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MEMORANDUM FOR STUDENTS USING TUITION ASSISTANCE





FROM: 75 MSS/DPEE





SUBJECT: OBLIGATIONS INCURRED WHEN USING TUITION ASSISTANCE





I will request tuition assistance in person as early as three weeks prior to class start date and not later than end of school’s registration period.  At time of requesting TA, I will provide the following formal documentation (off internet, from registrar, etc.) : 1) degree plan or program breakdown listing all required courses, 2) cost per credit hour/course, 3) start/end dates, 4) course title and #, 5) grades from previous term for all off base schools.  All course substitutions require written approval from institution or TA will not be issued.  See AFI 26-2306 for additional information.





When using Air Force Tuition Assistance I am obligated to complete the course/s in which I enroll and will receive a grade no lower than a “D” at undergraduate level and “C” at graduate level (per AFI 136-2306).  Otherwise, I will be required to reimburse the AF unless a waiver is obtained.   If I receive an “incomplete” I am allowed six months to make it up and it is my responsibility to furnish the education office with formal documentation of incomplete prior to term end date as well as an official change in grade.  Officers incur a two year active duty service commitment (ADSC) upon course completion (concurrent) and enlisted must be in the AF up to the last day of the term when using tuition assistance.





The AF covers 100% of tuition to a maximum cap figured at $250 per semester hour or $166 per quarter hour.  A maximum $4,500 per  fiscal year (Oct-Sep) may be available for tuition assistance (per DOD uniform tuition assistance program for all Armed Services effective 1 Oct 1998).





When disenrolling (withdrawing) from any course taken with AF tuition assistance I must:





Provide formal documentation to the base Education Services Office, Bldg 383, extension 7-8707/2710 prior to the term ending date. Under no circumstances should I stop attending class without providing this documentation.  This also applies if I register for class yet never attended.





INSURE I complete formal withdrawal/refund with school officials and immediately provide documentation to the Education Office. If school does not have a record of withdrawal, the grade automatically  turns to an “F”. Notifying the instructor is not sufficient.





Contact the Education Office Reimbursement/Waiver staff member to obtain necessary paperwork to reimburse the AF or to furnish proper documentation if requesting a waiver.  Acceptable reasons for requesting a waiver of reimbursement include: reassignment from the locality (PCS);  emergency leave, TDY, change in military duties, hospitalization, and family health problems arising which occur after course enrollment and which are at a length precluding course completion.





In requesting a waiver of reimbursement, I must provide the Education Office with backup documentation to justify withdrawal (i.e. orders, statement from doctor/supervisor etc.) as soon as I find out I must withdraw. Failure to comply will result in automatic non-voluntary deduction from my paycheck.





I have informed my supervisor and received their permission to attend classes during off-duty time and I do not have a scheduled TDY hindering my course completion.  I have informed them of school being attended, term dates and course/s meeting times.





I will ensure that my TA form matches the course(s) in which I enroll. If I make a change in the course(s), I  understand I must bring documentation supporting change/s in billing and/or any alternate courses taken must be identified in degree plan or approved in writing by the school official. The AF is not legally required to pay for unauthorized changes. 





I have read and fully understand the above statements.
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