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Introduction

NCPACE provides educational opportunities for shipboard personnel to enroll in academic skills and college courses.  The Navy has contracted with Central Texas College to provide the NCPACE program.  Tuition is free.  Sailors must pay for textbooks and other educational materials.

NCPACE Orientation Services (OS) Process    (to be conducted by Navy College Office Staff) 
1. Commands request Orientation Services (OS) through the local Navy College Office (NCO) either by email or by phone.
1. NCO will work with commands to plan the OS process.  There are 4 steps to the OS process

Step 1 – Planning/Training
· Commands wishing to participate in NCPACE must contact local Navy College Office/vice versa.
· During Planning/Training Stage, the following will be determined:
· Preference for Personal and Professional Development Assist Team (PPDAT)
· Mode of NCPACE Delivery – IL or DL or both
· Schedule of counseling/Sign Up
· Schedule of ASSET testing (Command can administer)
· Schedule of Registration (Contractor registers students)
· Schedule of Command Brief - CO/XO/CMC Brief
· Message Templates/Reports

	Step 2 – Command Brief/Debrief
· Command brief with PPDAT – CPPD Learning Site and NCO staff participating
· Command brief without PPDAT – Only NCO participating
· Command Enlisted Education information provided
· Command debrief provided to member of command triad or designated representative on last day of OS
· Debrief will include a short overview of what was accomplished during OS and the next steps in the OS process to request a program

	Step 3 – Counseling/Sign Up/ Registration
· NCO Staff will conduct ASSET testing, counseling, establish/update Individual Education Plan and sign up as scheduled
· NCPACE Brief may be conducted via ship’s CCTV
· CTC Staff will register students as scheduled  
· Once Sign Up/Registration is complete – Command sends request message
	
	Step 4 – Monitoring/Tracking (NCPACE Coordinators only)
· NCPACE Coordinators will monitor and track
· Message requests
· Final roster messages
· Completion messages
· Hobson Enrollment Management technology
· NCPACE Coordinators will continue to collaborate with NCPACE COR, NCO and NCPACE Ordering Officer
General Information
 
· NCPACE Level of Instruction 
·  Academic Skills
· Reading, Writing and Mathematics offered via instructor delivery only
· College Courses
· Undergraduate and Graduate levels 

Overview of NCPACE Requirements:

· Instructor-Led (IL):
· Minimum of 10 enrollments for Academic Skills (AS) and College courses. 
· Maximum enrollment for AS is 15.  Maximum enrollment for college classes is 25 except for English and mathematic courses – maximum enrollment for these classes is 15.  
· College courses require 48 contact hours.  Academic Skills courses require 45 contact hours.
· The minimum order for an instructor to go to sea is two undergraduate courses/sections in the same discipline (example: 1 section of ENGL 1301 & 1 section of ENG 1302) or two sections of the same course (example:  2 sections of ENGL 1301) or one undergraduate course and two academic skills courses. 
· Instructor teaches no more than 5 class sections per term including AS.
· Instructor shall teach no more than 6 months or 3 consecutive terms on the same ship.
· Contractor shall ensure all materials including textbooks are on hand prior to first class.
· Active duty personnel with Commanding Officer’s approval may teach under NCPACE.  Must be qualified and certified by Central Texas College.
· Instructor must be medically fit and able to carry 25 lbs.
· Instructor requires Officer berthing/messing.
· If the instructor is removed from the ship, contractor is required to provide a qualified substitute within 15 days at no additional cost to the government.
· Commanding Officer may send an instructor home at the Navy’s expense in the event of emergency or extended deployment.
· Add/Drop Period - During the first three class meetings.  Student must officially add or drop the class by the end of the third class meeting.  
· For a command sponsored withdrawal after the third class meeting, the student must inform the NCPACE instructor and their command NCPACE POC/ESO. Reasons for withdrawal must be identified and documented in writing as Duty, Transfer, Medical, Emergency or Other.
· Students are limited to 2 courses per term regardless of mode of delivery. 



