NATIONAL GUARD BUREAU

111 South George Mason Drive
ARLINGTON VA 22204-1382

ARNG-GSE-11-005 01 October 2010
MEMORANDUM FOR the ARNG Education and Incentives Personnel of all States, Puerto Rico, The Virgin Islands, Guam and the
District of Columbia.

SUBJECT: Procedures to Request Federal Tuition Assistance (FTA) Exception to Policy (ETP)

1. All requests for FTA ETP will be sent to the ARNG-GSE Tuition Assistance Operations Manager and will include, at a minimum,
the following documents:

a. Letter from Soldier detailing the extenuating circumstances leading to the request and supporting documentation.
b. Memorandum of Endorsement from Soldier's Commander or representative with signature authority.

c. Memorandum of Endorsement from the Soldier's Education Services Officer that includes all applicable application
information.

2. Each FTA ETP will include only one (1) Soldier per ETP request and, at a minimum, contain the following information:

a. Course number, department code, and title.

b. Courses start and end dates and educational level.

c. Tuition/Fees cost per semester/quarter/clock hour.

d. School name and location.

e. FTA control number (if applicable).
3. ARNG-GSE will review all documents and information provided, as well as the Soldier's education record in iMARC. Following
review of the facts and all relevant information, the ARNG-GSE Chief will provide an approval or denial response directly to the state

ESO with instructions on steps that must be taken next, if applicable. Additional funds will not be provided for the approved ETP, as
the state must already have the available funding set aside for the applicable fiscal year in order to cover the cost of the application.

4. Any FTA ETP request that does not have the above documents or information included will be recorded as incomplete and
returned to the state ESO without action. Additionally, if Soldier's record in IMARC indicates unresolved/unrecouped failing grades,
or if Soldier had previously received an exception for the same reason, the ETP will not be granted and will be returned to the state
without action.

5. Any FTA ETP request that has been denied by ARNG-GSE will be considered again only if additional and relevant information or
documentation is received.
6. All FTA ETPs will be submitted to the following e-mail: tuition@pec.ngb.army.mil.

7. The point of contact for this memorandum is CW2 Tommy D. Austin, Tuition Assistance Operations Manager, at (501) 212-4234
or tuition@pec.ngb.army.mil.
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