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1. Ensure understanding of the command’s role in the Navy Tuition 

Assistance (TA) funding process.

2. Increase Command Approver (CA) accountability. 

3. Outline responsibilities of Service Member, Command Approver, 

and Navy College Program (NCP) Staff (Navy College Office 

(NCO)/Navy College Virtual Education Center (NCVEC) in Tuition 

Assistance Process.

4. Seamless and efficient implementation of the Navy Tuition 

Assistance Program.
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 Endorsement by the Command Approver (CA) confirms the Service 

Member has met the command screened requirements related to 

TA/NCPACE DL  policies and procedures. 

 Endorsement by Command Approver is one eligibility requirement and 

DOES NOT guarantee TA/NCPACE DL funding!

 All TA/NCPACE DL applications must be submitted electronically 

through MyNavyEducation.

Service Member 

submits electronic 

WebTA Application

Command electronic 

approval of TA 

Application

TA auto-authorizes or 

NCP Staff electronically 

authorizes TA 

Application

Service Member 

delivers TA Voucher to 

school
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Must receive 
command 
approval

After command approval, TA/NCPACE DL auto-authorizes or NCP
receives TA application.  Applications are processed by term start 

date, and in the order of command approval date.

Service member monitors e-mail for anything req’d by NCP to 
complete processing of TA/NCPACE DL application

Service member may submit applications up to 120 
days prior to the start date. Applications MUST be 

submitted and command approved NLT 14 days prior 
to the term start date

TERM START 
DATE

120       90         60       45 30 14 1
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Submission and Command Approval Window (in days)
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Am I (Sailor) ready for TA?

 Course Load

 Past Grades

 Repayment for poor performance

 Out of Pocket Expenses

 Personal Finances

 Command Schedule

 Professional Commitment

 Method of Course Delivery

 Family Commitments

 Academic Skills/Readiness
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INITIATING TUITION ASSISTANCE PROCESS
 New users only: Complete the Virtual Counseling 101 

 Complete TA policies training via MyNavyEducation

 Acquire and upload education plan 

 Complete required Navy College Program Counseling

 Follow the command’s internal TA/NCPACE DL application process

 Submit TA/NCPACE DL  electronic application

 Monitor & confirm command approval of TA 14 days prior to term start date

 If necessary, follow up with NCP staff to ensure authorization

 Submit TA/NCPACE DL voucher to school for payment 

 Attend and successfully complete course 

 Ensure grade posted to record 30 days after EVERY completed course

 Restart Process at least 30 days before Next Term Start Date!
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 Certify the service member meets particular eligibility requirements. 

 Confirm the specific ineligibility circumstances do NOT apply to a 

service member.

 Verify reservist meets required active duty service criteria.

 TA/NCPACE DL applications MUST be command approved NLT 

14 days prior to the start date.

 Command Approver’s (CA) should never approve their own 

TA/NCPACE DL applications.  This is a conflict of interest.

 Recommend all Command Approvers complete the WebTA 

online training.

 CA is CO or designated by CO.  Recommend “By Direction” 

authority be senior enlisted or above.

 Commands should have designated Alternate Approvers
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First Permanent Duty Station (PDS) 

Member served at least 2 years in the Navy
 NAVADMIN 114/19 waiver not available

Separation, End of Active Obligated Service (EAOS) 

Member will be on active duty on or after the course completion date.  

Physical Fitness Assessment

Member passed the most recent Physical Fitness Assessment (PFA), or 

received a waiver. 

Advancement Eligible

Member has passed their most recent advancement exam.

Recommended for Advancement

Member must be recommended for advancement or promotion on their 
most recent evaluation/fitness report
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Non-Judicial or Court Martial, Appellate Leave or Administrative 

Separation

Member received NJP within the last 6 months or is pending 

administrative action/separation. 

Currently Enrolled in Navy Training or Education Programs 

Leading to a Degree

Graduate Education Voucher (GEV), Advanced Education Voucher 

(AEV), and any Navy-sponsored scholarship program or officer 

ascension program leading to a degree.
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Never approve TA/NCPACE DL applications for service 

members 

who fall into these 2 categories.
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Enlisted Reservists

Member must be ordered to active duty for 120 consecutive days or 

more. 