· Distance Learning (DL)

· DL courses are offered via CD Rom, iPod, PDA and MP4.
· Distance Learning term is 90 days.
· Sailor may use personal computer for courses.
· One computer per 15 students (if using contractor provided computers)
· No minimum enrollment for DL if using personal or government provided computer.  If contractor equipment is used there is a minimum enrollment of 5 required.
· Command ensures security of equipment if using contractor provided computer.
· Command must properly secure and administer Distance Learning course examinations.
· First time DL enrollees must be counseled by the Navy College Office staff and are limited to one course for their first term.
· Add/Drop– Must be done by the 14th day after the term start date.  For deployed submarines, must be done by the 30th day after the term start date. Student must officially add into or drop the class and be listed as such on the Final Roster. 
· Final Roster – Must be sent to NCPACE Ordering Officer and all addressees on the template, including ncpace@navy.mil, after the add/drop period.
· For command sponsored withdrawals after the add/drop period, student must inform their command NCPACE POC/ESO, and if approved, will be included on the command’s term completion message. Reasons for withdrawal must be identified and documented in writing as Duty, Transfer, Medical, Emergency or Other.
	 









	Time
	NCPACE Streamlined Process Timeline
	Date 
	Remarks

	180 days
	Planning/Training
	
	

	
	Schedule of Command Brief - CO/XO/CMC Brief
	
	

	
	Preference for Personal and Professional Development Assist Team (PPDAT)
	
	

	
	Mode of NCPACE Delivery – Instructor Led (IL) or Distance Learning (DL) or both
	
	

	
	For IL – berthing/messing/classroom/instructor gender and numbers 
	
	

	
	Schedule of counseling/Sign Up
	
	

	
	Schedule of ASSET testing (Command can administer)
	
	

	
	Schedule of Registration (Contractor registers students)
	
	

	
	
	
	

	120 days
	Command Brief(CO/XO/CMC/ESO/TRAINO)
	
	

	
	With or without PPDAT 
	
	

	
	Review command enlisted education profile 
· Enlisted Education Summary
· NCPACE History
· TA Utilization
· USMAP Status
· NCPACE Recommended Terms/Courses
· POC
	
	

	
	
	
	

	120-75 days
	Counseling/Sign Ups/Registration/Command Debrief
	
	

	
	NCPACE crew brief(s) conducted
	
	

	
	ASSET testing administered as needed
	
	

	
	Navy College Office (NCO) conducts counseling and pre-course sign ups (for message request) 
	
	

	
	NCO provides debrief to command triad or designated representative on last day of OS
	
	

	
	For IL – Course instructor officially registers students during the first three (3) class meetings and sells textbooks
	
	

	
	For DL – Contractor conducts official registration, sale of textbooks and course materials
	
	

	75 days
	Once IL Sign Ups/DL Registration is complete 
· Command sends NCPACE Request Message(s) to NCO for review (NCO or command may draft request messages)
· Once reviewed by NCO, command submits official request messages(s)
	
	



	Time
	NCPACE Streamlined Process Timeline (cont.)
	Date 
	Remarks

	Ongoing
	Monitor/Tracking
	
	

	
	CPPD NCPACE Coordinators will monitor and track overall NCPACE program 
· IL and DL Request Messages 
· IL and DL Final Roster Messages 
· IL and DL Completion Messages 
	
	

	
	Each servicing NCO, is the command’s primary POC throughout the NCPACE process 
	
	

	
	CPPD NCPACE Coordinators collaborate with NCO, NCPACE Ordering Officer, contractor and NCPACE COR
	
	

	
	
	
	

	
	Reports
	
	

	Add/Drop
	[bookmark: _GoBack]IL – After 3rd class meeting, submit NCPACE INSTRUCTOR DELIVERED FINAL ROSTER to NCPACE COR, NCPACE Coordinator and NCO. Utilize data from instructor’s rosters to complete.
	
	

	
	DL – By the 14th day (30th day for deployed submarines) after the term start date, send the NCPACE DISTANCE LEARNING/TECHNOLOGY DELIVERED FINAL ROSTER using the template provided to NCPACE Ordering Officer, NCPACE COR, NCPACE Coordinator and NCO.
	
	

	End of Term
	IL – At the end of each term, submit NCPACE INSTRUCTOR DELIVERED COMPLETION ROSTER to NCPACE COR, NCPACE Coordinator and NCO. Utilize data from instructor’s rosters to complete.
	
	

	
	DL – At the end of each term, send the NCPACE DISTANCE LEARNING/TECHNOLOGY DELIVERED COMPLETION REPORT using the template provided to NCPACE Ordering Officer, NCPACE COR, NCPACE Coordinator and NCO.
	
