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Overview

◼ Civilian Tuition Assistance Program (CTAP)

◼ Appropriated Fund (APF) Eligibility

◼ Conditions

◼ Rates and examples 

◼ Submission requirements

◼ Completion requirements

◼ Getting started

◼ Air Force Virtual Education Center (AFVEC) user guide 



Force Support (FS) 

Career Field Team (CFT)
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HAF – Pentagon

Vacant – Career Field Manager

Nathaniel “Nate” Tennyson – Assoc. 

CFM

FS CFT  - AFPC

Chester “Chett” Kline

Team Chief

Operations/ 

Analysis
John Unpingco,  

Alexis Villareal, Rick 

Banfield, Richard Hall

Position Management
RPA processing

APF Waivers
SCPD Development

Daily Ops – e-mail / phone

Force 

Development
Sonya Meier, Ami 

Prince, Amy Granfors

APF Development Team 
APF CB, CSLP, CDE  

Management
KCP Management

Education and Training
Tuition Assistance 

Strategic Comm

& Analysis
Frances Denning

Facebook, MilSuite 
Strategic Comm Plan

Policy Review
Human Capital Plans

Monthly Webcasts
Mentorship / MyVector
Briefings / Roadshows

MyPers Messaging

Force 

Renewal
(Ina) Jeannie Cotten, 

(Thi) Melissa Bui

PAQ Recruit / Training
PCIP Recruit / Training

PAQ outplacement
Intern grade / promotion /   

conversion requests    
Quarterly data calls

NAF
Shaquita Lett, Shelly 

Gomez  

NAF Development Team
Policy Council Support
NAF CB Management

Waivers
Hiring Actions
PCS Orders

Tuition Assistance
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Vision and Mission 

◼ Force Support Vision

◼ Achieve service-wide recognition as the Air Force's premier Career Field, building 
leaders through intentional educational and professional development programs.

◼ Civilian Force Mission 

◼ Recruit, develop, mentor and sustain a highly-skilled, agile and professional Force 
Support workforce through deliberate program delivery and exceptional customer 
service.
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CTAP Eligibility

◼ Civilian Tuition Assistance Program (CTAP) 

◼ CTAP supports civilians to continue their self-development and achieve their first 

degree at the associate, bachelor, master, and doctoral levels 

◼ Who Is Eligible?

◼ DAF Career/Career Conditional APF/NAF employees including Federal Wage Grade 

employees

◼ Employment status located on SF50 for APF and AF Form 2545 for NAF

◼ Must be in a full-time status - 80 hours per pay period; cannot be on LWOP

◼ Have a current “acceptable” performance appraisal

◼ May be waived for employees with less than 1 year (Supervisor verifies)

◼ *PAQ – Separate Program with Different Requirements 

◼ Air National Guard and Air Force Reserve must contact Education Office 
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CTAP Conditions

◼ No duplication of benefits

◼ Cannot be combined with federal or state benefits (i.e., VA ed. benefits – GI Bill)

◼ May be combined with Federal Student Loans or Grants

◼ CTAP funds may be approved for:

◼ To obtain first degree at the Associate; Bachelor; Master; or Doctoral level 

◼ 2 courses may be requested per grading period (max) – no overlap of course dates

◼ CTAP funds may not be utilized for: 

◼ CIV TA cannot be used for institutional fees or fees associated with a course

◼ Students are responsible for all remaining costs/fees

◼ Not available for post-master’s coursework or for courses at a lower level equal to a 

degree already obtained 

◼ Not available for any certification programs or official training 



CTAP Conditions Cont’d 

◼ Courses must be from a fully accredited College or University listed in the DoD 

Memorandum of Understanding (MOU) directory at: http://dodmou.com
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http://dodmou.com
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CTAP Rates 

◼ CTAP FY (1 Oct – 30 Sep) CAP = $4500

◼ Prior Active Duty AF TA and CIV TA in same FY may receive exception to FY cap

◼ Reserve TA / CIV TA - limited to a total of $4500 combined per FY

◼ Up to 75% of the per credit hour rate 

◼ Semester hour rate caps at $250 per credit hour

◼ Quarter hour rate caps at $166 per credit hour

◼ Additional considerations 

◼ Schools that offer flat rate tuition must add an hourly rate option in the AI Portal

◼ TA is funded at 100% for credit-by-exam testing fees at an on-base and/or fully 

funded testing center



CTAP Rate Example – Semester Hours

◼ Ex. One: Credit Hour Rate = $325

◼ Class = 3 Credit Hours

◼ 75% of $325 = 0.75 X $325 = $243.75 (Lower than Max $250)

◼ $243.75 X 3 Credit Hours = $731.25 – Government TA portion

◼ $325 X 3 Credit Hours = $975 Class Tuition

◼ $975 – $731.25 = $243.75 – Your Portion Class Tuition

◼ Ex. Two: Credit Hour Rate = $375

◼ Class = 3 Credit Hours

◼ 75% of $375 = 0.75 X $375 = $281.25 (Higher than Max $250)

◼ $250 X 3 Credit Hours = $750 – Government TA portion

◼ $375 X 3 Credit Hours - $1,125 Class Tuition

◼ $1,125 – $750 = $375 – Your Portion Class Tuition
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CTAP Rate Example – Quarter Hours

