Complete all steps in the order indicated.  Double click the blue text in Steps 1 and 2 to gain access to the required form or instructions.  This will allow you to type all data on line.  All required forms and supporting documentation must be faxed or mailed to the education office a minimum of two (2) weeks prior to the start of your course(s).   When you have completed all required forms, print this worksheet for use as a cover sheet or cover letter.  


_____
Step 1.  Print, read and sign the Statement of Understanding.   

_____
Step 2.  Complete DA Form 2171-E Request for Tuition Assistance.  (Follow the instructions.)

_____
Step 3.
 Provide a copy of your degree plan with your first request for TA.  A degree plan is a list of course requirements for the degree that you are seeking.  Classes not on your degree plan will not be approved for TA.

_____
Step 4.
  Provide a copy of your Registration Form listing all classes your are registered for with the school.  This form generally shows all classes you’re registered for including days & times the class meets.

_____
Step 5.
  Provide a copy of the bill for the courses you are scheduled to take at the school.  This provides us with the financial information we need to process your paperwork.

_____
Step 6.
  Fax or mail the signed and dated Statement of Understanding, completed   DA Form 2171-E, school’s fee schedule, and your degree plan to the to the 90th RSC Education Office or Active Army Education Office, serving your organization.  Requests for TA received after the institution’s late registration period will be denied.

_____
Step 7.
  Immediately call your Education Office if you drop, add or change a class for which TA has been authorized.

_____
Step 8.
  Provide a copy of your grade report to your servicing Education Office upon completion of your course(s).   Missing grade reports will result in future requests for TA being denied and or recoupment of TA funds.

We will return a copy of the approved forms to you at your AKO Email address.  It is your responsibility to provide the approved request for TA to your school’s billing office so the school may then invoice the U.S. Army Reserves. 
To:    90th Regional Readiness Command


         ATTN:  Education Office


         8000 Camp Robinson Rd


         North Little Rock, AR 72118-2205


   


         FAX:   501-812-1207





         Telephone:  800-501-1493 ext. 7824
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