
MEMORANDUM FOR CICP TUITION ASSISTANCE APPLICANT

FROM:
AFPC/DPKCI



555 E Street West Suite 1



Randolph AFB TX  78150-4530

SUBJ:
Communications and Information Career Program (CICP) Eligible Employee Undergraduate/Graduate Tuition Assistance (TA) Application

1.  The TA application package is at Attachment 1.  Carefully review the TA Policy (Atch 2) and CICP TA procedures (Atch 3) before completion and submission of your application.

2.  Applications are accepted year round but must be received by our office at least eight weeks before your planned start date for review and consideration.  If request for TA is approved, you will be notified by CICP and provided additional TA procedures you must follow to apply for specific course funding.  Currently, the TA provides 75% of tuition costs or $187.50 per semester hour or $124.50 per quarter hour - whichever is less and is limited to $3,500 per fiscal year.   The TA program is managed under a funds availability concept and some courses may go unfunded should funds not be available at the time of actual request.

3.  Fax your completed TA package to the CICP at DSN 665-2358 or mail to the following address: 


HQ AFPC/DPKCI


Attn:  Tuition Administration Administrator


555 E Street West Suite 1


Randolph AFB TX 78150-4530

4.  If you have any questions, please don't hesitate to contact the Tuition Assistance administrator at DSN 665-3691.




















Tuition Assistance Administrator

Attachments:

1. TA Application Package

2. TA Policy

3. CICP TA Procedures

CICP

Tuition Assistance

Application Package

Checklist

	Name:
	
	Date:

	

	
	Tuition Assistance Requests must include the items listed below.  Please check-off each item as you complete it.



	
	1.  Personal Information Sheet

	_________________________
	2.  Program of Study Worksheet
3.  Letter of Acceptance from College/University

4.  Continuing Service Agreement (CSA)
5.  Civilian Tuition Assistance Program Agreement

	
	6.  Privacy Act Statement

	
	7.  Course Descriptions.   May be copied from course catalog or web site of

	
	college/university.

	
	8.  Current Tuition Cost Data.  May be copied from course catalog or web site of college/university.

	
	9.  "Blanket" DD Form 1556. The initial DD Form 1556 submitted requesting

	
	tuition assistance from the CICP is a "blanket" 1556 covering the entire projected time frame and cost associated with attaining the degree being sought.  This 1556 should state the degree being sought in block 17, the first day of the first semester of training in block 23a, the estimated last day of the last semester of training in block 23b, and the total estimated tuition cost of completing the degree plan in block 25a and block 25c.

	
Once you have secured all the required documents, sign and date this checklist in the space provided below.  Return this checklist with your completed package.  Your signature on the checklist indicates that you have provided all the requested information.  Incomplete packages will delay and otherwise jeopardize your consideration for CICP Tuition Assistance.



	Applicant's Signature:
	
	Date:
	


Personal Information Sheet

	1.  Personal Information:

	Name:
	
	PP/SER/GR:
	

	SSAN
	
	Home Phone:
	

	Home Mailing Address:
	

	
	

	(With ZIP + 4)
	

	

	2.  Organizational Information:

	Organization, Office Symbol and Mailing Address 
	

	
	

	(With ZIP + 4)
	

	Voice DSN:
	
	Comm. Voice:

	

	Fax DSN:
	
	Comm. Fax:
	

	E-mail at organization above:
	

	

	3.  University/College Information:
Student Type(check one)

	Part-time Undergraduate 
	
	Part-time Graduate
	

	Degree Title:
	

	College/University Name and Mailing Address:
	

	
	

	(With ZIP + 4)
	


Program of Study Worksheet

	Name:
	
	OCSRS/GR
	
	SSAN:
	

	
	
	
	
	

	Course Number
	Course Title
	Start Date
	End Date
	Tuition Amt.

	i.e. MGT 300
	i.e. Operations Management
	YYMMDD
	YYMMDD
	i.e. $715.00/3 hr’s

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Notes:
	

	
	

	
	

	
	

	
	

	
	

	
	


Continuing Service Agreement (CSA) -- Trainee Agreement/Certification

Agreement to Continue Service:

This agreement applies to all non-government training that exceeds eighty hours (or such other designated period, eighty hours or less, as prescribed by the agency) and for which the government approves payment of training costs prior to the commencement of such training.  Nothing contained in this section shall be construed as limiting the authority of an agency to waive, in whole or in part, an obligation of an employee to pay expenses incurred by the government in connection with the training.


a.
I agree that upon completion of the government sponsored training described in this request, I will serve in the Department of Defense (DOD) three times the length of the training period; except that if I receive no salary for the time spent in training the period of obligated service will be either one month or a period equal to the amount of time spent in training, whichever is greater.  The length of part-time training is the number of hours spent in class or with the instructor.  The length of full-time training is eight hours for each day of training, up to a maximum of forty hours a week.


