NOTICE:  Tuition Assistance Authorization Delivery & Instructions - Please Read and Print a Copy of the Following Instructions
Your Tuition Assistance Authorization Form (CGI-1560) is attached.

1.  The following action must be taken:

      A.  Verify the TA Authorization form for accuracy.  ALL members MUST write their SSN on the TA Authorization form before providing it to the school.  If correct, sign the TA Authorization form.  
      B.  Make a copy of the signed TA Authorization form for your records.

      C.  Take the original TA Authorization and the attached WAWF document to the college when you register and provide it to the school. 

      D.  Retain a COPY of these Instructions.

2.  If you cancel, drop or do not complete a course:

You must officially withdraw/disenroll from the course through the school.  There is a time frame established by the school (generally within the first through the third week of the course) when you can officially withdraw/disenroll from the class.  

A.  If you withdrew/disenrolled by the deadline and the school will not invoice for the course, you should submit the cancellation TO YOUR ESO who will then forward to the CG Institute.  WRITE in CANCELLED on the TA Authorization form and forward it to your ESO.  If there is more than one course on the form and only one course is being cancelled, WRITE in CANCELLED next to the course that is being cancelled.

B.  If you did not meet the deadline, the school will invoice for the course and you are responsible to pay back the tuition.  In this situation, you should send a money order for the amount owed, made out to the U. S. Treasury, to NETPDTC.  Send the money order to the address provided on the TA Authorization form.
3.  CHANGES TO ANY COURSE CODE, COURSE DATES OR TUITION RATES:  

SCAN and EMAIL your TA Authorization form to YOUR ESO for a new TA Authorization if one of the following scenarios applies to you.  PLEASE ensure you write in your complete SSN before sending to your ESO.
· Tuition INCREASED or DECREASED (different in any way)

· Course Changes

· Course Dates Changed

IF ANY of those items changed you MUST Line out the information, CLEARLY WRITE in the new information and send the document to your ESO who will submit the changes to the CG Institute.
4.  If you want to add additional course(s):

          You must complete a new TA Application form for the additional course(s).

5.  If you do not use the TA Authorization form for the approved courses or course dates, you must CANCEL the form.  

Follow the instructions in Paragraph 2 above.  

6.  Reporting FINAL GRADES:  

     A.  When you complete the course and receive your final grade report, EMAIL a copy to Your ESO. The report must be submitted on an unofficial document displaying the school’s letterhead or logo.  Screen prints of your grade reports will also be accepted.  The ESO will forward to the CG Institute for data entry.
     B.  Ensure your FULL NAME and SOCIAL SECURITY NUMBER are included on the grade report and the report is legible.

IMPORTANT:    Some colleges will send your final grades to NETPDTC automatically, but you should check with the Registrar’s Office for verification.  Remember it is ultimately the applicant’s (Your) responsibility to ensure the grades are posted.

7. VA Education Benefits:  The following website provides information on VA educational benefits that you may be entitled to.

http://www.gibill.va.gov/education/benefits.htm

Some of the benefits discussed:

      A.  Montgomery GI Bill - Active Duty (MGIB-AD).

      B.  Accelerated Payment for MGIB-AD.

      C.  Tuition Assistance Top-Up.

      D.  Montgomery GI Bill - Selected Reserve (MGIB-SR)

      E.  Veteran's Educational Assistance Program (VEAP)

      F.  Survivors' and Dependents' Educational Assistance Program (DEA)

      G.  Licensing and Certification Tests 
      TO: PAY BACK TA

 Mail a check and a copy of the TA Authorization to :
       Commanding Officer
        NETPDTC N8115 (Attn:  COAST GUARD)
        6490 Saufley Field Road
        Pensacola, FL 32509-5241 
** THIS IS A NEW PROCESS – PLEASE READ CAREFULLY **
The attached TA authorization # is forwarded through TACCTSs. BOTH the member & ESO should receive an e-mail with the member’s TA authorization attached. ESOs must ensure the member receives this authorization. If the member’s BUSINESS e-mail address in Direct Access (DA) is not valid, or is missing, the authorization may not be received by the member. Reserve members must also ensure they have a valid BUSINESS e-mail address in DA in order to receive their TA authorization. Due to Personally Identifiable Information (PII) security restraints we have completely removed the SSN from all TA authorizations to meet these security requirements. ALL MEMBERS MUST WRITE THEIR SSN on the TA authorization form before providing it to their school.
Note: This transmission is intended solely for use by the addressee.  It contains information that is privileged, confidential, or exempt from disclosure by law or Coast Guard policy.  If you are not the intended recipient or otherwise authorized to receive this transmission, further dissemination or copying of this message is not permitted.  Please ensure it is delivered to the person named above as soon as possible.
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