Officer Reservists-most are ineligible

Member ordered to active duty for TWO years beyond the completion 

date of last TA funded course.

Course must be started and completed while on active duty.
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All Reservists

 Service Member meets all other TA eligibility requirements



https://www.navycollege.navy.milhttps://www.navycollege.navy.mil

Sailor factors to consider:

• Family financial issues

• Command schedule conflicts

• Method of delivery

• Personal stability

• Course load

On to  
NCP
for 

processing
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Notice Subject line:

Cut and paste this link 
into your browser.

New Command Approver 
Account provides access 
to all pending command 
TA requests
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1.

13

1. Review Sailor’s application.
2. Approve or Reject the application.

Endorsement Statement
2. 
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3.
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3. Approval Verification
4. Rejection Verification

4. Comment required for rejection



https://www.navycollege.navy.milhttps://www.navycollege.navy.mil

5.

13

5. NEW Command Module
6. All pending applications

6. 

Click on Approve TA Requests
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NCP Staff Verify:

• TA/NCPACE DL application command approved NLT 14 days before term 

start date 

• Review MyEducation Record for:

• Grade point average (GPA) for TA funded courses above 

• Check for any TA reimbursable grades present in MyNavyEducation

• Validate course required for degree completion

• Correct/Verify information on WebTA application as necessary:

• Funding availability
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 Academic Counseling
 Unofficial Education Plan or

 TA Training Completed
 Official Education Plan (EEP)

 Valid Course Numbers
 Credit Type

 Correct Cost Per credit Hour
 Term Start Date

 2.0 Undergraduate  3.0 Graduate
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Service 

Member 

submits TA 

Application

Command 

Approves TA 

Application

TA Auto –

Authorized or 

NCP 

Authorizes TA 

Application

Service 

Member 

delivers TA 

Voucher to 

school
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Navy College Virtual Education Center

Director

NETPDC (N2)

1-877-838-1659 

DSN 492-4684 

Commercial 757-492-4684

Fax Number: 757-492-5095

Hours of Operations

0700 - 1900 EST, 

Monday-Friday

Help Request or Live Chat option: 
http://supportsystem.livehelpnow.net/?cid=30432
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Navy College Program (NCP) Website

https://www.navycollege.navy.mil/

MyNavyEducation

TA/NCPACE DL Application & Online TA/NCPACE DL Training

https://myeducation.netc.navy.mil/ 

Tuition Assistance (TA) Information 

https://www.navycollege.navy.mil/tuition-assistance/index.htm
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 DOD Instruction 1322.25 of 15 March 2011, Incorporating Change 1 dated 6 December 2012, “Voluntary 

Education Programs”

 SECNAV Instruction 1560.4A of 1 Dec 2005, “Department of the Navy Voluntary Education (VOLED) 

Program”

 OPNAV Instruction 1560.9A of 4 March 2008, “Voluntary Education (VOLED) for Navy Sailors”

 NETC Instruction 1560.3 of 20 January 2011, “Navy Voluntary Education Programs”

 Navy College Program Website: https://www.navycollege.navy.mil

 NETC Letter dated 15 AUG 07, “Additional Guidance to NAVADMIN 161/07”

 NAVADMIN 042/08, 120006Z FEB 08, “Changes to Education Priorities and Management of Off-duty 

Voluntary Education (VOLED for TA and NCPACE Programs)”

 NAVADMIN 105/10, 231503Z MAR 10, “Changes to Education Priorities and Management of Off-duty 

Voluntary Education for Tuition Assistance (TA) and Navy College Program for Afloat College Education 

(NCPACE)”

 NAVADMIN 245/10, 220052Z JUL 10, “Change to FY11 Tuition Assistance Policy Implementing Quarterly 

Allocation” 

 NAVADMIN 029/12, 242216Z JAN 12, “Establishment of New Policy for Tuition Assistance (TA)”

 NAVADMIN 305/12, 021957Z OCT 12, “Tuition Assistance Policy Change”

 NAVADMIN 190/14, 211658Z AUG 14, “Education Policy Update”

 NAVADMIN 219/16, 301201Z SEP 16, “Navy College Program Transformation”

 NAVADMIN 114/19, 211448ZMAY18, “Tuition Assistance Program Updates”
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Command Special TA Application form Command Checklist 
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