	




NCPACE Message Templates

NCPACE INSTRUCTOR DELIVERED COURSE REQUEST
Required information is highlighted in gray; click in the highlighted area and type in info requested

[bookmark: OLE_LINK3][bookmark: OLE_LINK4]DATE: 

FROM: 
    UIC: 	SEA DUTY TYPE:    
	
TO:	paceorders@navy.mil; pacecor@navy.mil; ncpace@navy.mil
CC:	
	
	

Subj:  NCPACE INSTRUCTOR DELIVERED COURSE REQUEST

Ref:   (A) NCPACE CONTRACT #N00189-09-D-Z059//(NOTAL)

INFORMATION CONTAINED HEREIN IS "PRIVACY ACT PROTECTED - FOIA". 
 
1.  IAW REF (A), REQUEST THE FOLLOWING COURSES FOR TERM: 

A. ACADEMIC SKILLS COURSES (ENGLISH, MATH OR READING):
COURSE NAME: 
START DATE: 
END DATE: 
# OF ENROLLMENTS: 
# OF SECTIONS: 
CLASSROOM CAPACITY: 

 (TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “PRE-REQ” BOX)
	STUDENT’S FULL NAME
	RATE
	LIST HOW PRE-REQ MET

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



B.  COLLEGE COURSES:
COURSE NAME: 
START DATE: 
END DATE: 
# OF ENROLLMENTS: 
# OF SECTIONS: 
CLASSROOM CAPACITY: 

(TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “PRE-REQ” BOX)
	STUDENT’S FULL NAME
	RATE
	LIST HOW PRE-REQ MET

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


C.  GRADUATE COURSES:
COURSE NAME: 
START DATE: 
END DATE: 
# OF ENROLLMENTS: 
# OF SECTIONS: 
CLASSROOM CAPACITY: 

 (TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “PRE-REQ” BOX)
	STUDENT’S FULL NAME
	RATE
	LIST HOW PRE-REQ MET

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



2.  FOR ADDITIONAL TERMS, COPY/PASTE THE FORMAT FROM SECTION 1 ABOVE.
TERMS II & III NEED TO BE CONFIRMED 30 DAYS PRIOR TO THE START OF CLASS.

3.  ALL STUDENTS LISTED ABOVE:
a. QUALIFY IAW NAVADMINs 161/07, 042/08 & 105/10
b. HAVE COMMAND APPROVAL
c. ARE QUALIFIED TO PARTICIPATE IN THESE COURSES
d. COMPLETED ORIENTATION SERVICES  
e. ARE AWARE OF THE FOLLOWING TUITION DROP/ADD PERIOD: 3RD CLASS MEETING

4.  BY STATUTE, OFFICERS WILL INCUR A MINIMUM TWO-YEAR SERVICE OBLIGATION FOR TA AND NCPACE COURSES COMMENCING WITH THEIR COMPLETION OF (OR WITHDRAWAL FROM) THE PROGRAM.  THIS TWO-YEAR SERVICE OBLIGATION WILL BE SERVED CONCURRENTLY WITH ANY OTHER SERVICE OBLIGATION.

5.  REQUEST INSTRUCTOR EMBARK SHIP VIA  AND NET   AND NLT .

6.  INSTRUCTOR BERTHING/MESSING IS AVAILABLE ON BOARD FOR   MALE AND   FEMALE INSTRUCTORS.  OFFICER’S BERTHING HAS BEEN DISCUSSED AND WILL BE PROVIDED FOR THE INSTRUCTOR(S).
 
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]7.  REQUEST BOOKS AND MATERIALS ARRIVE NET  AND NLT .

8.  INSTRUCTOR DEBARKATION INFORMATION WILL FOLLOW SEPCOR.

9.  AFTER THE 3RD CLASS MEETING, FINAL COURSE ROSTERS WILL BE SENT TO:
pacecor@navy.mil; ncpace@navy.mil








10. UPON COURSE COMPLETION, THE COMMAND WILL SEND COMPLETION ROSTER TO:
pacecor@navy.mil; ncpace@navy.mil

	



NOTE: FAILURE TO SUBMIT FINAL ROSTER AND COMPLETION ROSTER MAY AFFECT APPROVAL OF SUBSEQUENT TERMS!

