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Hello, and welcome to MOVES & NPS.  Hopefully we can help get you settled in short order.  There are some administrative details that will need to be handled upon your arrival.

	Items
	Where To Obtain
	Done
	Comments

	Car Decal & Parking Pass

(Faculty & GS Only)
	Base Police – Bldg 436
(near the softball field)
	
	You need to bring your offer letter stating that you are faculty (for parking pass), driver’s license, vehicle registration, and a copy of your smog certificate (if registered outside of CA) – hours of operation: M-F 8-3:30.  For directions, request a campus map from MOVES Admin.

	ID 

(Faculty & GS Only)
	Base Police – Bldg 436

(near the softball field)
	
	For directions, request a campus map from MOVES Admin.

	Email Account
	DSS Office – Room 33 (basement) Herrmann Hall

Phone: 3812
	
	Defense Security Service (DSS)
DSS Staff will assist you

Give them your phone #, fax #, ID, name of contractor and dates of contract.

	Computer
	Jimmy Liberato
	
	You will have one on your desk; see John Falby if you have special software &/or hardware requirements

	Workspace (Cubicle Or Office)
	MOVES Admin Staff
	
	See Cecelia Childers

	Furniture (Desk, File Cabinet, Etc.)
	MOVES Admin Staff
	
	See Jimmy Liberato or Cecelia Childers

	Voice Mail
	Terry Gentry
	
	Voice Mail should be in place.  Call 7900, use your extension + #symbol as the initial password, follow prompts for VoiceMail instructions.

	Phone
	MOVES Admin Staff
	
	Basic handset should be in place, see Brigitte Kirchenbauer to order anything else that is needed

	Supplies
	MOVES Web Site

http://www.movesinstitute.org
	
	Should have some basics already in your space, make list of add’l items needed & submit to MOVES Admin Staff.

	Visit Human Resources Office (HRO) (Faculty & GS Only)
	Herrmann Hall
	
	For directions, request a campus map from MOVES Admin.

	Coffee & Soda Mess
	Me-286
	
	MOVES Admin Staff will brief you

	MOVES Infrastructure Director
	Me-365
	
	John Falby

	MOVES Office Supervisor
	Me-369
	
	Cecelia Childers

	MOVES Travel & Purchasing Assistant
	Me-366
	
	Brigitte Kirchenbauer


	Items
	Where To Obtain
	Done
	Comments

	Mail Slot
	Amy Rose / Me-366
	
	Your mail slot is in Room Me-367

	Office Name Plate
	Amy Rose
	
	See Amy Rose in Me-366.

	Administrative Procedures Brief for NPS Employees
	MOVES Web Site

http://www.movesinstitute.org
	
	Vacation, Sick Leave, Pay, etc. -  Complete form and forward to Cecelia Childers

	Administrative Procedures Brief for Contract Employees
	From Contract Company
	
	DCS employees, copy Cecelia Childers on all time sheets.

	Social & Emergency Data
	Form in Welcome Packet
	
	Please complete form & forward to Cecelia Childers

	Welcome Aboard Packet
	MOVES Web Site
http://www.movesinstitute.org
	
	Review & ask questions.


Please note:  

*  If you experience problems at any point with your Check In, please see Cecelia Childers or Brigitte Kirchenbauer.

**  It may take some time for benefits to be in place, but be sure to keep checking on them, especially health care. 


will not need a CAC Card.  Instead your name will be put on the Gate Access list and you will show your Drivers License to the guards for entrance to the NPS campus.

FAQs

Where am I supposed to park?  If you are faculty, you will get a parking pass to hang from your rear view mirror that allows you to park in any open space (except for the obvious reserved or handicap spaces).  If you are not faculty, please note that any green curb spaces are reserved for faculty until 0930 (beware:  these come with a $25 ticket).  If you arrive after 0830, your best bet is to continue toward the Post Office & try over there.  The other solution is to park on the campus side of Sloat Ave.  Everything else in nearby neighborhoods is 1 hr parking only.