b.
If I voluntarily leave the DOD and the federal service before completing the period of service to in item "a" above, I agree to reimburse the DOD for the tuition and related fees, travel, and other special expenses (excluding salary) paid in connection with my training.  However, the amount of the reimbursement will be reduced on a pro rata basis for the percentage of completion of the obligated service.  For example, if the cost of training is $900.00 and I complete two-thirds of the obligated service, I will reimburse the DOD $300.00 instead of the original $900.00.


c.
If I voluntarily leave the DOD to enter the service of another federal agency or other organization in any branch of the government before completing the period of service agreed to in item "a" above, I will give my servicing Civilian Personnel Office or Training Office and the Computer-Communications Systems Career Program advance notice during which time, in accordance with federal regulations, a determination concerning reimbursement or transfer of the remaining service obligation to the gaining agency will be made.


d.  I understand that I must immediately notify CICP (the funding authority) of tuition assistance funds not used in order to make these funds available to other eligible employees.


e.
I understand that any amounts which may be due the employing agency as a result of any failure on my part to meet the terms of this agreement may be withheld from any monies owed me by the government, or may be recovered by such other methods as are approved by law.


f.
I acknowledge that this agreement does not in any way commit the government to continue my employment.

Certification by Trainee:

I am not receiving any contributions, awards, or payments in connection with this training from any other government agency or non-government organization, and shall not accept such without first obtaining approval from the authorizing training official.  I agree that should I fail to complete the requested training successfully due to circumstances within my control, I will reimburse the agency for all training cost (excluding salary) associated with my attendance.

Trainee Signature: 





Date:



CIVILIAN TUITION ASSISTANCE PROGRAM AGREEMENT

This agreement applies to all educational assistance for which the Air Force approves payment of tuition, laboratory and other instructional fees prior to the course start date.  Nothing contained in this agreement shall be construed as limiting the authority of the training approval authority to waive, in whole or in part, an obligation of an employee to pay expenses incurred by the Air Force.

1.  I am not receiving any other federal or state tuition subsidies such as Veterans Administration education benefits, scholarships or grants, etc., in whole or in part, where the payment would constitute a duplication of benefits for the course(s) described in the attached request.

2.  I agree that no changes will be made in the course(s) or dollar amount (s) described in the attached request without the approval of AFPC/DPK (for career program eligibility) or servicing Training Office; otherwise, I will pay the difference to the Air Force and/or the academic institution.

3.  I understand that, funds permitting, the Air Force will provide up to 75% of tuition, laboratory and/or other instructional fees required as a condition of enrollment, not to exceed $187.50 per semester hour or $124.50 per quarter hours and will be limited to $3,500 per fiscal year.  I agree to pay the remaining amount and any other costs and fees.

4.  I understand that I must successfully complete the course(s) for which tuition assistance is approved.  Successful completion requires a grade of  “C” or better for undergraduate courses, a grade of “B” or better for graduate courses and satisfactory for courses which have no letter grade.  I hereby authorize the release of academic information (course grades, completion status) by the academic institution to the Air Force.  I agree to provide a copy of the grade report to AFPC/DPK or servicing Training Office within 30 days of completing each course.

5.  I understand that there are two ways approved tuition assistance may be paid.

     a.  The Air Force may provide payment directly to the academic institution if a billing procedure is established.  I agree to reimburse the Air Force for all costs (excluding salary) associated with each course, and hereby voluntarily authorize the amount to be withdrawn from my pay, if I fail to successfully complete the course.  The training approval authority may waive this requirement in whole or in part based on acceptable justification.

     b.  I will pay the academic institution and upon successful completion of the course(s), submit a completed SF 1164, Claim for Reimbursement for Expenditures on Official Business, to AFPC/DPK or servicing Training Office for reimbursement of the approved tuition.

6.  I understand that employer-provided tuition assistance for courses not related to my current job or occupation may be considered taxable income.

__________________________________



___________________

Employee Signature





Date

Privacy Act Statement

AUTHORITY:
The Government Employees Training Act of 1956 (USC, Title 5, 4101 to 4118), EO 9397, November 1943(SSAN).

PURPOSE AND USE:
The information on these forms is used in the administration of the Federal Training Program.  The purpose of these forms is to document the nomination of trainees and completion of training; it also serves as the principle repository of personal, fiscal, and administrative information about trainees and the programs in which they participate.  The forms become a part of the permanent employment record of participants in training programs and are included in the Government's Central Personnel Data File.

DISCLOSURE:
Personal information provided on these forms is given on a voluntary basis.  Failure to provide this information, however, may result in ineligibility for participants in training programs.