THE FOLLOWING INDIVIDUAL IS DESIGNATED AS THE COMMAND NCPACE POC AND WILL BE RESPONSIBLE FOR RECEIVING BOOKS AND MATERIALS.

PRIMARY POC:		 				
	ADDRESS:	
PHONE: 			  
E-MAIL: 	

ALTERNATE POC:					
	ADDRESS:	
PHONE: 			  
E-MAIL: 	

































NCPACE INSTRUCTOR DELIVERED FINAL ROSTER (SAMPLE)



NCPACE INSTRUCTOR DELIVERED COMPLETION ROSTER (SAMPLE)



NCPACE DISTANCE LEARNING/TECHNOLOGY DELIVERED COURSE REQUEST
Required information is highlighted in gray; click in the highlighted area and type in info requested

DATE: 

FROM:	
     UIC: 	SEA DUTY TYPE:   
 
TO:	paceorders@navy.mil; 	pacecor@navy.mil; ncpace@navy.mil
CC:	
	
	
	

Subj:  NCPACE DISTANCE LEARNING (DL) COURSE REQUEST

Ref:   (A) NCPACE CONTRACT #N00189-09-D-Z060//(NOTAL)

INFORMATION CONTAINED HEREIN IS "PRIVACY ACT PROTECTED - FOIA". 
 
1. IAW REF (A), REQUEST THE FOLLOWING COURSES FOR TERM: 

    START DATE:         END DATE: (TERMS ARE 90 DAYS)
	
A. UNDERGRADUATE COURSES:

# OF ENROLLMENTS: 
PLEASE SORT BY INSTITUTION THEN BY COURSE #. 
(TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “PRE-REQ” BOX)
	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION
	LIST HOW PRE-REQ MET

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



B.  GRADUATE COURSES:

# OF ENROLLMENTS: 
PLEASE SORT BY INSTITUTION THEN BY COURSE #.
(TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “PRE-REQ” BOX)
	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION
	LIST HOW PRE-REQ MET

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



2. FOR ADDITIONAL TERMS, COPY/PASTE THE FORMAT FROM SECTION 1 ABOVE.


3. CONTRACTOR WILL COMPLETE/COMPLETED REGISTRATION AND BOOK SALES ON .
CONTRACTOR LAPTOP(S) REQUESTED:         
REQUEST CONTRACTOR COMPLETE LOAD OUT OF NCPACE MATERIALS/EXAMS NLT .

4.  ALL STUDENTS LISTED ABOVE:
a. QUALIFY IAW NAVADMIN 161/07, 042/08 AND 105/10
b. HAVE COMMAND APPROVAL
c. ARE QUALIFIED TO PARTICIPATE IN THESE COURSES
d. COMPLETED ORIENTATION SERVICES  
e. ARE AWARE OF THE FOLLOWING NCPACE DROP/ADD PERIODS:
	14 DAYS (30 DAYS FOR DEPLOYED SUBMARINES)

5.  BY STATUTE, OFFICERS WILL INCUR A MINIMUM TWO-YEAR SERVICE OBLIGATION FOR TA AND NCPACE COURSES COMMENCING WITH THEIR COMPLETION OF (OR WITHDRAWAL FROM) THE PROGRAM.  THIS TWO-YEAR SERVICE OBLIGATION WILL BE SERVED CONCURRENTLY WITH ANY OTHER SERVICE OBLIGATION.

6. AT THE END OF THE DROP/ADD PERIOD (14 DAYS (30 DAYS FOR DEPLOYED SUBMARINES)) THE COMMAND WILL SUBMIT A FINAL ROSTER TO:

paceorders@navy.mil; pacecor@navy.mil; ncpace@navy.mil

	



7. UPON COURSE COMPLETION, THE COMMAND WILL SUBMIT A COMPLETION REPORT TO:

paceorders@navy.mil; pacecor@navy.mil; ncpace@navy.mil

	



NOTE: FAILURE TO SUBMIT FINAL ROSTER AND COMPLETION REPORT MAY AFFECT APPROVAL OF SUBSEQUENT TERMS!

