from STX, coordinates transportation to CIF for TA-50 turn-in.

c.  NCOA S4 is responsible for:

(1)  Ensuring USARJ BLC students are provided with linen, Class II expendable supply and accommodations while attending BLC.

(2)  Preparing the required number of barracks rooms and linen for BLC students and LNO.

(3)  Issuing BLC students required equipment (Pro masks, JLIST, etc) prior to pick up day.

(4)  Arranging alternate living arrangements if USARJ student is “dropped” from BLC.

(5)  After returning from STX, ensures USARJ BLC students turn-in all equipment issued by Wightman NCO Academy.

(6)  Ensuring barracks rooms occupied by USARJ students and LNO are properly cleared prior to departure.

d.  NCOA S-6 is responsible for:

(1)  Creating, maintaining, and servicing Korea Land War Net Accounts for all USARJ BLC students.

(2)  Providing students with all required documents for setting up Land War Net accounts, ensuring requirements are complete prior to pick up day.

(3)  Coordinating with NEC to prioritize BLC student account requests.
  
     e.  The USAR-J LNO is the primary point of contact between USAR-J BLC students and USAR-J. Prior to leaving Japan the LNO should make contact with the BLC Chief of BLC and provide the BLC students’ date of arrival to Camp Jackson. The LNO will arrive in country one day prior to the arrival of BLC students and will meet the Soldiers at their place of arrival.  It is advised that the LNO reviews every Soldier’s BLC packet as they arrive in country in order to ensure they have all of the necessary documents.  Typically, Soldiers will spend at least one night at Turumi Lodge on Osan AB before departing for Camp Jackson via shuttle bus once all Soldiers from USAR-J have arrived to Korea.  USAR-J Soldiers will arrive a few days prior to the start of BLC in order to get into DBIDS at Camp Red Cloud and receive CIF from Camp Hovey.  Any last minute items such as flags, boots, uniforms and berets can be bought by the LNO at Clothing and Sales on Camp Red Cloud.  During BLC the LNO is responsible for taking care of the USAR-J students to include extra study hall and PRT should the soldiers be deficient or simply want help.  The LNO is allowed into the BLC barracks throughout the duration of the course to ensure Soldiers are doing well.  The LNO’s primary duty is to ensure USAR-J Soldiers have everything they require to successfully complete BLC.  The USAR-J LNO is responsible for:
(1)  Picking up Soldiers from Incheon and Osan AB.
(2)  Checking BLC Packets upon student arrival.
(3)  Transferring from Osan AB to Camp Jackson.
(4)  Getting Soldiers into DBIDS at Camp Red Cloud Bldg 2440 and CIF issue at
 Camp Hovey Bldg S-3455.

