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DEPARTMENT OF THE AIR FORCE

PACIFIC AIR FORCES


2 Jun 2008

MEMORANDUM FOR STUDENT REQUESTING TUITION ASSISTANCE WAIVER

FROM: 18 FSS/FSDE
SUBJECT:  Request for Waiver

1.   When requesting a waiver, valid documentation is the key to receiving approval.  Each request must include, as a minimum, the following items:

     a.  A letter of explanation written by the student with a concurrence endorsement by 

          the supervisor and Squadron Commander

     b. A COMPLETED copy of AF Form 118, Refund of Tuition Assistance – Education 

         Services Program (received from BTES via e-mail or generated at BTES). Signatures 

         required: you and your supervisor. 

     c. A copy of COMPLETED official school withdrawal form indicating the financial penalty 
         for withdrawal

     d. Indication that you have discussed this withdrawal with your instructor and he/she 
         advised that you would be unable to complete the course with a passing grade. The 
         instructor’s correspondence will have to indicate why you were not eligible to take an 
         Incomplete and complete the coursework at a later date for a satisfactory grade. 

     e. Supervisor and commander indorsed copy of this “Request for Waiver” memo

2.  There are six categories I am authorized to consider for waivers:  

Permanent Change of Station (PCS):  Include a copy of PCS orders with your request.  State when you were made aware of the pending PCS.  If you were aware of the pending PCS prior to signing up for the course, your request for waiver is not valid; therefore,  mention in your letter that you were not aware of the pending PCS.
Temporary Duty (TDY) of length to preclude completion (Permissive TDY is not an acceptable reason:  Include a copy of TDY orders with your request.  If you were aware of the TDY prior to signing up for the course, your request for waiver is not valid.  Otherwise, prior discussion with the instructor is warranted for justification.

Emergency Leave of length to preclude completion:  Include a copy of you emergency leave orders.  The “length to preclude completion” will be determined by the approving authority.  However, it will help if you provide convincing information in your explanation letter.  
Hospitalization of length to preclude completion:  Provide admittance from hospital to show duration of stay.
Change of military duties arising after enrollment precluding completion:   (OJT is not considered a change of military duties).   Explain what were your duties prior to withdrawal and what current duties are precluding you from completing the course (s).  What date did the change occur?  Were you aware of the pending change prior to signing up for the course?
Family health problems arising after enrollment precluding completion:  If it is a health problem, it should be backed up with documentation from the hospital, or a doctor.
NOTE: Distance Learning Students-Most distance learning students choose this method of study so they can have more control of their learning (i.e., time and location).  As a distance learning student, you are responsible to ensure you have access to a computer and choose what time you will study.  Even if TDY or on leave, distance learning students can complete required assignments by visiting the Base Library, the Education Office at the TDY/Leave location to find out if one of the contracted schools have a computer lab, or the local library.  Communication with your instructor is integral. If you know you will not have access to a computer, let your instructor know.  He/she may allow you to continue with your assignments and post them when you return to your home station. In your waiver letter, please explain how any of the six reasons listed above prevented you from completing your assignments within a 24-hour period. 

3.  Supervisors/Commanders:  Tuition assistance is awarded to active-duty military 

personnel in good faith that they will pursue and complete the course(s) for which they are awarded tuition assistance. Please thoroughly read and complete AF Form 118, Section V before you sign.  I realize there are times when changes of military duties are required and just cannot be helped.  However, if a student failed to notify you that he/she was enrolled in a course, then you were not afforded the opportunity to consider class times/dates when you made your decision to change his/her duty schedule.  As a result, you should not support his/her request for waiver.  







//Signed//

         





EUROPONDA R. CHESTNUTT, DAFC

         





Education and Training Supervisor
1st Ind., ______________________________                                                ___________

                                                                                                                            (DATE)

TO:  18 MSS/DPE

I have read the information in this memo.
[    ]  Student requesting waiver:  _____________________________________________

[    ]  Supervisor: ____________________________________________

[    ]  Commander: ___________________________________________

RETURN THIS MEMO WITH SIGNED INDORSEMENTS WITH YOUR WAIVER REQUEST
WAIVER PACKAGE CHECKLIST

Education Technicians need to ensure the following is briefed to student:

_____ Memorandum from BTES (must be read, signed, and dated by student and their

           supervisor 

_____ AF Form 118, Request for Withdrawal – Education Services (2 pages), Sections, I, 

II, IV, and V must be completed (Section III : Commander’s  Signature- not required)
_____ Letter from student explaining reason for waiver request endorsed by Squadron 

           Commander

_____ Copy of TDY or emergency leave orders if applicable

_____ Completed withdrawal form or e-mail from the school.  Document must indicate 

the amount of tuition the government is required to pay.

_____ Correspondence from your instructor(s) with a recommendation to withdraw.

           Correspondence must indicate why an Incomplete grade could not be given.

_____ Any miscellaneous documentation that would strengthen/support waiver request 

_____ Do not take documentation lightly; provide specific information and avoid vague 

           or general terms

_____ Waiver Packages not returned by the suspense date provided will be cause for the 

           refund action to be initiated on the following day, thereby voiding further waiver 

           review
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