	Name:
	
	OCSRS/GR:
	
	SSAN:
	


Trainee Signature:






Date:




TUITION ASSISTANCE (TA) POLICY

	Definition
	
TA is funding for tuition costs for accredited college and university courses taken either during duty or non-duty hours.  The following outlines Air Force guidance on administration of the program for AF civilian personnel career programs in both acquisition and non-acquisition related fields.  A part-time TA participant is anyone who attends institutions of higher learning on a part-time basis during non-duty hours.

	Mission Related
	
TA is broadly applicable to those courses that improve the skills of an employee and are deemed necessary for effective job performance as well as the organization's mission.  Job or mission related education does not include courses in religion, physical education, music, philosophy, literature, or history.  Courses in written and oral communication, business ethics and values, math and business management are appropriate.  Electives should be chosen with the job, the mission, and the Air Force in mind.

	Eligibility
	
The CICP will consider funding for career status Air Force career program eligible employees and CICP PALACE ACQUIRE interns.  Selections will be made on a competitive basis using the established criteria developed by a CICP training panel.  Employees who have not applied in this career program are not eligible for funding under this program.  Eligible employees must be in a communications and information coded position or primary occupational series.  

	Program of Study
	
The CICP may fund a job or mission related undergraduate or graduate program of study.  

Undergraduate assistance will be provided for upper division (Junior and Senior) level course work only. 

Graduate.  The CICP will give primary emphasis to funding graduate coursework in the areas of management information systems, computer information systems, electronics engineering, computer science, business administration, public administration, operations research or related visual-information curriculum.  Courses in these disciplines that are part of other graduate programs will be favorably considered for funding. Additionally, courses in labor relations, human resources and budget/financial management enhance employee's skills for handling people and funds and will be favorably considered.

	
	Continued on next page


TA POLICY, continued
	Tuition
	
TA will provide 75% of tuition costs or $187.50 per semester hour or $124.50 per quarter hour - whichever is less, and will be limited to $3,500 per fiscal year.  Funding is often limited and submission of a job or mission-related request for TA does not mean automatic funding. Although funds may not be available at initial submission, if additional funds become available later in the fiscal year, the CICP may make additional TA available.  CICP will fund courses toward the first bachelor’s or first master’s degree.  No funding for PhD courses is available at this time.

	Required Grades
	
A grade of "C" or higher is required for any undergraduate course and a grade of "B" or higher is required for any graduate course completed through the TA program. 

	Continued Service Agreement (CSA)
	
AFI 36-401 and the Government Employees Training Act (GETA) requires a CSA for TA.  Employees who attend courses during off duty hours will have a payback of one times the length of training or a minimum of one month for each course completed.  A service payback period is not required in those instances where the employee failed to achieve the required letter grade for a course.  The continued service period begins the first duty day following completion of a course.  

	Items Not Covered by TA
	
There is no funding provided for books; registration type fees; supplies or travel; examination costs or charges related to accrediting work or life experiences; costs of the College Level Examination Program (CLEP), GMAT, GRE, SAT, or ACT examinations; or payment for the transfer of credits from other institutions.  These are the responsibility of the employee.  For qualified acquisition employees, the Defense Activity for Non-Traditional Education Support (DANTES) testing is provided free of charge.  See your Base Education Officer for assistance.

	Dual Compensation
	
The law governing Veteran's Educational Assistance, USC 1781, prohibits the payment of an educational assistance allowance to an employee who is attending training paid for under GETA and whose full salary is also paid to the employee while in training.  The Veteran's Administration considers an employee as being in a full salary status while in training when he or she is a part or full-time employee receiving full salary payment during the calendar period in which the training occurs.  Such an employee is subject to the prohibition described above, regardless of whether the training occurs during duty hours or after duty hours.  Bottom line:  You cannot receive VA Education Assistance while you are employed and are also receiving your federal salary.


TA APPLICATION PROCEDURES

	Supporting Documents
	
The necessary documents to request tuition assistance are attached.  Your application must include all of the items listed on the checklist.  All support documents should be typed.  
Providing complete information on all forms will assist in the processing of your request.  Submission of an incomplete package will delay processing of your application.


Comments/questions should be directed to the CICP TA Administrator.  Our office can be reached by phone, fax or e-mail:



Voice DSN:


665-3691



Voice Commercial:
(210) 565-3691



Fax DSN:


665-2358



Fax Commercial:
(210)565-2358






	Application Suspense
	
CICP tuition assistance applications are accepted year round but must be received by our office at least eight weeks before planned start date for our consideration/review. 

	Submission
	
Fax your completed TA application to DSN 665-2358 or mail to:

AFPC/DPKCI

ATTN:  Tuition Assistance Administrator

555 E Street West, Suite 1

Randolph AFB TX  78150-4530

     

	Review and Approval
	
Upon receiving completed TA applications, the CICP will review it for completeness, regulatory compliance, and appropriate signatures.  A notification letter will be sent informing the applicant whether they have been approved or disapproved for TA under the CICP.  








 CICP 


TA Application Package
Attachment 1






TA Application Package


Attachment 1


