INSTRUCTIONS FOR COMPLETING DA FORM 2171-E

 REQUEST FOR TUITION ASSISTANCE FOR TPU SOLDIERS              

1. THE DA FORM 2171-E MUST BE TYPED.   (No more than 3 courses per DA Form 2171-E.)

2. Blocks 1A through 4E MUST be completed.   Incomplete forms will be returned for correction and delay the awarding of Tuition Assistance (TA).

3. Follow the instructions as indicated below.  Enter all dates as follows: Day/3 letter Month/Year.  A sample 

        DA Form 2171-E is available for viewing.

· Block 1A
Enter your rank after your middle initial.
· Block 1B
Enter SSN
· Block 1C
Enter ETS (The date your contract is over and you officially leave the service.)

· Block 1D
Enter MOS-Military Occupational Specialty-Example 71L
· Block 1E
Enter your Program and Level of Study (i.e. CERT - Accounting; 
BS/BA - Liberal Arts; MA/MS – Management Information 
· Block 1F
Enter Basic Pay Entry Date (The date on which you first entered military service.)
· Block 1G 
Enter unit of assignment and complete address of unit.  Enter Home Address.

· Block 2A
Enter Name and telephone number of school.  (Do not abbreviate school name.)
· Block 2B
Enter complete address of the school including street, city, state, and zip code.

· Block 3A
Enter Department and Course number  - Example: PSYC 100.

· Block 3B
Enter Course Title - Example: U.S. History to 1865.

· Block 3C
Enter the days of the week the course is conducted - Example: M, T, W, Th, F, Sa, Su.

· Block 3D
Enter the hours that the course meets – Example: 1730-2030. (Enter military time)

· Block 3E
Enter the course cost of only one (1) semester hour (SH), or one (1) quarter-hour. 

Calculations for courses conducted in clock hours: Determine the SH cost of courses that  

are conducted by clock hours, by dividing the number of clock hours by the number 15. 

The result is the number of SHs. Then divide the total cost of the course by the number 

of SHs.  The result is the cost per SH.

· Block 3F
List the total number of SHs or QHs per course – Example 3SH or 3QH.

· Block 3G
List all instructional fees (instructional fees, laboratory and or shop fees) required by the 

institute for the course.  Do not enter fees for cost of books, building use, equipment, 

parking, student activity, or any other fees not directly related to course instruction.

· Block 3H
Multiply “3E” X “3F”, add authorized fees in “3G”.  Enter total in 3H

· Block 3I

Enter the appropriate code: 
C – Classroom;   
E – courses delivered via computer   

P –Correspondence Courses;     O – Other

· Block 3J
Leave Blank
· Block 3K
Leave Blank
· Block 3L
Enter the beginning date of the course as established by the institution – Example 

14 JAN 02

· Block 3M
Enter the end date of the course as established by the institution – Example 14 May 02

· Block 3N
Leave Blank

· Block 3O
Leave Blank

· Block 4A
Soldier’s signature.  

· Block 4B
Soldier’s daytime telephone number.  Include area code and extension

· Block 4C
Signature of Commander or Commander’s Full Time Representative.  E-7 and    
above may sign for themselves.

· Block 4D
Typed name of Commander or Commander’s Full Time Representative.  

· Block 4E
Full Time Representative’s or Commander’s Telephone Number
BLOCK 7 (FOOTNOTE)

AKO e-mail address:
Enter your AKO Email address

