
DEPARTMENT OF THE ARMY 
JULIET COMPANY, 262D QUARTERMASTER BATTALION 

23D QUARTERMASTER BRIGADE 
BUILDING 8536, BARFOOT AVENUE 

FORT LEE VIRGINIA  23801 

 

ATSM-TPB-J 
 
 
MEMORANDUM FOR RECORD 
 
SUBJECT: 27D Advanced Individual Training (AIT) Welcome Letter 
 
 
1. We are excited to welcome you to Juliet Company (J Co), 262d Quartermaster 
Battalion and the Paralegal Specialist Training Center (PSTC). Below is important 
information to assist with your arrival and establish expectations as you begin training at 
J Co and PSTC. 
 
     a. Soldiers flying into Richmond International Airport will need to secure 
transportation to Fort Lee, Virginia, as there is no direct shuttle service. Soldiers will 
report to M Company, 266th Quartermaster Battalion (Building 3004, Adams 
Avenue, 804-734-7626). Following initial in processing, Soldiers will report to J Co 
(Building 11107, East Avenue, 5th Floor) for further in processing. Call the Building 
11107 consolidated CQ desk at 804-734-7331 or 804-734-1771 for any questions 
or concerns (See Enclosure 1 for relevant strip maps). 
 
     b. Soldiers must report in compliance with Army grooming and uniform 
standards as set forth in Army Regulation (AR) 670-1, Wear and Appearance of 
Uniforms and Insignia, dated 26 January 2021 and Army Directive 2025-18, 
Appearance, Grooming, and Army Body Composition Program Standards. All 
Soldiers must report wearing the duty uniform - Operational Camouflage Pattern 
(OCP). Soldiers must report to the course with a complete, properly fitted, and 
serviceable uniform. 
 
     c. Soldiers are required to bring the following items and equipment: 
 
 (1) Initial issue items, to include a complete and serviceable Army Service 
Uniform (ASU) while the ASU remains authorized or Army Green Service Uniform 
(AGSU) and Army Physical Fitness Uniform (APFU) (see enclosure 2 for packing 
list). Replace missing and/or unserviceable initial issue items prior to arrival.  
 
 (2) Females may wear pants or skirts with low-quarter shoes, or with 
Army issued pumps (2 inches) as part of their ASU/AGSU uniform. 
 
 (3) Soldiers must bring issued Army rucksack. 
 
 (4) Clothing Inventory; completed DD Form 93; SGLV signed by the Soldier 
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and a witness; recent DD93; six (6) copies of orders and amendments, if 
applicable; and six (6) copies of DA Form 1610, if applicable. 
 
     d. Additional requirements/considerations for Soldiers reclassifying to 27D: 
 
 (1) Active duty Soldiers in the rank of Sergeant (E-5) and above and Reserve 
and National Guard Soldiers in the rank of Staff Sergeant (E-6) and above reclassifying 
into the 27D MOS require a grade waiver to attend the 27D Paralegal Specialist Course. 
The Regimental Command Sergeant Major of The Judge Advocate General's Corps is 
the approval authority for all grade waivers. Submit grade waiver packets to SSG 
Dawren Nunez-Pena at dawren.m.nunezpena.mil@army.mil (see enclosure 3 for 
example packet). NCOs who report to the 27D AIT Course without an approved grade 
waiver will be removed from the course.  
 
 (2) Soldiers must report with a valid Waist-to-Height Ratio (WHtR) assessment 
completed within 30 days, documented on DA Form 5500, Army Body Composition 
Screening and Assessment Worksheet. Juliet Company will conduct a WHtR 
assessment during in-processing, but no later than two days after arrival, to verify 
compliance with AR 600-9, The Army Body Composition Program, and Army Directive 
2026-13, Army Body Composition Program and Standards. Soldiers must meet the 
Army standard of a WHtR less than 0.55. Soldiers who fail the initial WHtR assessment 
will receive a same-day confirmation assessment conducted by a different testing team. 
Soldiers attending the course in a Temporary Duty (TDY) status who fail both the initial 
and confirmation assessments will be dropped from the course and returned to their 
parent unit. The parent unit is responsible for initiating the appropriate flag upon the 
Soldier's return.   
 
     e. Army Fitness Test (AFT) and Profiles: 
 
