UPDATED FY04 INSTRUCTIONS FOR COMPLETING DA FORM 2171-E

REQUEST FOR TUITION ASSISTANCE- ARMY CONTINUING EDUCATION SYSTEM

1.  All DA Form 2171-Es (SEP 2000 version) must be completed through the HRC website.  

https://www.hrc.army.mil .  Print a copy to submit with your packet.  If you are going to be scanning or faxing the form, ensure the print is dark.
2.  Blocks numbered 1a through 4 e MUST be completed.        Incomplete forms will be returned without action.

3.  Follow the instructions below for the specific blocks mentioned and your form will not be returned.  A sample DA Form 2171-E is located on the Internet at www.usarc.army.mil/88thRRC, once at the 88th RRC Home Page, click on “Education”. Block 4D
Enter typed name of commander or unit representative.

Block 1A
Enter your NAME and AKO E-mail account address

Block 1B
Enter your rank


Block 1C
Enter your social security number.


Block 1D
Enter your Expiration of Term of Service (ETS) or Mandatory Removal Date (MRD) - YYYYMMDD

Block 1E
Enter your Military Occupational Specialty or Branch of Service


Block 1F
Enter your educational goal (i.e. Accounting Certificate, BA-Liberal Arts)


Block 1G
Enter your “pay entry basic date” (PEBD). (YYYYMMDD)

Block 1H
Enter your unit of assignment, address, and UIC


Block 1I
Enter your home address


Block 2A/B
Full name & address of school, do not abbreviate.


Block 3A
Enter Course Department and Number as indicated in school catalog or schedule.


Block 3B
Enter Course Title


Block 3C
Specify days of week course will meet: S,M,T,W,R,F,S


Block 3D
Enter time the course will meet in civilian time  8:00 – 10:20 am

Block 3E
Indicate the cost of only one (1) semester or quarter hour. Divide tuition by credit hours.

Block 3F
Enter number of credits of course.  Indicate whether the credits are semester hours (SH) or quarter hours (QH).  




for courses that yield clock hours see the note below.

Block 3G
Enter all mandatory, laboratory, and technology fees.

Block 3H
Multiply “3E” x “3F”, then add on “3G” to get the total cost of the course.


Block 3I
Enter the appropriate code:
C = classroom 

E = course delivered via computer


Block 3J
100% of block “3H” not to exceed $250.00 per SH or $166.67 per QH.


Block 3K
The difference between “3J’ and “3H” (“3H” - “3J”).

Block 3L
Enter the beginning date of courses—YYYYMMDD (begin with earliest class in semester)

Block 3M
Enter the ending date of courses—YYYYMMDD (end with latest class in the semester)

Block 3N
If your school operates on a semester-basis enter $250.00.  If your school operates on a




quarter-basis enter $166.67.


Block 3O
Total columns F, G, H, J, and K vertically.  Complete this block even if only one course is listed.



    
Block 3O is for labeling only.  Totals are placed under each specific column.

       Block 4A 
SIGN block to authorize processing.


       Block 4B
Include area code or DSN number for Home, Work, and Cell telephone numbers.


Block 4C
Enter typed name of commander or unit representative.


Block 4D
Have commander or representative SIGN block to authorize processing if SSG or 





below; otherwise, SFC and above ranks must sign a second time.


Block 4E
Enter the unit’s phone number.

4.  If you have any questions about this form, please contact the 88th RRC Education Office at 1-800 THE ARMY, ext. 3081 or 612 713-3081. 
5.  Upon receipt of the DA Form 2171-E, the ESS will verify eligibility, issue a control number, and complete Blocks 5 and 6.  A copy of the signed form will be returned to you.  Turn in two copies of the approved DA Form 2171-E to your school Business Office and pay your share of the tuition and fees.

NOTE:  To determine the SH cost for vocational/technical courses that yield clock hours, divide the number of classroom/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.  Example:   An electronics course costs $800.00, and meets for 150 clock hours.  150 clock hours divided by 15 = 10 SHs   $800.00 (cost of course) divided by 10 (number of SHs) = $80.00 per SH
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