8.  THE FOLLOWING INDIVIDUALS ARE DESIGNATED AS THE COMMAND NCPACE POCS AND WILL
BE RESPONSIBLE FOR RECEIPT AND SECURITY OF THE TECHNOLOGY EQUIPMENT AND COURSE EXAMINATIONS. 
 
ENROLLMENT IN THE TERM(S) REQUESTED EXCLUDES AN INDIVIDUAL FROM ACTING AS PROCTOR/CUSTODIAN OF THE COURSE THAT HE/SHE IS TAKING.  PLEASE ENSURE THAT AN ALTERNATE INDIVIDUAL IS AVAILABLE TO PROCTOR AND ACCEPT CUSTODY FOR THIS COURSE.
PRIMARY POC:		 				
	ADDRESS:	
PHONE: 			  
E-MAIL: 	

ALTERNATE POC:		 				
	ADDRESS:	
PHONE: 			  
E-MAIL: 	
NCPACE DISTANCE LEARNING/TECHNOLOGY DELIVERED FINAL ROSTER
Required information is highlighted in gray; click in the highlighted area and type in info requested

DATE:  

FROM:	  
    UIC: 	SEA DUTY TYPE:  
  
TO:	paceorders@navy.mil; pacecor@navy.mil; ncpace@navy.mil
CC:	
	

	

Subj:  NCPACE DISTANCE LEARNING (DL) FINAL ROSTER

Ref:   (A) NCPACE CONTRACT #N00189-09-D-Z060//(NOTAL)

INFORMATION CONTAINED HEREIN IS "PRIVACY ACT PROTECTED - FOIA". 
 
1.  IAW REF (A), THIS CORRESPONDENCE REPRESENTS THE OFFICIAL NCPACE DISTANCE LEARNING FINAL ROSTER FOR DELIVERY ORDER NUMBER FOR TERM: .  THIS IS THE STATUS AS OF THE 14TH DAY OF THE TERM (30TH DAY FOR DEPLOYED SUBMARINES).

    START DATE:          END DATE:  (TERMS ARE 90 DAYS)

A.  UNDERGRADUATE COURSES:

# OF ENROLLMENTS: 
PLEASE SORT BY INSTITUTION THEN BY COURSE #. 
(TO ADD MORE STUDENTS, COPY/PASTE THE LAST ROW.  BE SURE TO INCLUDE STATUS CODE.)
	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION
	LIST HOW PRE-REQ MET
	STATUS

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


STATUS: E=ENROLLED, A=ADD (NEW ENROLLMENT), D=DROP 








B.  GRADUATE COURSES:
# OF ENROLLMENTS: 
PLEASE SORT BY INSTITUTION THEN BY COURSE #.
(TO ADD MORE STUDENTS, COPY/PASTE THE LAST ROW.  BE SURE TO INCLUDE STATUS CODE.)
	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION
	LIST HOW PRE-REQ MET
	STATUS

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


STATUS: E=ENROLLED, A=ADD (NEW ENROLLMENT), D=DROP 

2.  ALL STUDENTS LISTED ABOVE:
a. QUALIFY IAW NAVADMIN 161/07, 042/08 and 105/10
b. HAVE COMMAND APPROVAL
c. ARE QUALIFIED TO PARTICIPATE IN THESE COURSES
d. COMPLETED ORIENTATION SERVICES  
e. ARE AWARE OF THE FOLLOWING NCPACE DROP/ADD PERIODS:
	14 DAYS (30 DAYS FOR DEPLOYED SUBMARINES)

3.  BY STATUTE, OFFICERS WILL INCUR A MINIMUM TWO-YEAR SERVICE OBLIGATION FOR TA AND NCPACE COURSES COMMENCING WITH THEIR COMPLETION OF (OR WITHDRAWAL FROM) THE PROGRAM.  THIS TWO-YEAR SERVICE OBLIGATION WILL BE SERVED CONCURRENTLY WITH ANY OTHER SERVICE OBLIGATION.

4.  AT THE END OF THE DROP/ADD PERIOD (14 DAYS (30 DAYS FOR DEPLOYED SUBMARINES)) THE COMMAND WILL SUBMIT A FINAL ROSTER TO:

paceorders@navy.mil; pacecor@navy.mil; ncpace@navy.mil

	



5. UPON COURSE COMPLETION, THE COMMAND WILL SUBMIT A COMPLETION REPORT TO:

paceorders@navy.mil; pacecor@navy.mil; ncpace@navy.mil

	



NOTE: FAILURE TO SUBMIT FINAL ROSTER AND COMPLETION REPORT MAY AFFECT APPROVAL OF SUBSEQUENT TERMS!

