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PURPOSE

. Ensure understanding of the command’s role in the Navy Tuition
Assistance (TA) funding process.

. Increase Command Approver (CA) accountability.

. 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.

. Seamless and efficient implementation of the Navy Tuition
Assistance Program.

https://www.navycollege.navy.mil




BACKGROUND

TA Process

: : TA auto-authorizes or :
Service Member Command electronic ) Service Member
. : NCP Staff electronically :
submits electronic approval of TA delivers TA Voucher to

authorizes TA

WebTA Application Application N - school

*» 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.




TA/NCPACE DL APPLICATION
PROCESS

Must receive
command
approval

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

Submission and Command Approval Window (in days)

90 60 45 30

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

https://www.navycollege.navy.mil




SERVICE MEMBER

RESPONSIBILITY

Am | (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

https://www.navycollege.navy.mil



vV VV VYV V V V V V V V V

SERVICE MEMBER

RESPONSIBILITY

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!

https://www.navycollege.navy.mil



OVERVIEW

» 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




REQUIREMENTS

First Permanent Duty Station (PDS)

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

P Separation, End of Active Obligated Service (EAOS)

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

Physical Fithess Assessment
Member passed the most recent Physical Fithess Assessment (PFA), or
received a waiver.

B 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

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



CIRCUMSTANCES

Never approve TA/NCPACE DL applications for service
members

who fall into these 2 categories.

P Non-Judicial or Court Martial, Appellate Leave or Administrative

Separation
Member received NJP within the last 6 months or is pending
administrative action/separation.

B 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.

https://www.navycollege.navy.mil




VERIFY RESERVIST

All Reservists

v Service Member meets all other TA eligibility requirements

REQUIREMENTS

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

more.
I Officer Reservists-most are ineligible

Member ordered to active duty for TWO years beyond the completion

date of last TA funded course.

U» Course must be started and completed while on active duty.




RESPONSIBILITY

Sailor factors to consider:
« Family financial issues
« Command schedule conflicts
* Method of delivery
» Personal stability

« Course load

On to
NCP

for
processing

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



EXAMPLE OF TA APPLICATIO

EMAIL MESSAGE

— —
- | Tuition Assistance (TA) Application Approval Request for (P51]) Sailor, Pops essage (Plain Text)
Message o
Ignore x 3 }J $ EMeEting (23 Moveto: 7 2 To Manager % éRLﬂES‘ W [~ v ajh @4 Find '.7 )
¢ - 3 Team E-mail q/ Done _J _}E OneMote J l—“ % Related ~ A
~ Delete Repl Reply Forward - Move Mark Categorize Follow | Translate Zoom
& tunk i @ More ™ |y Reply & Delete "7 Create New =| | M B Actions -+ | uneesg T2 e S s Select -
Delete Respond Quick Steps E] Move Tags £] Editing Zoom
From: sfy_ncmis_mgmt_ofc@navy.mil Sent: Mon 8/14/2017 12:38
Ta: Your Email
Co

Subject: Tuition Assistance (TA) Application Approval Request for (PS1) Sailor, Popeye

Notice Subject line: .
&

Participant:(PS1) Sailor, Popeye
Application 1D:10011222

A WebTuition Assistance (WebTA) Application has been submitted to you for approval by a member of your command. As a reminder, it is the command approver's
responsibility to confirm the service member:

1. Has served one-year on-board in their FIRST permanent duty station (PDS) or if not, does the command waive this requirement per requirements listed in
|| NAVADMIN 190/147

2. will serve on active duty through the last day of the course term.

3. Passed the most recent Physical Fitness Assessment (PFA) or received a waiver

4. Took their most recent advancement exam, if applicable, and are recommended for advancement or promotion.
[l | s. Has not received NJP within 6 months or is not pending administrative separation.

6. Is not in initial skills training or in a duty under instruction (DUINS) training status.

NOTE: Per NAVADMIN 219/16, WebTA requests can be command approved 120 days before the term start date and MUST be approved a minimum of 14 days before the
term start date.

k Please click on the following link, review the TA Application, and indicate your approval or disapproval for this member to use TA funding.

Cut and paste this lin
into your browser.

# https://qa-myeducation.ncdc.navy.mil/webta/approval/approver_index.html?aid=1997bc39008e641d8bf89%eaba9824a31

The member will be notified of your approval or disapproval by an automatically generated email.

N eW CO mm an d Ap p rove r This is an automated message. Please do not reply.

