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COAST GUARD PERSONNEL SERVICE CENTER INSTRUCTION 12900.1D
Subj:  CG NONAPPROPRIATED FUND TUITION ASSISTANCE (TA) PROGRAM

Ref:  (a) Coast Guard Non-Appropriated Fund (NAF) Personnel Manual, COMDTINST
M12271.1 (series)

1. PURPOSE. This Instruction provides formalized procedures for the Coast Guard
Nonappropriated Fund Tuition Assistance program.

2. ACTION. Unit commanders, commanding officers, and officers-in-charge with NAF
employees shall ensure compliance with this Instruction. Internet release is authorized.

3. DIRECTIVES AFFECTED. PSCINST 12900.1C is hereby cancelled.

4. BACKGROUND. Per Chapter 13 of reference (a), it is Coast Guard NAF policy to
financially support tuition for employees taking approved job-related training courses during
non-duty hours at colleges and universities when funding is available.

5. DISCUSSION.

a. CG CSC will administer the NAF TA program. TA for NAF employees must be funded
with NAF. The Nonappropriated Fund Instrumentality (NAFI) program manager will
make the decision on whether a NAFI program will participate in the NAF TA program
each year. If the program manager authorizes participation, each command will
determine if they will offer TA and budget accordingly. Commands will be billed for the
cost associated with approved TA for their employees.

1) The CSC HR staff will allocate the annual CGX funding made available across the
three traditional academic semesters (spring, summer and fall) on a 40%, 20%, 40%
basis.
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The TA Program is designed to provide financial support for CG NAF employees who
wish to expand their education within a field relevant to work within the Coast Guard.
Courses must be directly job-related or pertain to other positions within the CG’s NAFIs
to which the employee might reasonably aspire. Permanent full time, part time, and
regularly scheduled intermittent employees are eligible for tuition assistance after 12
months of continuous service and agree to retain employment with the Coast Guard for
12 months after completing the course. Employees who resign or are terminated for
disciplinary or performance reasons within 12 months of completing a course will be
required to refund the tuition assistance furnished by the Coast Guard on a pro rated
basis.

TA provides reimbursement for tuition, books, study materials, and fees for courses
towards an undergraduate or graduate degree, certificate, or professional certification
programs taken at an accredited institution, or for courses sponsored by public,
professional, or commercial organizations as outlined in Paragraph 10 of this Instruction.

Except for courses leading to professional certification as described above, the following
do not qualify for tuition reimbursement: seminars and workshops, symposiums, short
(non-credit) courses; college/university entrance exams; or review programs for entrance
exams.

Fees not reimbursable to employees include application/pre-admission registration fees,
transcript fees, admission testing fees, placement fees, course waiver or challenge fees,
travel costs (i.e., transportation, housing, meal, etc.), parking fees, equipment/kit
purchase costs, tutoring fees, deferred tuition fees, late registration fees, course addition,
deletion or transfer fees, student union fees, petition fees, recreation fees, health coverage
costs, dissertation or thesis typing fees, development or foundation fees, institution fees,
alumni fees, and other similar fees.

The taxes on reimbursements under the tuition assistance program will be in accordance
with current Internal Revenue Service guidelines.

All TA approvals are subject to budget availability. If the number of requests for
assistance exceeds the available funding, the funds will be prorated across the approved
applications for that semester.

Courses must be taken during non-duty hours and shall not interfere with the employee’s
regular duties.

To qualify for reimbursement, an employee must have an acceptable work record. For
the purposes of this Instruction, an acceptable work record is defined as the employee's
overall score on their most recent evaluation of at least “meets” for a non-exempt
employee or at least “achieves expectations” for an exempt employee.

In order to receive reimbursement, the employee must agree in writing that if he or she
resigns or is terminated within 12 months of completing a course, the tuition assistance
will be deducted from his/her pay on a prorated basis. The CSC may approve exceptions
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with justification from the command or supervisor in the Coast Guard Exchange where
unusual or emergency circumstances exist.

