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All required forms are available on the 88th RRC INTRANET at http://88intra  
   Applications/RRC Staff & Directorate Information Portal/88 DCS G1/Education Benefits/

                Tuition Assistance or on the INTERNET at www.usarc.army.mil/88thrrc.

______1.  Log on to the U. S. Army HRC website:  https://www.hrc.army.mil.  Complete the degree advising survey (only needs to be completed once).  
______2.  Acknowledge the FY 05 Statement of Understanding--USAR Tuition Assistance on the website.  Submit the signed original with your first TA request each FY (1 Oct to 30 Sep).  (Subsequent TA requests during the FY do not require a copy be attached.)                       PRINT AND SIGN
_______3.  Complete DA Form 2171-E, Request for Tuition Assistance with ALL required information.    
                                PRINT a copy of the completed 2171-E.    SIGN DOCUMENT
______4.  If a SSG or below, have your unit commander or authorized representative sign the DA Form 2171-E (all copies).  If you are a senior NCO (SFC or above) or an officer, you may sign the DA Form 2171-E rather than obtain the commander’s signature.  Your signature is required in both Block 4A and 4C.

______5.  Complete an 88th RRC FY 05 Tracking Form for each new Tuition Assistance Request based on Block 3L, the “course begins” date.  If the course beginning date is in the same term, only one tracking form is needed.  If submitting multiple DA 2171-E requests covering future classes (semester, quarter, or module), a separate tracking form is required for each request.

______6.  Submit a copy of an itemized school invoice.  All fees must be documented.
______7.  Submit a copy of your registration schedule.
______8.  Submit a copy of your degree plan with first request.  A degree plan is the school’s requirements (classes needed) to earn the degree you are seeking.

______9.  Submit all the required forms and documentation to the 88th RRC Education Office prior to the school’s term beginning date.  If during registration you need to drop/add a course, contact the Education Office immediately.

	ARMY EDUCATION CENTER
	

	HQ 88th RRC
	

	506 Roeder Circle
	

	Fort Snelling, MN 55111-4009
	

	Voice:  612.713.3081
	

	1-800 THE ARMY, ext. 3081
	

	Fax:  612.713.3365
	

	joetta.grant1@us.army.mil
	maria.j.borgen1@us.army.mil


______10.  Upon receipt, turn in the approved DA Form(s) 2171-E to the school’s Bursar’s Office.  The school will bill the U.S. Army Reserve for the amount authorized on the DA Form(s) 2171-E.  

_____11.  If you subsequently drop/change a course for which TA is authorized, call the Education Office immediately at 1-800-THE ARMY, ext. 3081.  Schools do not notify this office.
_____12.  Once you complete the course(s), for which TA was authorized, submit a copy of your grade report within 30 days to the HQ 88th RRC Education Office.  Missing grade reports will result in future TA requests being rejected and possible recoupment actions.
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