NEW ORDER WRITING SYSTEM (NOWS) GUIDELINES

ATs at MTFs

1.
Training Officer (TO) checks MEDRUP and identifies the position the member can fill and notes billet line number.

2.
TO contacts RLO at the facility with billet line number and associated information.  RLO approves and issues BCN or disapproves.

3.
Member completes application in NOWS, including BCN and submits to OIC for approval.  OIC approves/disapproves applications and sends to order writing specialists at the reserve center.

No AT applications can be approved unless there is a BCN.

ANNUAL TRAINING

ANNUAL TRAINING FOR COURSES

(NAVLEAD-C4-DCO-NPSAC)

1.
Training Officer/member contacts school offering the course and obtains a quota or seat number for the course.

2.
Training Officer creates a requirement in MEDRUP and notifies FHGL Training Officer who validates requirement.

3.
Once requirement is validated the Det Training Officer matches number to requirement and issues BCN.

4. Member completes applications in NOWS, including BCN and submits to OIC.

FHGL EXECRISES

1.
Billet requirements are determined at HQ.

2.
List of requirements is sent to OIC/TO.

3.
OIC sends list of applicants to HQ.

4.
HQ matches applicants to positions available.  HQ creates billets in MEDRUP and a BCN is issued.

5.
Member completes application in NOWS.

All Medical, Dental, Veterinary, and Optometry Officers are eligible for special pay during AT periods.  Text code 008 needs to appear on the AT orders.  Eligible Officers should have their information already entered into the system before completing AT applications.