 (1) Soldiers must report with a valid, passing record AFT completed within 30 
days prior to their course report date. Soldiers must meet the AFT general standard in 
accordance with AR 350-1, Army Training and Leader Development, Army Directive 
2025-06, Army Fitness Test, as modified by Army Directive 2026-07, Army Physical 
Fitness Standards. Soldiers must achieve a minimum of 60 points in each AFT event to 
pass. Soldiers who fail the initial AFT administered during the course will be provided 
with two weeks to prepare for and complete a second AFT. Soldiers who fail to achieve 
a passing score on the second AFT will be dropped from the course and returned to 
their parent unit. 
 
 (2) All AFT modification templates (in E-profile) for permanent profiles must be 
updated to reflect the AFT events permitted and prohibited. The least number of events 
which a Soldier can take based on the provisions of a permanent profile is one aerobic 
event (run, bike, swim, row, or walk). If unable to take a single aerobic event, the Soldier 



MEMORANDUM FOR RECORD 
SUBJECT: 27D Advanced Individual Training (AIT) Welcome Letter 
 
 

3 

 

cannot take a test. Soldiers with a permanent profile must provide a copy of their DA 
Form 3349, Physical Profile, and may not have PULHES greater than 222121.  
 

(3) Soldiers on a temporary profile will not be enrolled in the course unless 
documentation is provided to show injuries are a direct result of combat operations in 
accordance with AR 350-1.  

 
(4) All students in this course will conduct Physical Readiness Training with the 

company at 0530, Monday through Friday, on Stillions Field, 11117 39th Street, Fort 
Lee, Viriginia , unless otherwise directed, and within the limits of their profile. 
 

f. TRADOC Regulation (TR) 350-6 and Military Occupational Specialty-Transition 
(MOS-T) Status under the 23d Quartermaster Brigade Chain of Command: 

 
(1) In accordance with TR 350-6, reclassified and prior-service Soldiers are not 

considered IET Trainees; however, they are assigned to an IET unit and must comply 
with all applicable regulations, standards, policies, and course requirements. MOS-T 
Soldiers will be treated with dignity and respect commensurate with their grade, and 
their privileges should generally be equivalent to those afforded to permanent-party 
Soldiers of equal grade. Specific privileges remain subject to the Company Commander 
based on grade, training performance, self-discipline, motivation, conduct, and mission 
requirements. The primary duty of all MOS-T Soldiers is to attend training and become 
technically proficient in their new MOS. 

 
(2) MOS-T Soldiers are authorized off-post privileges in accordance with 23d 

Quartermaster Brigade Policy Letter #7B and local command policies. MOS-T Soldiers 
may travel off Fort Lee and remain within a 50-mile radius without a mileage pass. 
Travel beyond the 50-mile radius requires an approved mileage pass, and the Battalion 
Commander is the approval authority for all MOS-T mileage passes exceeding 50 miles. 
Mileage pass requests should be submitted at least a week prior to execution; requests 
submitted within 48 hours may be rejected as untimely. MOS-T Soldiers will comply with 
all accountability requirements established by Juliet Company.  

 
(3) MOS-T Soldiers will comply with all restricted-area and commercial lodging 

requirements established by 23d Quartermaster Brigade and CASCOM policy. Unless 
specifically authorized, off-limits locations include on-post housing areas, permanent-
party barracks, barracks to which the MOS-T Soldier is not assigned, and locations 
designated off-limits by the Garrison Commander. MOS-T Soldiers are prohibited from 
renting, visiting, entering, or staying in commercial lodging unless they have an 
approved mileage pass from the battalion commander. Commercial lodging includes 
hotels, motels, bed and breakfasts, and other facilities that provide lodging for profit, 
whether located on or off a military installation. 
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(4) MOS-T Soldiers of legal age are authorized to use tobacco and nicotine 
products, including e-cigarettes and vaping devices, except in areas where IET Soldiers 
are present or likely to observe their use. MOS-T Soldiers will comply with all installation 
and local restrictions governing the use of tobacco and nicotine products. TR 350-6 
prohibits the use of tobacco or nicotine products in areas where trainees who are 
prohibited from using such products are likely to observe their use. 

