RETAIN THESE INSTRUCTIONS WITH ORDERS

The following information is provided to help you in the execution of your orders in connection with your Formal Physical Evaluation Board hearing at the Washington Navy Yard DC.

Transportation to Washington DC.

Your air travel or driving mileage to Washington DC are reimbursable expenses.  You are directed to use government contracted commercial air transportation whenever available. You are personally responsible for all of your own travel arrangements. You should contact your command’s servicing personnel/admin center at the earliest opportunity for assistance.  The accounting data on your orders will be required to facilitate the government purchase of your ticket.  

You MUST ensure your flight reservations have you flying into Washington Reagan National Airport (DCA) in Washington, DC.  NO OTHER DC AREA AIRPORTS ARE AUTHORIZED without first receiving prior approval from the PEB (see contact number below).  For your personal convenience it is strongly recommended that you request an arrival flight time, in Washington DC, before 1300.  

It is recommended that you limit your luggage to one small carry-on bag to facilitate your use of public transportation while visiting several locations in the D.C. area.

If you’re driving it is suggested that you use the internet web site MAPQUEST.com to get driving directions.  To get driving directions using that site you will need to enter the address of your starting point in “starting address” and enter “8th & M Street SE, Washington, DC” in the “ending address” portion of the program.

Lodging:  You will be reimbursed for your lodging in connection with the execution of your orders after submitting your travel claim.  Reimbursement is limited to the GOVERNMENT PER DIEM LODGING RATE in effect at the time.  Currently the LODGING rate is capped at $153.00 per night.
All members:  Lodging is available for a maximum of three (3) nights on a first come first serve basis at the “Inns of Bolling” located on Bolling Air Force Base, Washington DC.  You are responsible for calling and making your own reservations.  You must call the reservation desk (with credit card ready) as soon as you receive this letter.  The reservation number is (202) 561-2558.  The preferred method is via email by sending a request to lodging@bolling.af.mil.  If you require handicap accessibility, please notify Bolling Reservation Desk at the time of your initial request.  You may make your reservation up to 30 days prior to your hearing.  DO NOT delay in making reservations, as there are limited rooms available.  If Bolling BEQ is unavailable, you must obtain and submit a “Bolling Statement of Non-Availability” to receive reimbursement for commercial lodging expenses.  A negative email response from the above “lodging@bolling.af.mil” address will suffice. 

If the Inns at Bolling are unavailable, below is a listing of hotels close to the Washington Navy Yard. Additionally, the number for the Navy Lodge is provided.  You will NOT be reimbursed for the use of taxicabs in and around Washington DC as public transportation is readily available.  If you are not driving your privately owned vehicle and are unfamiliar with the use of public transportation you may encounter delays in meeting your arrival times.  Use of government berthing at the “Inns of Bolling” is strongly encouraged as transportation is provided by the government. If you chose to make hotel reservations ensure you request the government per diem lodging rate.

List of hotels:

Capital Skyline Best Western

Phone: (202) 488-7500

10 I Street SE, 

South Capital Drive

Washington, DC 20024

Bellevue (Navy Lodge)

Phone: (202) 563-6950

12 Bowline Green SE

Washington, DC  20032

NDW Anacostia Annex 

(Officers Only-BOQ)


Phone: (202) 433-3862

Fax: (202) 433-4095

2819 Robbins Drive SE

Washington, DC  20032

Sheraton National Hotel

Phone: (703) 521-1900

900 South Orme Street 

Arlington, VA 22204

Best Western Pentagon

Phone: (703) 979-4400

2480 S. Glebe Rd 

Alexandria, VA 

Metro: Free shuttle (2mi)

Doubletree Hotel

Phone: (703) 416-4100

300 Army Navy Dr

Arlington, VA 

Metro: Free shuttle (3blk)

Hawthorn Suites

Phone: (703) 370-1000

420 N. Van Dorn St 

Alexandria, VA 

Metro: Free shuttle (1mi)

Residence Inn – Old Town

Phone: (703) 548-5474

1456 Duke St

Alexandria, VA 

Metro: Free shuttle (2blk)