Acco u n t p rOVI d e S acce S S ##*%*% For assistance call the VEC: 1-877-838-1659, Commercial: 757-492-4684 and DSN: 492-4684 or visit: http://supportsystem.livehelpnow.net/new_ticket.aspx?cid=30432

to al I pe n d I n g co m m an d If a Command Approver Account has been requested, then all submitted applications may be viewed by going to:https://qa-myeducation.ncdc.navy.mil/command/.

TA requests Application 1D: 10011222

https://www.navycollege.navy.mil




EXAMPLE OF COMMAND

APPROVER SCREENS

Application - Command Approval

Application {10011222)

Name Work Fhone D&M Phone Personal Fhone

[P51) Sallor, Pepaye [302) 5851212 4821212 (5402) 5551213
EDIDOD D Work Email Personal Emall

123121123 Official Email PopayoSailerMard:genail.com

Approver Information

Name Work Email Work Phone DSH Phone

Lact Mama, First Namsa Cfigial Email

Academic Information

Education Office School Term Start Date Term End Date
NCO SANDIEGD Embry Riddla Asronautical Uriversity 2070530 2017-11-30
Courses

BSABAT! - LEADERSHIP

Locaion Distance Leaming Lewel:Undargraduate Instruction hModa:\Webinternet Cred® Units: Samester
Creit Hours: 3 Cost Per Hour: Tetal Cost S750.00  Estmate Authorzad Amaunt $750.00 for 3 cradit hours.
§250.00
Eligible Requirements:

+ 1. OFF-DUTY EDUCATION WrILE GN ACTIVE DUTY
a. Salar wil have time to pursue an of-duty education. balance military obligations, and is succasshuly prograssing or has compisted
prefessional qualfications
b Coiress fundad by Tuition Assistance MUST be complebed 'whils on actie duty.
+ 2. FIRST PERMAMENT DUTY STATION (PDS)

& Oicerand enlisted new accessions ang reguined 10 hawe one year cndoand thelr first permanint duty station befune TA or NCPACE funds
il be autharized.

Endorsement Statement

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

professional quaiscations: ]
b. Courses funded by Tuition Assistance MUST ba completed while on acthve duly.
= & FIRST PERMANENT DUTY STATION (FDS)
a. Officer and enilisied new acoessions are required 1o have one year onboand their first permanant duty station before TAor RCPACE funds
will bt duthorized
b. A new Azcessiong Ofoer whe has compleled 2 four 05 on enfsted sanvice member i exempt hom this provision
. A vommand waiver for the POS requinement may e granied per NAVADMIN 15014,

« 3 ACNANCELENT ELIGIBLE, PHYSICAL FITHESS ASSESSUENT and RECOMMENDED FOR ADVANCEMENT
. Advancement elgble Sallons misst have taken and passed their maost recent advancement exam.
b, Sadors shall hawh passed the mes? recert physical Bbes BIsRSSMENt of bedn enbdic ity wiivid from mast recent PRT,
. Safiors must be recommendad for promaien or advancement on their mest recent evaluaton finess repont

Ineligible Clrcumstances:
» 4, RON-JUDICIAL OF: COU E

8 i a8l Cortrarial nd sentend

b. When feund guilty at a summary court martial or awarded nonduciclal punisher

¢, Salors on appele

d. Sadors pancing ad

fifnamail

Lin the pravious she months

VY TRAINING OR E

. Falens pAnipatng i rhal gl o Gty ndie INSNATEA Bt

b. Sabors participating in a Navy education program such as, but motimited 1o, Graduate Educatien Vouchsr, Advanced Education Vouchr,
andd any Navy-sponsened scholarshin program

¢ Salors anitled in an offier accidaion progran ineling S inslr

ion & & civilan instiution.

Reservist Requirements:

= 6. ENLISTED RESERVISTS
8. st e ardened 1o actve duty for 120 days of mone.
b. st have compheted one year at their Navy Opanstional Suppod Center or equivilant 50 use TA funds.
. Wieats al gher TA eliglolity requirements.

= 7. OFFICER RESERVISTS
o, Qrdened b0 pcthe duly for TWO waars bayond the Compretion dine of any TAnded tiurse
b. Ihest have completed one year at thelr Nawy Operational Support Genter orequivalent to usa TA fnds.
£, Mzgls Bl ner TAShgindty [equiements,

As the command appraver, | endorse this sailor meets the above listed command approver certification criena. |
have reviewed the TA request for completeness and accuracy. | understand that command endorsement does not
guarantee fution assistance for this sador,

https://www.navycollege.navy.mil




‘&N EXAMPLE OF COMMAND
et APPROVER SCREENS

# 3. Approval Verification
i , 4. Rejection Verification

RatelRank Last Name
CAPT JONES

Review Comement|Opticnal) e ; ; Reviewer Informadion

bl RatelRank Last Name
CAPT JONES

Review Comnent|Recuiced)

