Joint Culinary Center of Excellence
Enlisted Aide Training Course
1630 B Avenue, Bldg 4200, Room 158
Fort Lee, VA 23801-1601
Phone: (804) 734-3112

WELCOME ABOARD LETTER!

Shipmate:

Congratulations on receiving orders to the Enlisted Aide Training Course, Joint Culinary Center
of Excellence, Fort Lee, VA. The instructors and staff members of the Advanced Food Service
Training Division welcome you. We look forward to having you attend the EATC which will
equip you with the knowledge and skills required to support all General and Flag Officers. Upon
completion of this challenging course you will have attained all the necessary requirements to
become an Enlisted Aide.

Pre-requisites: Must complete NKO/E-learning course CSS-EA-010-1.0 provide certificate of
completion and view the link below (knife skills for chefs). In addition, it is highly
recommended that you read DODI 1315.09 Utilization of Enlisted Personnel on Personal Staffs
of General and Flag Officers and Culinary Fundamentals (ISBN 0-13-118011-8). Also bring a
copy of PQS for Enlisted Aides NAVEDTRA 43238/August 2010 for signatures.
http://www.acfchefs.org/Content/NavigationMenu2/Resources/Video/Knife/knife 04.htm

Course Description: The training course consists of the general policy governing enlisted aide
duties and responsibilities to include: Developing a continuity book, household management,
military customs and traditions, interpersonal skills, uniform maintenance and assembly,
accounting procedures, formal table setting and service, basic bartending, planning, preparing
and presentation of a 4 course gourmet menu, protocol procedures for official functions,
schedules and time management, safety and security of the quarters, anti-terrorism and OPSEC.
You will make valuable contributions as you carry out these important daily duties and
responsibilities in support of our senior high ranking officers.

Uniform of the Day: Navy Working Uniform (NWU) for the classroom and graduation. In
addition, you are required to have at a minimum 2 sets of the following for lab instruction: white
chef coat, black chef pants and appropriate shoes, your name and rank insignia must be visible
on chef coat. Also, for the class field trip you should bring a business casual outfit (e.g. slacks,
polo/oxford shirt, belt, blouse, and appropriate shoes). NO JEANS!!

PCS students: To assist with lodging and other expenses it is highly recommended that you
request Advance Pay prior to departing. Follow these steps to request advance pay: 1% call the
Army Lodging facility at Ft. Lee 1-866-363-5771 to request a Non Availability Letter 2" make
hotel reservations outside the base and request a “projected lodging check-in/ check-out “dummy
receipt” showing total amount 3" take these documents to your local PSD to request the
Advance Pay for lodging.



http://www.acfchefs.org/Content/NavigationMenu2/Resources/Video/Knife/knife_04.htm

Check-In Procedures: Report on Monday 0800 to building 2300, room 118 Navy Admin
Support with the following documents: Non Availability Letter from Army lodging, Projected
Lodging Receipt, Updated Page 2, Updated SGLI (if you have dependents), Original Orders (1
copy for the Instructor), and documentation showing that you have been detached from your
previous command. Once complete you will then report to Bldg 4200 McLaughlin Hall, Joint
Culinary Center of Excellence Room 158 no later than 1000 for training.

Side note: Funding for rental vehicles are limited and on a case by case basis. If you want to
request a rental car you must first check-in with Navy Student Management Office, Fort Lee
Virginia and speak with Mr. Julius Freeman or Ms. Cynthia Johnston. Please be aware that if you
are granted a rental authorization for Fort Lee, you will be the primary driver and have to assist
other students in your class that do not have rental vehicle or POV. Only one rental car will be
authorized per 5 students and will be utilized as the carpool vehicle. For further questions or
concerns please call the Navy Student Support Detachment at 804-765-1845/1850.

Travel and Lodging: Ensure that lodging and transportation is scheduled prior to arrival. Hotels
in the Hopewell, VA and Colonial Heights, VA area are preferred. The following links are
extended stay hotel suggestions near post. www.dabneyproperties.com, www.execustay.com.
Note: When making flight arrangements your return flight should be scheduled after 1600 on
graduation day (end date).

Transportation/Directions: James River Transportation Company located in the airport is
highly recommended for transportation from airport to Ft. Lee for reservations call 804-342-
7300. Fort Lee is located 30 miles south of Richmond (RIC) International Airport. If authorized
a rental car and have not GPS exit airport onto S Airport Dr towards US-64 E/VA, you will then
merge onto 1-295 S via the ramp to Rocky Mt NC/1-295 S, take 295 south and exit 9B Fort Lee
exit onto W/Oak lawn Blvd, follow Oak Lawn Blvd down to 6" Street, main entrance to the base
will be located on your left side. Take 6™ Street/ Sisisky avenue to A ave, turn right on A ave,
turn left on 16™ /Mahone ave, and then turn right on B ave. Joint Culinary Center of Excellence
(JCCoE) building is on the right. Coming in from the Lee gate entrance take Lee Avenue to C
ave, turn left for about %2 mile, JCCoE will be on your left.

NEC 3530: You must serve in a Flag Officer’s QTRS for one year and also complete the PQS
for Enlisted Aide. Once you complete one year in FO’s QTRS and PQS you must submit the
final qualification pages of 301&302 of the PQS to the EA/FM Detailer. The detailer will then
route necessary supporting documents thru PERS 44 chain of command for final approval and
award the NEC.

One again we are excited and look forward to having you as a prospective student here at the
Enlisted Aide Training Course, Ft. Lee VA. Please feel free to contact the EATC Senior
Instructor CSCS (SW/AW) Frank Davila at O: (804) 734-3112 C: (804) 835-3249 or email
frank.davila@us.army.mil for further questions or concerns. You can also visit us at
http://www.quartermaster.army.mil/ Enlisted Aide tab on the right!

RUSSELL D. CAMPBELL
CW4, QM
Chief, Advanced Food Service Training Division
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HOTEL LISTINGS IN THE FORT LEE AREA

Hotel Phone Address
804-751-
Comfort Inn 0000 2100 W. Hundred Road, Chester VA, 23831
804-768-
Hampton Inn 8888 12610 Chestnut Hill Road, Chester VA, 23836
804-530-
Residence Inn 5501 3807 West Hundred Road, Chester VA, 23836
804-751-
Homewood Suites 0010 12810 Old Stage Road, Chester VA, 23836
804-751-
Holiday Inn 0123 1911 West Hundred Road, Chester VA, 23836
804-452-
Best Western 0025 3950 Courthouse Road, Hopewell VA, 23860
Candlewood 804-541-
Suites 0200 5113 Plaza Drive, Hopewell VA, 23860
804-541-
Econo Lodge 4849 4096 Oaklawn Blvd, Hopewell VA, 23860
Fairfield 804-458-
Inn&Suites 2600 3952 Courthouse Road, Hopewell VA, 23860
804-452-
Hampton Inn 1000 5103 Plaza Drive, Hopewell VA, 23860
804-458-
Quality Inn 1500 4911 Oaklawn Blvd, Hopewell VA, 23860
804-452-
Stay-Over Suites 1377 4115 Old Woodlawn St. Hopewell VA, 23860
Candlewood 804-526-
Suites 1311 15820 Woods Edge Road, Colonial Heights VA,23834
804-520-
Econo Lodge 1010 2310 Indian Hill Road, Colonial Heights VA, 23834