Hampton Inn

Phone: (703) 329-1400

5821 Richmond Hwy

Alexandria, VA 

Metro: Free shuttle (1mi)

Homestead Suites

Phone: (703) 329-3399

200 Blue Stone Rd Alexandria, VA 

Metro: No shuttle (1mi)

Residence Inn – Pentagon

City

Phone: (703) 413-6630

550 Army Navy Dr

Arlington, VA 

Metro: Free shuttle (1.5blk)

Virginian Suites

Phone: (703) 522-9600

1500 Arlington Blvd

Arlington, VA

Metro: Free shuttle 

Other hotels are available in the immediate area.  You may use a travel service such as orbitz.com or hotels.com to find and book reservations; however, you must obtain a per diem rate or below because you will not be reimbursed for any funds exceeding your daily per diem.

Transportation to the Washington Navy Yard:
There are various means of public transportation in the Washington Metro area.  You can visit the following web site for information on transportation: www.washingtondc.worldweb.com/Transportation
From Washington Reagan National Airport (DCA):  The METRO Rail subway is the easiest and least expensive mode of ground transportation to the Washington Navy Yard.  The ticket fare is roughly $2.30 and you should have cash and coins available, although credit and debit cards may be used in some stations.  Once you arrive at DCA, take the METRO Yellow Line from the airport METRO Station.  Take the Yellow Line train going toward Mt. Vernon Square.  Once it leaves the airport METRO station it will stop at three stations and proceed to the L’ Enfant Plaza Station.  You will need to get off the train at L’ Enfant Plaza and transfer to a Green Line train traveling towards the Branch Ave. Station.   Direction signs are clearly visible in the station.  Take the Green Line train two stops and exit at the Washington Navy Yard Station.  Once you come out of the subway you will be on M Street SE.  Once oriented, you will need to walk about three (3) blocks up M Street and enter the Navy Yard at the Main Gate on the corner of M Street and 6th St. If you are unable to walk that distance you may take the Metro Bus or you may chose to hail a taxi at your personal expense.  The METRO Bus stops at the WNY Metro Station stop and proceeds directly to the WNY Main Gate.  Refer to the WNY map for directions to Bldg 200 (Navy Legal Services Office).  
POV:  If you are in the local area and decide to drive (see orders for local area), you MUST ensure that your vehicle’s DoD stickers are current and valid.  Failure to do so will result in untimely delays when attempting entry to the WNY Base and Bolling AFB.  Vehicle parking at the WNY is extremely limited and parking immediately outside the base is even more difficult to locate.  For those reasons it is recommended that you do NOT drive your POV on your hearing day.  If you access the base via POV, you must park in the Visitor’s Section of the parking garage.  Depending on which gate you enter, ask the Security Guard for directions to the authorized parking garage.  Once at the garage, notify the attendant that you are here for a formal hearing at the Secretary of the Navy Council of Review Boards, Physical Evaluation Board in Bldg 36.  The attendant will direct you to park on the top level.  If there is no attendant present proceed to the top level.

Reporting:  You are NOT required to report in uniform on your day of arrival.  
YOU MUST HAVE A VALID MILITARY ID PRIOR TO ATTEMPTING ENTRY ON TO A MILITARY BASE.  If your ID is expired, you must contact your nearest military installation to obtain a new military ID.  Failure to do so may result in your inability to access the base.  BE SURE TO CARRY A COPY OF YOUR ORDERS AT ALL TIMES.  

On the day prior to your hearing, you are required to check in with the Navy Legal Services Office (NLSO), located in Bldg 200 (refer to the WNY map for directions), suite 250, to meet with your assigned attorney.  You will need to report to the NLSO between the hours of 0800 and 1300. If you can arrive earlier, please do so.   If you have difficulty in finding the location, please call 202-685-6429/6436.  (Do not report to NLSO before the day prior to your hearing!)
Your formal hearing will be convened in Bldg 36 on the scheduled day.  Your legal counsel will provide you details on the scheduled hearing time.