(5) Transportation to Camp Red Cloud for replacement items.
(6) Returning CIF to Camp Hovey with students.
(7) Getting the students to Osan AB after graduation for departing Korea.	
5.  PROCEDURES:
a.  Arriving at Incheon International Airport and getting to Osan AB:
(1)  Upon landing the LNO will proceed to immigration for processing.  After processing through immigration, the LNO will proceed to customs. Incheon International Airport has a designated Customs area for U.S. military personnel, which is located at Station 1 near Gate A.  Just outside of Gate A is the Joint Force Reception Center which provides buses to Osan AB and Yongsan.  The bus to Osan costs $35 and the bus to Yongsan is free.  The bus from Incheon to Osan departs the airport at 0900, 1830 and 2230 and will take from 1.5 to 4 hours depending on traffic.  The bus from Incheon to Yongsan will depart the airport at 0800, 1030, 1600, 1800, 1900, 2100 and 2200 and will typically take 1-2 hours. Since the bus times could change make sure they are accurate prior to making concrete plans.  There is also an AAFES taxi service available which can be called from the Reception Center desk and costs around $65.
(2)  The Osan shuttle bus will drop the LNO off directly in front of Turumi lodge for easy access to lodging.  If taking the free shuttle to Yongsan, the LNO must go to the Yongsan bus terminal and pay $6 for a shuttle bus from Yongsan to Osan.  See section l for shuttle bus times.  The shuttle bus from Yongsan to Osan will drop off across the street from Turumi lodge.  The LNO will need their ID card and DA Form 1610 in order to get onto Osan AB.  Two forms of photo ID are required to enter Yongsan.
b.  Picking up Soldiers from the airport:
(1)  MILAIR:  If the Soldiers are flying in MILAIR, they will arrive at OSAN AB.  See the attached map for directions.  The Terminal is a five minute walk from lodging and if the Soldiers have too many bags to carry and want to pay, there are taxis outside of the terminal. If the Soldiers arrive at Base Operations (few minutes west of the Terminal) instead of the Terminal then free transportation can be arranged by talking to the front desk personnel.  Once the students have checked into lodging, inspect their packets at the earliest convenient time to ensure they have all of the required documents for attendance to BLC.[image: VIEW MAP] (
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(2)  COMAIR:  If the Soldiers are flying COMAIR, they will be arriving at Incheon International Airport.  The shuttle bus on Osan AB leaves for Incheon at 0530, 1100 and 1500 and costs $35.  The travel times range from 1.5 – 4 hours depending on traffic.  An alternate route to Incheon is to take the Osan – Yongsan bus for $6 and from Yongsan take the Dragon Hill Lodge bus to Incheon.  The Dragon Hill Lodge shuttle bus times are 0700, 0930 and 1500.  This shuttle bus takes approximately 1 hour to arrive at Incheon and is free.   The LNO will need to leave Osan and arrive at Incheon before the Soldiers’ flight arrives.  At Incheon the Soldiers will go through immigration and customs before exiting out of one of the many exit gates.  While U.S. military personnel are expected to use Customs Station 1, this is not always the case and they may not exit out of gate A.  It is advised that the LNO have the flight number of the arriving Soldiers in order to meet them at the correct gate and escort them to the Joint Reception desk.  Once at the reception desk, the Soldiers will sign in for either the Osan or Yongsan bus.  Departing Incheon with Soldiers will be the same as it was for the LNO arrival process.  
 (
Joint Reception Desk
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Incheon International Airport Main Terminal
c.  BLC In-Processing Documents:
(1)  Once all of the BLC students have arrived in country check their in-processing packets.  Failure to provide any of the required documents will result in the Soldier not being enrolled in BLC.  Below is the Wightman Academy required document list.  Checking the packets as soon as possible will allow the LNO enough time to work with the Soldier and their unit to get the correct documents.
(2)  Required documents for in-processing 8th Army NCOA: 
(a) SSD1 Course Completion Certificate (must be ATRRS printout)   
(b) ERB (must be within 14 days)
(c) 8th Army NCOA checklist (must be signed through BN CSM)
(d) TASS Unit Pre-Execution Checklist TRADOC Form 350-18-2-R-E 
(e) DA Form 705 (2010 version)
(f) Current MEDPROS printout - Individual Medical Readiness (IMR) Only
(g) Meal Card DD Form 714
(h) DA Form 5500 or 5501 (2010 version) (if applicable)
(i) Physical profile (if applicable)
(j) Flag removal DA Form 268 (if applicable)
(k) Memorandum from commander if other than 10 ERUP code on ERB 
(if applicable)
(l) DoD Cyber Awareness Challenge Training Certificate from https://ia.signal.army.mil/