◼ Ex. One: Credit Hour Rate = $220

◼ Class = 3 Credit Hours

◼ 75% of $220 = 0.75 X $220 = $165 (Lower than Max $166.66)

◼ $165 X 3 Credit Hours = $495 – Government TA portion

◼ $220 X 3 Credit Hours = $660 Class Tuition

◼ $660.00 – $495.00 = $165.00 – Your Portion Class Tuition

◼ Ex. Two: Credit Hour Rate = $375    Class = 3 Credit Hours

◼ 75% of $375 = 0.75 X $375 = $281.25 (Higher than Max $166.66)

◼ $166.66 X 3 Credit Hours = $499.98 – Government TA portion

◼ $375.00 X 3 Credit Hours - $1,125 Class Tuition

◼ $1,125 – $499.98 = $625.02 – Your Portion Class Tuition
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Submission Requirements 
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◼ CTAP funding request submission window

◼ As early as 45 days prior to the start date but no later than 7 days prior to the course 

start date

◼ Funding request changes – prior to class start date

◼ Changes to class information

◼ Class end dates can be edited, not class start dates

◼ Drop or cancel a class in AFVEC

◼ Notify Force Support Career Field Team via AFVEC message 

◼ De-obligation of funds 

◼ If the class is NOT canceled (in AFVEC), the student may be subject to 

reimbursement payments

◼ Drop – prior to the class start date / no cost to student

◼ Withdraw – after class start date with or without cost



CTAP Completion Requirements

◼ Grade Requirements per course:

◼ Graduate/Doctoral courses: Minimum grade of B or better

◼ Associate/Bachelor courses: Minimum grade of C or better

◼ Grades below the minimum requirement must be reimbursed

◼ Due dates:

◼ Grades are due no later than 30 days after the course end date.  Schools typically 

update the AI Portal; however, student is responsible for ensuring the grades are 

submitted  

◼ AFVEC Messaging:

◼ Students may submit grades through AFVEC messaging and attach transcript 
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How Do I Get Started?

◼ Determine your education goal.  If you need assistance, you may:

◼ Speak with guidance counselors at your local Education & Training Center

◼ Review TA DECIDE - https://www.dodmou.com/TADECIDE/

◼ Choose your Academic Institution – www.dodmou.com

◼ Discuss your goal with your Supervisor

◼ Supervisors are required to approve your TA funding requests

◼ Include the goal as a part of your Individual Development Plan

◼ Register in AFVEC and update all information in your profile

◼ Create your education goal and upload an audited degree plan 

https://afvec.us.af.mil/afvec/Home.aspx

https://www.dodmou.com/TADECIDE/
http://www.dodmou.com/
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Questions 



AFVEC User Guide 

15

AFVEC Dashboard Home Page



Creating an Education Goal

◼ Click on “Create Goal”
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Education Goal
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◼ At times, an Educational Level does not transfer in from DCPDS and blocks selection of 

Educational Goal. If this occurs, check your validated Educational Level in myBiz.

◼ Education Record Update Self Service

https://mypers.af.mil/app/answers/detail/a_id/19331/p/2/c/348

◼ If Education Level is not listed or listed incorrectly, send a message through AFVEC for 

the Career Field Team (CFT) to correct the issue
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Unavailable Degree Level 

https://mypers.af.mil/app/answers/detail/a_id/19331/p/2/c/348


Education Goal – Audited Degree Plan 
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Education Goal – Details 
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CFT Review Of Education Goal

◼ After submission of Education Goal, the Career Field TA Team will review goal and 

determine approval

◼ If an issue is found, the TA Team will reach out via AFVEC Messaging to explain why 

the goal is not approved

◼ Education Goal Provisional Degree Plan must include: 

◼ Name of the college/university

◼ Name of intended degree program 

◼ Total number of credits required for the degree 

◼ Does the school utilize semester hours or quarter hours 

◼ A list of the course numbers, course titles, and the number of credit hours of each 

course
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Provisional Degree Plan Example 
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Audited Degree Plan Example 
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Creating a Funding Request 
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Funding Request - Step 2
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Funding Request – Step 3 
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Funding Request – Step 4 
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Funding Request – Step 5
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Funding Request – Step 6 
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Funding Request – Step 7 
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Resources 

◼ MilSuite Site

https://www.milsuite.mil/book/groups/force-support-career-field-team

◼ Air Force Virtual Education Center

https://afvec.us.af.mil/afvec/home.aspx

◼ DoD Memorandum of Understanding (Institution Search

https://www.dodmou.com

◼ TA Decide

https://www.dod.mou.com/tadecide.com

◼ Free College Level Exam Preparation

https://getcollegecredit.com

https://petersonsdodlibrary.com/dod

◼ Update your records in MyBiz+ to reflect education / training / PME

https://compo.dcpds.cpms.osd.mil/
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https://www.milsuite.mil/book/groups/force-support-career-field-team
https://afvec.us.af.mil/afvec/home.aspx
https://www.dodmou.com/
https://www.dod.mou.com/tadecide.com
https://getcollegecredit.com/
https://petersonsdodlibrary.com/dod
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The Air Force’s Personnel Center
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