6. DISCLAIMER. This guidance is not a substitute for applicable legal requirements, nor
is it itself a rule. It is intended to provide operational guidance for Coast Guard
personnel and is not intended to, nor does it, impose legally-binding requirements on any
party outside the Coast Guard.

7. MAJOR CHANGES. TA will only be available for one course per semester and funding
for NAF TA will now be borne by the cognizant NAFI opting to participate in the TA
program rather than CG CSC. CSC will continue to administer the program.

8. ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS.

a. The development of this Instruction and the general procedures contained within it have
been thoroughly reviewed by the originating office in conjunction with the Office of
Environmental Management, and are categorically excluded (CE) under current USCG
CE # 33 from further environmental analysis, in accordance with Section 2.B.2. and
Figure 2-1 of the National Environmental Policy Act Implementing Procedures and
Policy for Considering Environmental Impacts, COMDTINST M16475.1 (series).
Because this Instruction contains guidance on, and provisions for, compliance with
applicable environmental mandates, Coast Guard categorical exclusion #33 is
appropriate.

b. This directive will not have any of the following: significant cumulative impacts on the
human environment; substantial controversy or substantial change to existing
environmental conditions; or inconsistencies with any Federal, State, or local laws or
administrative determinations relating to the environment. All future specific actions
resulting from the general policies in this Instruction must be individually evaluated for
compliance with the National Environmental Policy Act (NEPA), DHS and Coast Guard
NEPA policy, and compliance with all other environmental mandates. Due to the
administrative and procedural nature of this Instruction, and the environmental guidance
provided within it for compliance with all applicable environmental laws prior to
promulgating any directive, all applicable environmental considerations are addressed
appropriately in this Instruction.

9. DISTRIBUTION. No paper distribution of this Instruction will be made. An electronic
version is accessible through the PSC website, either through “PSC Instructions” under
“PSC Quick Links” on the home page at http://www.uscg.mil/psc/; or in the posting of all
PSC instructions at http://www.uscg.mil/psc/hra/pscinst.asp.

10. PROCEDURES.

b. Degree Programs.
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1) The institution providing the course, including on-line classes, must be an accredited
college or university (i.e., listed in the U.S. Department of Education database of
accredited institutions).

2) A maximum of one class per semester and three classes per fiscal year are eligible for
reimbursement. The annual cap for tuition assistance per employee is $2,250.

3) Employees may be reimbursed the actual cost of tuition and fees not to exceed $250
per credit hour, paid upon successful completion of the course. Successful
completion is described as receiving a “C” or better final grade in the class.

c¢. Non-Degree Programs. Programs that meet the following criteria shall be eligible for
assistance under this program up to a maximum of $2,250 per calendar year:

1) The program is not offered for credit, but is aligned with a certificate or diploma and
does any of the following:

(a) Offers a state, national, or locally recognized certificate.
(b) Represents recognized skill standards defined by an industrial sector.
(¢) Offers a similar credential or training,

2) An employee may not be approved for tuition assistance for more than one certificate
in the same type of program.

d. Professional Certification. Programs leading to professional certification must be in a
specific job-related field of professional discipline, and should provide the employee with
skills, knowledge, and competencies applicable to their current position. For
participation in such programs, employees may be approved for reimbursement of tuition
and eligible fees up to a maximum of $2,250 per calendar year.

11. APPLICATION PROCEDURES.

a. The CSC HR staff will allocate the annual funding made available by the commands
across the three traditional academic semesters (spring, summer and fall) on a 40%, 20%,
40% basis.

b. A separate TA request checklist, enclosure (1), must be submitted for each semester.
c¢. 'The employee will submit their TA request(s) to their immediate supervisor.

d. The employee’s supervisor will indicate his/her recommendation on the request(s) and
forward to the CSC Training Manager (TM). For NAFI’s other than CGX, the supervisor
will include the approved amount for the course. For these NAFIs, submission of the
checklist to CSC certifies that the command has funds available to reimburse the student
upon successful course completion.
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The TA request(s) must be submitted to the CSC TM by the following deadlines:

(1) 1 December for spring/winter semester
(2) 1 May for summer semester
(3) 1 July for the fall semester

The CSC TM will review the application to ensure it meets the criteria within this
Instruction.

