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 Sailor Checklist

	1.
	Eligibility
· NCPACE is a command sponsored program for commands with a sea duty type 2 & 4 Unit Identification Code (UIC)
· Contact your command’s NCPACE Command Coordinator/ESO to determine if your command is participating in the program.
· Officers incur a 2-year obligated service from the end date of their NCPACE funded course that is concurrent with any other service obligation

	2.
	Program Funding and Delivery Options 
· Tuition is funded 100% by the Navy.
· You are responsible for purchasing your textbooks and related course materials.  E-books are available for many of the courses.  Refer to the eBook Guidance at https://www.navycollege.navy.mil.  You will find the eBook Guidance by going to the “Sailors” tab across the top, then “Paying for School” and “NCPACE”.
· Check with your NCPACE Command Coordinator to determine if your command will be participating in Instructor-Led (IL) courses, Distance-Learning (IL) courses or both.
· IL courses are taught face to face with an instructor in a classroom.
· DL courses are stand-alone courses that do not require internet connectivity (exception: certain graduate courses).
· Offered in CDROM, DVD, PDA and MP4 formats.

	3.
	Program Participation – NCPACE Crew Brief Training
· Complete the required electronic NCPACE Crew Brief Individual Training at https://www.navycollege.navy.mil.  You will find the training by going to the “Sailors” tab across the top, then “Paying for School” and “NCPACE”.   
· At the completion of the training, email your completion status when prompted to NCPACE_CERT@navy.mil for uploading into your education record.  It is also recommended that you print a copy of your completion certificate for your records.
· Follow up with your NCPACE Command Coordinator to determine the following:
1. If command is participating in IL, confirm term dates and course(s) being offered and cost of textbook(s).
2. If command is participating in DL, confirm term dates and view available courses at the NCPACE DL catalog at http://www.dlncpace.com/  and obtain DL materials price list.
3. Confirm deadline to pre-register with your command’s Navy College Program (NCP) Representative.
4. Contact information for your NCP Representative.
Name:_______________________________________
Email:__________________________ Phone:__________________

	4.
	Pre-Registration                                                                      Deadline Date:___________________
· At the completion of your NCPACE Crew Brief Training, contact your NCP Representative for counseling/education plan/degree plan as needed and course selection.
· Provide proof of prerequisite, if applicable, to your NCP Representative for your selected course(s).
· If you are a 1st time NCPACE DL participant, you are limited to one (1) course your 1st term and then a maximum of two (2) courses per term regardless of the delivery method (IL/DL).

	5.
	Getting Started with Your Education
· Review the Navy College Program website at https://www.navycollege.navy.mil
· Review the Higher Education Preparation (HEP) course at Joint Knowledge Online (JKO) at https://jkodirect.jten.mil -  Course Number – HEP-JS001
· For DL – Review the DANTES Distance Learning Readiness Self-Assessment (DLRSA) at http://www.dantes.doded.mil/service-members under Prep for College.
· Topics to discuss with an NCP Representative/counselor
· Transfer and Joint Services Transcript (JST) credits
· Degree/subject area
· Academic Institutions
· NCPACE Providers
· SOC DNS
· Education Plan/degree plan 

	6.
	Command NCPACE Request
· Once the Pre-Registration deadline has passed, your NCP representative will provide your NCPACE Command Coordinator with a list of all interested Sailors and their approved course selections. 
· Your command will screen all Sailors in accordance with NAVADMINs 161/07, 042/08, 105/10 & 190/14
· If there are any changes, you must notify your NCPACE Command Coordinator and repeat step #4 above if needed.
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	IL Registration/Textbook Sales                                                         Date:___________________
· Will take place on the first day of class with the instructor (For eBooks, see step #2)

	8.
	DL Registration/Textbook and Materials Sales                             Date:___________________
· Your NCPACE Command Coordinator will coordinate with the NCPACE Contractor to conduct DL registration and textbook/material sales.  

	9.
	Add/Drop Period
· IL – Add/drop by the end of the 3rd class meeting with instructor and NCPACE Command Coordinator        IL Term Dates:_________________  Add/Drop Date:___________________
· DL – Drop ONLY by the 30th day from the term start date with NCPACE Command Coordinator        DL Term Dates:_________________  Drop Date:___________________
· No Tuition charged /No school record/No grade

	10.
	Grades/Transcripts
· For IL courses, your will receive a grade report at the end of the term from your instructor.
· For DL courses, grades will post to your JST.
· For both IL and DL courses, your courses/grades will automatically post to your JST at the “Academic Courses” section.
· If you need to order an official transcript with your NCPACE course, you will want to request it directly from the NCPACE academic institution that you took the course through. The name of the academic institution is also posted on the JST. If you need assistance, contact your NCP Representative.

	11.
	Questions and Information
· Contact your NCPACE Command Coordinator, your command NCP Representative and/or search the “Assistance Center” for answers at https://www.navycollege.navy.mil. 
· Additional information on the NCPACE program can be found at https://www.navycollege.navy.mil.  Go to the “Sailors” tab across the top, then “Paying for School” and “NCPACE”.
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