d.  Transportation to Camp Jackson:
(1)  Take the $6.20 shuttle bus from Osan to Yongsan and from Yongsan take the free shuttle to Camp Jackson. A day prior to departure visit the bus terminal to verify price and times. It is also a good a idea to purchase tickets early since they can get sold out.  The shuttle from Osan will drop off at the same bus terminal the Camp Jackson bus will leave from.  The shuttle bus times are listed in Section l.  Once the LNO knows the approximate time of arrival to Camp Jackson, the BLC Academy Staff duty should be called in order to provide time for the Academy to prepare linen and rooms.  The Wightman NCOA staff duty number is DSN: 784-1399 and if calling from a Korean cell phone: 050-3332-6405.  The shuttle bus to Camp Jackson might not drop off in front of the Camp and everyone might need to walk to the front gate.  
(2)  The shuttle bus might drop everyone off on the opposite side of the street next to a crosswalk.  Simply cross the street, turn right and continue walking straight until you see Camp Jackson.  The shuttle will most likely drop you off at the front gate though.  To enter Camp Jackson, Soldiers will need their ID card and DA Form 1610.  After entering Camp Jackson proceed to the Staff Duty office to check in and meet up with BLC personnel for linen and rooms.
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Camp Jackson
e.  DBIDS, CIF issue, S-6 in-processing, and Protective Mask issue:  Once everyone has arrived at Camp Jackson and before BLC starts, the BLC S-3 will arrange to take all USAR-J personnel to Camp Red Cloud for entry into DBIDS and CIF issue at Camp Hovey. The CIF Issue list can be found in Section k. The office hours for DBIDS are 0900-1700 and CIF Issue is Mon-Fri 1300-1600. All BLC soldiers will need to see S-6 before the start of class to set-up computer access. Also the BLC soldiers will need to be issued a Protective Mask from NBC for the duration of the class. 
f.  Transportation to Camp Red Cloud for replacement items (
DBIDS
) (
PX
) (
Clothing and Sales
 
):  Camp Red Cloud (CRC) is the closest base to Jackson and has a Clothing and Sales, Tailor, PX and Commissary.  Travel to CRC can be accomplished by taxi, bus, or if there is room by catching a ride with the S-3 when they pick up mail.  The number to call a taxi is DSN 99-1544-9080 and Cell 1544-9080.  The fare will range between 7000-10000 won one way.  Clothing and Sales on CRC has basic items such as Berets, IR Flags, Unit Patches, Boots, etc.  The only way to know if you can replace an item one of the students needs is to physically go and look.  
 (
Clothing and Sales
 
) (
Commissary
) (
DBIDS
) (
PX
)[image: C:\Users\EAVENSON1126471595.KOREA.001\Pictures\CRC.jpg]
Camp Red Cloud
g.  Turn-in CIF:  CIF will be turned in immediately after completion of the BLC STX, typically the Wednesday right before graduation.  CIF turn-in is conducted in the morning from 0900-1130 and BLC S-3 will facilitate transportation to and from CIF at Camp Hovey.  It is important that students have all of their gear for turn-in before leaving for CIF.  Camp Hovey is 1 hour from Camp Jackson and there will not be another opportunity to turn-in CIF due to their schedule.  Failure to bring all of the issued gear will result in a statement of charges for the Soldier.  It is not the responsibility of the BLC Cadre to turn-in gear that has been left at the Academy.
h.  Traveling to Yongsan on the weekend:  It is possible for the BLC Soldiers to travel to other bases on the weekend if the LNO accompanies them. They are not allowed to leave Camp Jackson otherwise. The closest large base is Yongsan which has a large PX, food court, Clothing and Sales, Concessions Mall, etc. The soldiers may travel to another base while wearing civilian clothes but they must only wear them while away from Camp Jackson and need to change back into uniform once they return. Yongsan can be reached by a free shuttle with the return trip also free. The shuttle schedule can be seen in section l.
[image: ]
Map of Yongsan
i.  Graduation and Departing Korea:
(1)  BLC graduation will occur on the last day of the course and start at 1000 and end at approximately 1200.  Following graduation, students will gather their gear and prepare to take the shuttle bus from Camp Jackson to Osan.  Shuttle bus times are in Section l.  Whether the Soldiers are taking MILAIR or COMAIR will dictate which lodging needs to be used.  Barring any last minute changes, lodging will be booked by USAR-J prior to the start of BLC.
(2)  USAR-J Soldiers will fly out of Korea the day after graduation.  If Soldiers are using MILAIR, they will leave Korea from Osan AB.  If they are flying COMAIR then they will utilize flights from Incheon International Airport.  Soldiers cannot leave Korea without a copy of their DA Form 1610 Travel Orders.
(a)  MILAIR Flights:  USAR-J will have already added the Soldiers to the flight manifest if flying MILAIR.  Soldiers will check out of Turumi Lodge and either walk or take a taxi to the AMC Terminal on Osan to wait for their flight.  Once Soldiers have been checked in, they will wait to be called for boarding and fly out directly to one of the Air Bases in Japan.
(b)  COMAIR Flights:  Flying COMAIR will require more time management in order to ensure Soldiers get to Incheon with enough time to check-in and process through immigration.  If lodging is at Osan, buses leave Turumi Lodge at 0530, 1100 and 1500 at a price of $35 and the ride will take between 1.5-4 hours.  The Dragon Hill Lodge free shuttle bus leaves at 0700, 0930 and 1600 and takes approximately 1 hour for those Soldiers who are staying on Yongsan.
j.  Contact Numbers:
(a)  USAR-J Contacts:

           G-3 Training SGM DSN 315-485-7539
           G-3 Training Office DSN 315-263-7109
           G-3 Training Office DSN 315-263-5939

(b)  Wightman NCO Academy Contacts:

Staff Duty DSN 784-1399 Korean Cell 050-3332-6405
Chief of Training DSN 732-6417 Korean Cell 010-6476-9549
S-3 NCOIC DSN 732-7764


(c)  Other Numbers:

AAFES Taxi for Camp Jackson from DSN 99-1544-9080 Korean Cell 1544-9080
Turumi Lodge DSN 784-1844
Dragon Hill Lodge DSN 738-2222 Korean Cell 050-3338-2222





 k.  NCO Academy CIF Issue from Camp Hovey: 
[image: ]



l.  Shuttle Bus Times:
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Yongsan-Jackson Shuttle Schedule 
[image: ]
Osan – Yongsan Shuttle Schedule
[image: ]Osan – Incheon Shuttle Bus
	Leave Osan Turumi Lodge
	0530
	1100
	1500

	Leave Osan Bldg 924
	0600
	1130
	1530

	Leave Incheon
	0900
	1830
	2230



n.  Camp Jackson services operating hours:
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	PX
	Closed
	1100-1400
1500-1900
	1100-1400
1500-1900
	1100-1400
1500-1900
	1100-1400
1500-1900
	1100-1500
	1200-1900

	Gym
	24/7
	24/7
	24/7
	24/7
	24/7
	24/7
	24/7

	KATUSA
Snack Bar
	1000-1900
	1000-1900
	1000-1900
	1000-1900
	1000-1900
	1000-1900
	Closed

	DFAC
	0700-0830
1130-1300
1700-1830
	0700-0830
1130-1300
1700-1830
	0700-0830
1130-1300
1700-1830
	0700-0830
1130-1300
1700-1830
	0700-0830
1130-1300
1700-1830
	0700-0830
1130-1300
1700-1830
	0700-0830
1130-1300
1700-1830

	Dry
Cleaner
	1100-1800
	1100-1800
	1100-1800
	1100-1800
	1100-1800
	Closed
	Closed



There is a 24/7 ATM available next door to the staff duty office. You can withdraw US Dollars and Korean Won from it. Also there are no posted operating hours for the Barber Shop. It is open for business when the barber’s pole is on. The two easiest places to access free Wi-Fi internet are the BLC student barracks and the KATUSA Snack Bar. The map of Camp Jackson can be found on page eight.

6.  Point of Contact for this memorandum is the undersigned at 732-7789.




///ORIGINAL SIGNED/// 
ANTHONY J. HANLON	
MSG, USA
Chief of BLC
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