6.  THE FOLLOWING INDIVIDUALS ARE DESIGNATED AS THE COMMAND NCPACE POCS AND WILL BE RESPONSIBLE FOR RECEIPT AND SECURITY OF THE TECHNOLOGY EQUIPMENT AND COURSE EXAMINATIONS.
  
ENROLLMENT IN THE TERM(S) REQUESTED EXCLUDES AN INDIVIDUAL FROM ACTING AS PROCTOR/CUSTODIAN OF THE COURSE THAT HE/SHE IS TAKING.  PLEASE ENSURE THAT AN ALTERNATE INDIVIDUAL IS AVAILABLE TO PROCTOR AND ACCEPT CUSTODY FOR THIS COURSE.
	
PRIMARY POC:		 				
	ADDRESS:	
PHONE: 			  
E-MAIL: 	

ALTERNATE POC:		 				
	ADDRESS:	
PHONE: 			  
E-MAIL: 	







































NCPACE DISTANCE LEARNING/TECHNOLOGY DELIVERED COMPLETION REPORT
Required information is highlighted in gray; click in the highlighted area and type in info requested

DATE: 

FROM:	 
    UIC: 	SEA DUTY TYPE:  
  
TO:	paceorders@navy.mil; 	pacecor@navy.mil; ncpace@navy.mil
CC:	
	
	
	

Subj:  NCPACE DISTANCE LEARNING (DL) COMPLETION REPORT

Ref:   (A) NCPACE CONTRACT #N00189-09-D-Z060//(NOTAL)

INFORMATION CONTAINED HEREIN IS "PRIVACY ACT PROTECTED - FOIA".
  
1.  IAW REF (A), this command certifies the following distance learning courses, authorized by delivery order number 7Z, have been completed.  These courses were or will be offloaded or forwarded to the contractor on .

2.  The following DL course completion data is provided: 
 
A.  The following students completed their course of instruction for term dates   - .
PLEASE SORT BY INSTITUTION THEN BY COURSE #. 
(TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “INSTITUTION” BOX)
	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



B.  The following students withdrew after the 14-day drop/add period.  Command justification for withdrawals will be provided later if applicable. 
PLEASE SORT BY INSTITUTION THEN BY COURSE #. 
(TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “INSTITUTION”” BOX)
	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	







C.  The following students did not complete their course and are expected to receive a grade of “F”:
PLEASE SORT BY INSTITUTION THEN BY COURSE #. 
(TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “INSTITUTION”” BOX)
	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




D.  The following students request an extension (not to exceed 60-days) in order to complete course work.  Command will submit additional completion report for these students at the end of the extension period.
PLEASE SORT BY INSTITUTION THEN BY COURSE #. 
(TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “INSTITUTION”” BOX)

	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




E.  The following students have utilized a 60-day extension and now request an Incomplete from their institution to finish course work.  All course work must be completed by the end of the Incomplete period provided by the institution, or students will earn a grade of “F”.  Command will submit additional completion report for these students at the end of the Incomplete period.
PLEASE SORT BY INSTITUTION THEN BY COURSE #. 
(TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “INSTITUTION”” BOX)

	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



3.  BY STATUTE, OFFICERS WILL INCUR A MINIMUM TWO-YEAR SERVICE OBLIGATION FOR TA AND NCPACE COURSES COMMENCING WITH THEIR COMPLETION OF (OR WITHDRAWAL FROM) THE PROGRAM.  THIS TWO-YEAR SERVICE OBLIGATION WILL BE SERVED CONCURRENTLY WITH ANY OTHER SERVICE OBLIGATION.
 

4.  THE FOLLOWING INDIVIDUALS ARE DESIGNATED AS THE COMMAND NCPACE POCS AND WILL BE RESPONSIBLE FOR RECEIPT AND SECURITY OF THE TECHNOLOGY EQUIPMENT AND COURSE EXAMINATIONS.  

