Tinker AFB Civilian Tuition Assistance Program (CTAP)

Effective 22 January 2002

1.  Policy and Guidance:

TAFB CTAP is based on Air Force Civilian Tuition Assistance Policy (revised 19 Dec 98) and AFGE Council 214 Memorandum of Agreement (MOA), 21 Jun 2001.  The MOA applies only to bargaining unit employees.

2.  CTAP Funding:

TAFB CTAP will be funded from a centralized account managed by 72 MSS/DPE.  Requests will be funded on a first come, first served basis.

3.  Eligibility:

a.  CTAP is open to all permanent appropriated fund GM, GS, WG, WD, WL and WS employees.

b.  Interns such as PALACE ACQUIRE and COPPER CAP are covered by AFI 36-602 and are not subject to CTAP policy.   It also does not apply to training and education mandated by law, regulation or agency requirement including tuition assistance for acquisition personnel under the Defense Acquisition Workforce Improvement Act (DAWIA) mandated by DoD policy (supported by PEC 84753).

c.  TA will not be provided, in whole or in part, for courses for which the employee is receiving other federal or state tuition subsidies such as Veterans Administration educational benefits, scholarships or grants, etc.

d.  Career Program (CP) registrants must first apply on that basis.  If CP funding is not available, the denial notification must be submitted with the CTAP request.

4.  Definitions:
a.  Tuition Assistance (TA):  Financial assistance for tuition, laboratory and other instructional fees for academic mission-related courses at accredited postsecondary academic institutions.

b.  Tuition:  The stated cost per academic unit of instruction as specified in the university’s or college’s catalog.

c.  Academic mission-related courses.  Courses in academic institutions which meet current and projected performance requirements essential to the achievement of the Air Force mission to include accredited correspondence and distance education programs.  Core courses required to obtain a mission-related degree are eligible for funding except for the following:  courses in religion, art, physical education, music, and philosophy..

d.  Training Office:  The office in which the civilian education and training function is located.  At TAFB the Education and Training Flight (E&TF) is 72 MSS/DPE.

5.  Requirements:
a.  Except for shortage occupations, public law prohibits training of civilians for the sole purpose of providing an academic degree.  However, a degree may be an incidental by-product of training.  Accordingly, CTAP is restricted to academic mission-related courses as certified by the respective Career Program or servicing Training Office.

b.  Courses will normally be taken on a voluntary off-duty basis.  Shift deviation for educational purposes requires directorate approval per OC-ALC/CC memo dated 16 June 1998 and Section 18.09 of the Master Labor Agreement for AFGE bargaining employees.  A copy of the approval must accompany the CTAP request.

c.  TA may not exceed the rate of 75% of tuition costs not to exceed $187.50 per semester hour or $124.50 per quarter hour and will be limited to $3,500 per fiscal year.  TA will not be provided for non-instructional costs to include, but not limited to books, materials, examination fees, optional fees, parking, charges for personal services or the costs of vicinity travel.  If sufficient funds are not available, AFPC/DPK and servicing Training Offices may limit the number of courses per employee or establish a lower standard annual rate based on the total number of employees who have identified CTAP requirements and funds available.  Organizations may not make up the difference between the CTAP cap and tuition cost.

d.  Normally, TA will not be provided for courses at the post-master’s level or at a level lower or equal to a degree already attained, unless directly job related.

e.  Employees who fail to successfully complete will reimburse the Air Force for all TA costs (excluding salary) associated with each course.  Successful completion requires a grade of “C” or better for undergraduate courses, and a grade of “B” or better for graduate and above courses, and satisfactory for courses which have no letter grade.  The final training approval authority may waive this requirement in whole, or in part, based on acceptable justification.

f.  CTAP requests must be documented on a DD Form 1556 and approved by the E&TF prior to the course start date.  Employee agreement with the CTAP provisions should be documented on the attached TAFB CTAP Agreement.

g.  The E&TF will record CTAP completions in the Defense Civilian Personnel Data System (DCPDS) by Table 188 codes NTU (undergraduate) and BTG (graduate).  Records will be maintained in accordance with administrative filing guidance.  Data will be maintained by the E&TF for respective employees for program assessment and reporting purposes.

h.  Approved TA will be paid to the academic institution if a billing procedure is established or to the employee on a reimbursable basis.  To be reimbursed, the employee will submit SF 1164 and a receipt.

Note:  Approval of TA must be obtained from DPE prior to course start date.

i.  Employer-provided TA for courses not related to an employee’s current job or occupation may be considered taxable income.  The following tax provisions may be subject to change.  Check with servicing Defense Finance and Accounting Offices for current tax provisions.



(1).  TA for undergraduate courses not related to the employee’s current job is excluded from taxable income up to $5,250 per calendar year.



(2).  TA for graduate courses not related to the employee’s current job is treated as taxable income.

6.  Application Procedures:
a.  Employees desiring to participate in CTAP will provide to 72 MSS/DPEO, a degree plan, a Career Enhancement Plan, or Individual Development Plan that lists the desired courses.  A copy of the course descriptions is required.

b.  The E&TF will review the plan and indicate which courses meet the “mission-related” criteria.  No obligation of funds takes place at the time of the review.  Changes to the approved course list must be accomplished in writing.

c.  A DD Form 1556 is required for each course.  1556s are to be submitted one semester at a time.  Supervisors enter CTAP requirements into ETMS.  The DD Form 1556 is processed through the appropriate directorate channels and must be received in the E&TF no later than 3 weeks prior to class start date.  Requests received later than this deadline must be accompanied by a letter from directorate level explaining why the request is late.

d.  CTAP package requirements:

(1).  DD Form 1556

(2).  Course schedule showing days & times of class

(3).  Copy of the school catalog page showing tuition rate and cost of any payable instructional fees

(4).  TAFB CTAP/CSA Agreement

(5).  Directorate approval for any course taken during regularly scheduled duty hours (per OC-ALC/CC memo dated 16 Jun 98)

(6).  Career Programs denial letter, if applicable

e.  DPEO will review the request package and inform the directorate training monitor of course approval or disapproval.  Employees are not authorized to attend class until the request has been approved by DPEO.
f.  The employee must fax (to ext. 93125) or send a copy of the grade report to 72 MSS/DPEO within 30 days of completing each course.

Attachment:

TAFB CTAP Agreement

Revised:  1 February 2002