4. Comment required for rejection

https://www.navycollege.navy.mil \ : 13



EXAMPLE OF COMMAND

APPROVER SCREENS

NEW Command Module
All pending applications

Appreve TA Requests

.
Navy Cotlege Management Information System ‘\L“c{;{'
Yoluntary Education for the Sea Services alp
Command Home  Command Aperoval =
Welcome to the Command Module Click on Approve TA Requests Approve Submitted Applications ()
Submited applications can De revigwed and approved hane
ApplD  Participant(EDi) CreatadDate  Updated Date  Schocl SariDate  EndDate
June 21st Testing Updates W72 _ _ i . )
W22 Sudor, Popkye (IZMINZY) 2008141245 2OIT0B-14 1247  Smbey Fidde Atrorauseal 20174830 20171130
= Command Uris added 10 both approval email and is dispiayed a%er the 2ppication has been approved. University
- Comecled Speling for "Scbmitted” 3nd upcated verbiage for Navy Instalaton kckup.
- Fixed biug where next fy was incorect, used for nex years queta WOMESS  Hautical b (2IBEA2Y)  20TT08-14 1228 S0IR0B41ZE)  EmbryRisdeAdrorautsal 00830 Z0IT10
- Updated Query for By Participant Document, 10 rot show authorized,not autorzed, oe cancelied applicasons Uriversity

= Added vorbiage % show substiute course 35 3 faliout reasen in Document Mandgement
- Updated login code for command approvers 10 track down bug

June 15th Updates 017,062
Oer Tulion Rate: Foied where it was causing a 301 emer

~Automatc Autherzation: Document Managment dogs not check the branch because e branch s part of the ecucation level already. The
mapping i 10 i is what matiters. In the case of high school, each branch has their own ecucation level(L) with s own is. The ravy's eduzaton
Jevel Goas ot have @ Inmedian 0ducason Godl mapped to 2. This wil require

Manual Autherization: Fived Issue with tuiton rate

~Added remove deiste confirmation to application document management counseling. and command ndte.

Foied bug whece pin was S5l Gsplaying a%er intial autherzation

Vigw Al Announcemonts

https://www.navycollege.navy.mil



) NCP TA/NCPACE DL
= PROCESSING

NCP Staff Verify:

« TA/NCPACE DL application command approved NLT 14 days before term
start date
* Review MyEducation Record for:

v Academic Counseling > v" TA Training Completed
v" Unofficial Education Plan or v' Official Education Plan (EEP)

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

v' 2.0 Undergraduate v 3.0 Graduate
» Check for any TA reimbursable grades present in MyNavyEducation
» Validate course required for degree completion

» Correct/Verify information on WebTA application as necessary:

v" Valid Course Numbers v' Correct Cost Per credit Hour
v' Credit Type v Term Start Date

* Funding availability

https://www.navycollege.navy.mil




Tuition Assistance:
Continuous Life Cycle

P—

Service

Member
Pr—

submits TA
Qplication
Service

Member Command
delivers TA j Approves TA

Voucher to Application
school :

TA Auto - \
Authorized or
NCP

Authorizes TA
vplication

https://www.navycollege.navy.mil



Questions?

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:

https://www.navycollege.navy.mil



http://supportsystem.livehelpnow.net/?cid=30432

IMPORTANT LINKS

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

https://www.navycollege.navy.mil




REFERENCES

« DOD Instruction 1322.25 of 15 March 2011, Incorporating Change 1 dated 6 December 2012, “Volunta'ryﬁ
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, 211448ZMAY 18, “Tuition Assistance Program Updates”

https://www.navycollege.navy.mil




SAMPLE INTERNAL COMMAND
REQUEST CHITS (OPTIONAL)

Command Special TA Application form

Command Checklist

SPECIAL REQUEST/AUTHORIZATION

FR.VACY ACT STATEMENT

THE LTHCHIT ¥ Y5 AEQUEST THIS INFGRIATION IS CONT
PURPOSE OF TIE INFGPRATICH |5 TO EN
M OR AUTFORIZATION. THE INFORYA [1DM WILL BT

'CUR ELIG) OH AST RPPROVING OR DISAPPRO!
¥, FAIL.RE TO PROVIDE RE

AITE U YOUR 7S
13 ASSIST OFFICISLE &
5

1. MAEME
Sailormar, Papeys

|2. RaTE:

