Step 1: Find a College / School to go to.  This is the hardest step, because you have to do all the leg work.  We have resources and people available to point you in the right direction, but the ultimate choice is up to you.
Things to consider: 
-Are they Regionally or Nationally Accredited?

-Do you want to take online, correspondence, classroom or

  hybrid courses?





-Are they a SOCMAR or SOCNAV affiliated school?





-Do they accept your SMART transcript?





-Do they have exactly what you want, or are they trying to

  “lock” you into a program?

Step 2: Apply to the school. This will (with most schools) cost money. THIS is an out-of-pocket cost, meaning YOU pay for it. Tuition Assistance (TA) does not pay for application fees.
Step 3: Once you are accepted. Register for classes. You are limited to 9 credits per 8 week semester. Any more than that you are considered a full time student as well as a full time Marine (Service Member), your CO and the Station Education Officer must sign off on that. Don’t be discouraged, check with your school, semesters can be as little as 4 to 8 weeks long, depending on the school.

Step 4: Fill out the TA application. You will be required to provide additional information from the school showing term start date and end dates (when the class is) and cost per credit hour (max $250.00/cr hr). This is to ensure that you are not being overcharged. Read the back of the TA application, by signing it, you agree to all the rules and regulations listed on the back of it.
Step 5: TA application signed off by CO or By Direction. Usually your section level OIC, Education Officer, or a senior SNCOIC has by direction to sign off, if you are unsure ASK! TA application must be turned in before the term (class) starts, do not try routing it all the way up to the CO the day the class starts, we will not approve it after class starts, and because it was “sitting on the SgtMaj’s or CO’s desk” is not a valid excuse.

Step 6: Bring TA application and supporting documentation to the Education Center for approval.  As long as you have all the documents and requirements completed this process only takes a few minutes. Once processed, we give you a TA Voucher. [Requirements: College 101 (TA Brief); GT score of 99 or higher and/or TABE score of 10.2 or higher]
Step 7: Give/Get the TA Voucher to your school, that’s how they get paid by the government.

After you have taken the class:

Final Step: You must provide your grade.  You are responsible for making sure your grade is reported back to NETPDTC (Pensacola). You can bring an unofficial transcript to the Education Center and we can fax it. It is up to you to make sure the government has proof you completed the course otherwise you will be billed for the class.