After your meeting with your counsel at WNY, you may proceed to Bolling AFB (“Inns of Bolling”) by using the government shuttle van service (Blue 15 passenger van with a RT 12 sign in the windshield).  The shuttle bus runs every hour to and from the WNY (Bldg 197 pick up point) to the main billeting building (Blanchard Hall) on Bolling AFB.  See enclosed maps for locations of pick up and drop off.

Hearing Day:  The RT 12 shuttle van’s scheduled first pick up at the Blanchard Hall pick up point is at 0620.  The van leaves at 0620 sharp!  The RT 12 van will proceed to the WNY and drop off passengers at Bldg 197 at :40 past the hour.  The van leaves Bldg 197 at :41 past the hour and drops off at Blanchard Hall at :55 past the hour.  The van runs on an hourly basis.  The last pick up at the WNY will be at 16:41 and will drop off at Blanchard Hall.  If you miss the last pick up time, you will need to take a taxi back to Bolling AFB at your own expense. It is highly recommended that you make all your appointments and reservations as early as possible.  You are encouraged to check out of berthing prior to coming over to the WNY, because your hearing will extend past check out time.  You should plan on proceeding directly to the airport after your hearing.  

Taxi services:  Your orders direct you to use public transportation and taxi fare; however, for your personal convenience, taxis are available by phone.  Suggested Taxi numbers are provided, if you desire taxi-service.  You may also walk to the gate, exit the base, and hail a taxi.  Please remember that all taxis are at your own expense.  

Washington Flyer:
(703) 801-4884

Red Top Cab:

(703) 522-3333

Yellow Cab:

(202) 544-1212

Diamond Cab:

(202) 387-6200

Empire Cab:

(202) 488-4844

Lincoln Cab:

(202) 484-2222

Mayflower Cab:
(202) 783-1111

Additional information:

The address of the Formal PEB is:

SECRETARY OF THE NAVY COUNCIL OF REVIEW BOARDS


PHYSICAL EVALUATION BOARD

720 KENNON STREET SE, SUITE 309, BLDG 36

WASHINGTON NAVY YARD, DC  20374-5023


Please see the enclosed map of the WNY

Food:  It is recommended that you have at least $25 in cash to cover your daily food costs.  

Washington Navy Yard:  Food is available from the William the III Coffee Shop in Bldg 36 and there is a Town Center Food Court located near the building, which is open 0630-1500 M-F.  NO government messing (dining) facility is available aboard the WNY.

Bolling AFB:  There is a government messing (dining) facility located aboard Bolling AFB within easy walking distance of the main billeting buildings (Blanchard Hall).  Bolling AFB also has clubs and commercial establishments aboard the base where food may be purchased.  

Uniforms:   The wearing of uniforms is NOT required on your day of check in; however, for both Active Duty personnel and Reservists, you are required to report for your Formal Hearing in the prescribed uniform of the day for the Naval District Washington area.  

Miscellaneous Information:

Your Physical Evaluation Board point of contact is Ms. Farley or Mr. Johnson at (202) 685-6428/6436.   Travel related questions may be referred to SSgt Williams at 202-685-6409.  

Claims for reimbursement for travel and lodging expenses are handled through our receptionist by filling out a travel claim form.  Please bring your orders with you each time you report to our office.

You must ensure that you have enough money to cover your personal expenses for two days.  Transportation and food costs can be expensive.   The Formal PEB does not have any funds to assist you.  The Formal PEB can NOT and will NOT pick up fares and room fees at the time of your check in.  Expenses will come out of pocket and you will be reimbursed upon liquidation of your travel claim.  

If you have any questions, please contact the above point of contact.  The PEB fax number is (202) 685-6882.  You can find a copy of these instructions along with other helpful information on the PEB’s website at:

www.hq.navy.mil/ncpb/PEB/Physical_Evaluation_Board.htm 

IT IS YOUR RESPONSIBILITY TO BRING SUFFICIENT PERSONAL FUNDS TO COVER YOUR EXPENSES!

We sincerely hope these directions help you and welcome your feedback.  Please submit your customer service survey and any suggestions you might have to your legal counsel after your hearing.
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