 
(5) MOS-T Soldiers who are 21 years of age or older may consume alcohol in 

accordance with 23d Quartermaster Brigade Policy Letter #7B. Alcohol consumption is 
prohibited during the duty day and within eight hours of the following duty day's first 
formation. Alcohol will not be possessed anywhere within the 23d Quartermaster 
Brigade footprint, including MOS-T barracks rooms or privately owned vehicles. MOS-T 
Soldiers will comply with all additional alcohol restrictions established by the installation 
and chain of command. 

 
2. Students must meet all regulatory requirements to be awarded the 27D Military 
Occupational Specialty (MOS) IAW DA Pam 611-21, Military Occupational 
Classification and Structure (See Enclosure 4). 
 
3. Billeting, Transportation, and Meals for Reclassifying Personnel.  
 

a. Billeting. MOS-T Soldiers will be billeted in accordance with TR 350-6 and local 
23d Quartermaster Brigade billeting procedures. Prior-service Soldiers in grades E-1 
through E-4 will be offered non-IET barracks when available and feasible. Prior-service 
NCOs in grades E-5 through E-7 will be billeted separately from IET Soldiers, with 
separate buildings.  

 
b. Transportation. Parent units should authorize a rental vehicle for MOS-T 

Soldiers for the duration of the course, unless the Soldier elects to travel with and use 
a privately owned vehicle (POV). MOS-T Soldiers are responsible for transportation 
between their assigned billeting, physical readiness training, the Paralegal Specialist 
Training Center, dining facilities, and other required training locations. Juliet Company 
does not provide routine transportation for MOS-T Soldiers. Reliable transportation is 
essential for Soldiers to meet accountability, training, and course requirements. MOS-
T Soldiers are authorized to drive or ride in a POV or rental vehicle. MOS-T Soldiers 
are prohibited from offering or providing transportation to IET Soldiers in their POV or 
rental vehicle. 
 
    c. Meals. Dining facilities are available for MOS-T Soldiers attending the 27D 
Paralegal Specialist Course. MOS-T Soldiers are responsible for planning their meals 
around scheduled Periods of Instruction (POI) and other course requirements. 
 
4. Graduation.  
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     a.  Most graduations begin at 0900 and conclude at approximately 1130 after 
completion of class photographs and other graduation requirements. MOS-T 
Soldiers traveling by commercial air should schedule return flights after 1500 on the 
graduation date reflected in ATRRS to allow sufficient time for graduation activities, 
out-processing, and transportation to the airport. 
 
     b.  The uniform for graduations are ASU or AGSU. The ASU service-uniform 
wear-out date is 30 September 2027. Effective 1 October 2027, the AGSU becomes 
the required Army service uniform. Soldiers who do not possess the prescribed 
graduation uniform must notify the Juliet Company First Sergeant and PSTC Course 
Director prior to reporting. Any request for an exception must be submitted by the 
Soldier's Company Commander and First Sergeant and include the reason the 
Soldier does not possess the required uniform and the actions taken by the parent 
unit to correct the deficiency. Written requests will be routed to the Course Director, 
Paralegal Specialist Training Center. 
 
5. Once again, welcome to Juliet Company and the Paralegal Specialist Training 
Center. You can expect your leadership, drill sergeants, instructors, and cadre to treat 
you with dignity and respect while providing a safe, challenging, and professional 
environment. In return, you are expected to uphold the Army Values, meet established 
standards, and challenge yourself throughout the course as you continue to grow as a 
Soldier and legal professional. We hope you find your experience at J Co and PSTC 
rewarding, and we look forward to welcoming you into the Judge Advocate General's 
Corps. 
 
6. Points of contact for this memorandum are the PSTC Course Director, MSG 
Samantha Gilgenbach via email at samantha.j.gilgenbach.mil@army.mil, Juliet 
Company First Sergeant, 1SG Melody Ceon via email at 
melody.o.ceon.mil@army.mil, and Juliet Company Commander, CPT Isaiah 
Campbell via email at isaiah.campbell7.mil@army.mil. 
 
 
 
 
SAMANTHA J. GILGENBACH             MELODY O. CEON  ISAIAH CAMPBELL 
MSG, USA            1SG, USA   CPT, JA 
27D AIT Course Director          First Sergeant   Commanding 
 
Encls 
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