Where are the most convenient places to eat?  There are vending machines on each floor of Spanagel Hall, generally located near the elevators.  We have a coffee & soda mess on our floor, and similar ones are in operation on other floors.  The Thai Hut is in the quad between Spanagel & Root Hall.  Located just beyond the Thai Hut is a coffee & pastry bar, which also serves lunch items.  The cafeteria is located in the basement of Herrmann Hall & has a variety of hot & cold dishes. There is also The Grill (pizza & burgers) located in the Navy Exchange. Off site, the closest is Randy’s for sandwiches (1 block down on 10th St.) and Valnizza’s market for assorted sandwiches and deli foods (Ocean & 4th).  Anything else will require exploration by car.

What is the institute’s mailing address?  Naval Postgraduate School, The MOVES Institute, ME-366, [insert your name], 700 Dyer Rd., Monterey, CA  93943-5001
How do I handle outgoing mail?  External mail:  Add the return address stamp (beside mail slots) and include your name, outbox is in Me-367 on the reception counter.  No personal mail (stamped or otherwise) is allowed in campus mail system, use Post Office (see map, located near Navy Exchange).

Where is the fax machine?  It’s located in the mail room (Me-367), and our fax # is (831) 656-7590.
Where is the copier?  It’s in Me-364.
How do I obtain additional office supplies?  There are additional supplies locked up.  See Brigitte to gain access to them.  If you require something not kept in stock, fill out a Purchase Requisition (found on MOVES website) and submit to Brigitte Kirchenbauer.
What is the procedure for handling computer problems?  Contact Jimmy Liberato (ext 4840) first.  If additional or new equipment is needed, see John Falby (Me-365, ext 3390).

How do I obtain a government credit card for travel?  See Brigitte Kirchenbauer.
How do I access my NPS email from home?  Go to https://itwarrior.nps.navy.mil/exchange/logon.asp and use your npgs logon to see any new email.

What is the URL for the MOVES web site?  http://movesinstitute.org

What are the work hours for MOVES?  Standard is 8 hours per day (not including meal breaks), Core hours are between 1000 – 1500.

How do I take leave (vacation or personal)?  You will need to complete form OPM-71 (available on the MOVES website in the Administration section.  Take to your supervisor for approval initials.  From there, give the initialed form to Cecelia Childers where it will be entered onto a shared calendar on line, and forwarded for signature and input.

I’ve just relocated from outside the Monterey area, how do I find housing?  Housing is tight on the Peninsula.  The services of a seasoned real estate agent are strongly encouraged if you want to purchase a home in this area.  For rentals, your best bet is the New Today section of the Monterey County Herald.  Network with coworkers as well and drive through neighborhoods, looking for vacancy signs.

If you are a regular (eg, non-contract) employee, you might want to consider subsidized housing on Ft Ord.  To apply, call the Housing Welcome office (800-334-9168 or 831/656-2321) as soon as you have an offer letter.  They will verify your eligibility and give you phone numbers of housing developments.  Call each development separately (eg Preston Park, Abrams Park) and get on its list for available units.  Expect to wait at least a month.

Where can I find local referrals for medical & other services?  Ask fellow staff members for recommendations.  Community Hospital is located on Hwy 68 just west of Hwy 1.  Our local emergency care franchise is Doctors on Duty and the closest one to NPS is located at 2260 N. Fremont St. in North Monterey (831.372.6700).  There’s also one in New Monterey at 501 Lighthouse Ave. (831.649.0770).

What is the history of the campus?