1.52

3 SHIT SR STATION.
UES ALWAYSREADY

+ DA TE GF RR
2014-16-14

5. DEPARTMERTIOIVISION
ovs

5 DUTY SECTIONGROLP

SETL YA DD

T NWATURE OF REQUEST:

. — SPECIAL e ] CORMUTED st OTHER
T trae s Ol seeciaray D] L0 X eLong
PR — FROM [DATE AN TIME): TC (DATE AND TIME):
0 LIST TERM START DATE LIST TERM END DATR
o CISTANCE MiEsr WODE GF TRAVEL.
P T cen [0 ar ] TRAIN 7] sug

10 | FAVE ADGRESS:

11. TELEFHONF NUMBER:

SON FOR REQUEST.
fully request to corellin Lt
See Enclosure (1)

University to eontinuz studies. Course Dales: -

13 SIGNATUAE OF APALISANT: {(Use CAC for digial sgnalure)

perform @l duzies of person makmg

14 | 2m slighle and obfigate myself | SIGNATURE CF GTANDEY

T ouTr sTenian

Block 14 recommunied as KA

aoplication |
15. RECOMMENSED APEROVAL | pankmaTETITLE: SIGNATIRE {DATE: i
Jves  [wuo
|¥5 RECOUMENDED APPROVAL [ pancmarermie SIGNATURE. NEGE
ives [1wno
17, RECOMMERDED APPROVAL | aiGRalermTLE: SIGNATURE DaTE: ]
[Dvss [ wa
18, RECCMMENDED AFFROVAL | RanRATENITLE: [SIGNATURE DaTE
Oves  [Jewo
16, RECOMMENDED APPROVAL | BahiRaTEMITLE: SIGNATURE. Dare:
[ ves (R
[25. RECOMMENDED APPROVAL [ pariRaTEMIILE: {RiiNATURS — DATE
[ves [ wno '
21 - BIGNATURE
[ spproven " ImsssrroveD J|

22, REABON FGR CISAPFROVAL:

NAVPERS 133643 (Rev. 12-2011}

FOR OFFIZIAL LSE ONLY - PRIVACY SENSITIVE

https://www.navycollege.navy.mil

Command Responsibilities for Approving TA Applications

Background: Command Approval is the first step in the TA applicatior process following
submissicr. This enclosure summarizes the Cemmand Appraver's responsisifities in the TA
approval process. Commands may clect to pre-scracn their Sailors priet 12 having them submit
for TA or trey may do this screening during the WebTA ewectronic applicalion process. The
Comirand Approver s email address listed on the TA application will receive 2n approva link
usually 15 minutes after application submission by the Szilor. Folowing Command Approval, the
application is forvarded to the VEC for further processing and funding. Al applications must
complete the entire process prior to the course start date to be eligible for funding. Tnce
autrarized Sailors must turn in their printed voucher to the schocl for sayment. 30 days in
advance of the coJrse start date 18 the suggesled time to start the TA application.

TA funding is requested ‘or the below courses:

Course # Course Title Term Star/End Dates
Course # Couse Tille Term Star/End Oates
Course # Course Title - Term StarvEnd Cates
Course # Course Tille Term Star/End Cates

Comimand Checklist:

A Satlor's Conmand must ceniify the follow £.g prior to appreving a Sailor's Military Tuidon
Assistance Application.
1. Will have lime to pursue an off-duiy co lege course and balance millary obigaticns.

2. llas served one-ysar on-board n their FIRST permanent duty staton (P3S) or 1as neen
granted a Command wa.ver for the PDS requirement by: (NAVADMIN 105/10; 180/14)

& Receiving educatren counseling oy 2 Hawy Callzge counselar
b Having an education plan approvec by a Mavy College counselor,
Z  Receive the Command's leadershp Iriad endorsemens

3. W\ill serve an active duty through the last day of the course. (SPNAVINST <560 SA)

4. Passed the most recet Prysical Fitness Asscssment (PEA) or received a waiver.
{OPNAVINST 1560 9A)

Toak their most recent advancement axam, if applicable, and are reccrnimended for
advancemert or praomotion. {OPNAVINST 158094}

o

6. Have not received a NJP within 8 montrs or are rot pending adirinistrative separacion
{OPNAVINST 1560.84)

7. Notunder instruction in initia| skiils training o+ in a duty unde- instruction (CUINS) training
staus. (OPNAVINGT 156079A)

‘Note. Frlisted Resarvists on act ve duty >120 conseculive cays may request TA if cocurse will
be campleted while on active duty. Officers using TA incLr a mandalary 2 year sorvice obligation.

CO or by direction authority's email address for Command Agproval