(1) The CSC TM will either approve the employee’s request for the course for that
semester, annotating the reimbursement amount that will be provided upon
satisfactory course completion, or disapprove the request and return a copy to the
employee and their supervisor within 30 days of the application deadline.

. Each TA request is valid only for the semester for which it was approved.

. An employee whose application for tuition assistance is approved must immediately
notify the CSC TM if they drop the class or do not enroll. Failure to do so may result in
denial of tuition assistance in the future.

The employee will furnish the following items to the CSC TM within 60 days after
completion of the course:

(1) The approved TA request checklist.

(2) Receipts for the amount of the tuition and fees paid by the employee indicating the
cost per credit hour or equivalent documentation for non degree courses. A grade
report for college courses with a final grade of “C” or better or equivalent
documentation proving satisfactory completion for non degree programs.
Documentation must clearly show tuition costs and fees and prove successful
completion.

Provided all requirements are met, the CSC TM will approve the amount of the tuition to
be paid and forward to the CSC Finance Directorate for payment.

. The CSC Finance Directorate will prepare payment for the approved amount, forward it
to the employee, and forward an invoice to the employee’s command for NAF
reimbursement.

The CSC TM will forward a copy of the courses and reimbursement amounts to CSC HR
for filing in the employee’s official personnel file.

. The CSC TM will monitor the terminations report to ensure employees receiving TA
meet the 12 month service agreement.
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12. RECORDS MANAGEMENT CONSIDERATIONS. This Instruction has been thoroughly
reviewed during the directives clearance process, and it has been determined there are no
further records scheduling requirements, in accordance with Federal Records Act, 44 US.C.
3101 et seq., NARA requirements. and Information and Life Cycle Management Manual,
COMDTINST M5212.12 (series). This policy does not have any significant or substantial
change to existing records management requirements.

L 64

M. L. AUSTIN
Commander, Personnel Service Center

13. FORMS/REPORTS. None.

Encl: (1) TA Request Checklist



Enclosure (1) to PSCINST 12900.1D

CG Nonappropriated Fund Tuition Assistance Request Checklist

Employee Name

Hire Date

Current Position
Location

Institution Name

Course Title

Course Description

Course Type

[CICredit

[CINon-Credit

Course Level

[ON/A [undergraduate [ JGraduate

Degree Related [JYes, Type [JNo
Professional and/or Career [Jyes [JNo
Related

Job Related [(dyes [JNo
Course Justification

Course Dates From to
Cost Per Credit Hour, if $

applicable

Total Course Cost $

Books and Fees (itemized) $

Total Course and Fee Costs $

I'understand that I must successfully pass each course (college with a grade of “C” or better) and that I must provide
proof of grade, tuition, and fees before reimbursement is submitted. 1 agree that if I resign or am terminated within
twelve months after completing a course, the tuition assistance furnished by CSC for this course(s) will be returned
to CSC or will be deducted from my pay on a prorated basis.

Employee Signature

Date

For Supervisor | Job Related [ JYes [ ]No | Recommend [ JYes [ ] No | Amount Approved $

Supervisor Signature

Date

[ For Talent Manager

[ Approved [JYes [ ] No

| Amount Approved $

Talent Manager Signature

(Forward 1 copy to employee — original to file)

Date

PRIVACY ACT STATEMENT Under the authority of 5 USC §301, you are being asked to provide the personal data on this
form so your request for Coast Guard NAF Tuition Assistance (TA) can be processed. The office responsible for processing TA
requests will retain this information. It will not be divulged without your written authorization to anyone other than Coast Guard

personnel involved with the administration of the TA

you fail to do so your TA request will be denied.

program. You are not required to provide this information. However, if