Did you know that Herrmann Hall used to be the Hotel Del Monte?  Originally built in 1880 by railroad magnate Charles Crocker, it was once called “the world’s most elegant seaside resort”.  The 20,000 acre estate included the Hotel, the 17 Mile Drive and Del Monte Forest (Pebble Beach).  Crocker’s crews built a lavish bathhouse at the beach, a racetrack with stables & grandstands, and San Clemente Dam in Carmel Valley to provide water for the hotel.  The famous Arizona garden was designed by botanist Rudolf Ulrich in 1882.  Ulrich used plants from the Sonoran desert, which were transported by boxcar to Monterey.  Later additions included tennis courts, the pool (known as the Roman Plunge), and the nearby Del Monte Golf course.  Much of the original Victorian structure burned in a fire in 1887.  Over the years, there have been reports of ghost sightings.
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Hotel Del Monte prior to 1887

The hotel was rebuilt & continued to thrive until the early 1900s, when finances started to decline.  Samuel F. B. Morse was hired in 1915 to liquidate the railroad’s Monterey Peninsula assets.  He assembled investors & purchased the properties for $1.3 million, then added four golf courses to the holdings, including the legendary course at Pebble Beach.

Another fire occurred in 1924, this time rebuilt in a Hollywood Mediterranean style, though the east & west wings still contain elements of the original 1880s Victorian architecture.  The new building featured wrought iron stairways & chandeliers, Spanish tile floors, painted ceilings, mosaic tile, murals by Francis McComas (one of designers of the Pebble Beach golf course) and Daniel Sayre Groesbeck, a fresco by Ferdinand Brughdorff, and a diorama by Jo Mora.  Some of the hotels famous guests included Jean Harlow, Clark Gable, Salvador Dali, Eleanor Roosevelt, Marlene Dietrich, and Ernest Hemingway.

The Navy started using the hotel during World War II and purchased the hotel & its surrounding 600 acres in 1947 for $2.2 million.  Prior to that, the Naval Postgraduate School had been located in Annapolis.  The Arizona Gardens were restored by volunteers in 1994, using old photographs.  The historic elegance can still be felt as you walk through Herrmann Hall and the campus grounds.

Campus Map
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Hyatt Hotel (walking distance)

Directions to the NPS MAE Auditorium: Enter via the Sloat Ga immediate left, go through the § n to small parking area. MAE Auditorium is
adjacent to this parking area g at NPS is tight, alternate parking areas are noted.





MOVES Staff Information

	First Name:
	
	 

	
	
	

	Last Name:
	
	 

	
	
	

	Name of Contracting Firm:
	
	 

	(contractors only)
	
	

	Teaching Faculty, Research Faculty, GS or Contractor?:
	
	 

	
	
	

	Birthday (month & day only):
	
	 

	
	
	

	Home Address:
	
	 

	
	
	

	City:
	
	 

	
	
	

	Zip Code:
	
	 

	
	
	

	Home Phone:
	
	 

	
	
	

	Cell Phone:
	
	 

	
	
	

	Local Emergency Contact Name:
	
	 

	
	
	

	Emergency Contact’s Phone:
	
	 

	
	
	

	Home Email:
	
	 

	
	
	


Please complete this form and return to Cecelia Childers, Me-369.



Obtaining a Common Access Card for Contract Employees





It is MANDATORY that all personnel at NPS obtain the new CAC.





For basic instructions, go to � HYPERLINK "http://intranet.nps.navy.mil:8080/NPS/1052327496/index_html" ��http://intranet.nps.navy.mil:8080/NPS/1052327496/index_html�








Download the form DD-1172 and filled it out


Forward to Teri Jay (Ha-222) for signature.


After you pick up the signed form, make an appointment online at:                                http://www.psasd.navy.mil/west/west_idcards.asp


Bring to your appointment, proof of citizenship and 2 types of photo ID.  If you do not own 2 pieces of picture ID, call CAC (656-2746) to see if there are workable alternatives.





Note:  if you are a contractor and do not work on campus or your contract is less than 90 days, you will not need a CAC Card.  Instead your name will be put on the Gate Access list and you will show your Drivers License to the guards for entrance to the NPS campus.