ENROLLMENT IN THE TERM(S) REQUESTED EXCLUDES AN INDIVIDUAL FROM ACTING AS PROCTOR/CUSTODIAN OF THE COURSE THAT HE/SHE IS TAKING.  PLEASE ENSURE THAT AN ALTERNATE INDIVIDUAL IS AVAILABLE TO PROCTOR AND ACCEPT CUSTODY FOR THIS COURSE.	

PRIMARY POC:		 				
	ADDRESS:	
PHONE: 			  
E-MAIL: 	

ALTERNATE POC:		 				
	ADDRESS:	
PHONE: 			  
E-MAIL: 	










































NCPACE DISTANCE LEARNING/TECHNOLOGY DELIVERED COURSE REQUEST FOR IAs/OSAs/GSAs
Required information is highlighted in gray; click in the highlighted area and type in info requested

* IA/OSA USE PARENT COMMAND’S EMAIL ADDRESS & GSA USE CURRENTLY ASSIGNED COMMAND’S EMAIL ADDRESS

DATE: 
  
FROM:	 
	
TO:	paceorders@navy.mil; pacecor@navy.mil; ncpace@navy.mil
	
CC:	 
	  	  
	

Subj:  NCPACE DISTANCE LEARNING (DL) COURSE REQUEST

Ref:   (A) NCPACE CONTRACT #N00189-09-D-Z060//(NOTAL)

INFORMATION CONTAINED HEREIN IS "PRIVACY ACT PROTECTED - FOIA".  

1. IAW REF (A), REQUEST THE FOLLOWING COURSES FOR TERM: 

    START DATE:         END DATE: (TERMS ARE 90 DAYS)

A.  UNDERGRADUATE COURSE:

# OF ENROLLMENTS: 

PLEASE SORT BY INSTITUTION THEN BY COURSE #. 
	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION
	LIST HOW PRE-REQ MET

	
	
	
	
	



B.  GRADUATE COURSE:

# OF ENROLLMENTS: 

PLEASE SORT BY INSTITUTION THEN BY COURSE #.
	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION
	LIST HOW PRE-REQ MET

	
	
	
	
	




2. NOTE: STUDENTS MAY ENROLL IN ONLY ONE COURSE PER TERM.  AS THE STUDENT NEARS COMPLETION OF THE TERM, STUDENT MAY REQUEST AN ADDITIONAL TERM BY FOLLOWING THE SAME PROCESS.


3.  SERVICE MEMBER’S UIC IS NOT ELIGIBLE FOR PARTICIPATION IN NCPACE AND A WAVIER IS REQUESTED.  SERVICE MEMBER IS CURRENTLY OR WILL BE DEPLOYED OVERSEAS/OCONUS AS AN IA/OSA/GSA TO  FOR MINIMUM OF 90 DAYS OR MORE.  

4.  STUDENT LISTED ABOVE:
a. QUALIFIES IAW NAVADMIN 161/07, 042/08 AND 105/10
b. HAS COMMAND APPROVAL
c. IS QUALIFIED TO PARTICIPATE IN THESE COURSES
d. HAS RECEIVED NAVY COLLEGE OFFICE COUNSELING TO COVER THE FOLLOWING:
· INDIVIDUAL EDUCATION PLAN/DEGREE PLAN DOCUMENTED IN NCMIS BY NAVY COLLEGE OFFICE
· COURSE PREREQUISITES
· ANY PENDING TUITION ASSISTANCE OBLIGATIONS 
· NAVY COLLEGE OFFICE HAS DOCUMENTED TUITION ASSISTANCE RESOLUTIONS IN NCMIS 
e. IS AWARE OF THE FOLLOWING NCPACE DL DROP/ADD PERIOD: 14 DAYS 

5.  BY STATUTE, OFFICERS WILL INCUR A MINIMUM TWO-YEAR SERVICE OBLIGATION FOR TA AND NCPACE COURSES COMMENCING WITH THEIR COMPLETION OF (OR WITHDRAWAL FROM) THE PROGRAM.  THIS TWO-YEAR SERVICE OBLIGATION WILL BE SERVED CONCURRENTLY WITH ANY OTHER SERVICE OBLIGATION.

6.  UPON RECEIPT OF TEXTBOOKS, STUDENT WILL INFORM THE NCPACE ORDERING OFFICER AND THE NCPACE CONTRACTOR IF TERM DATES NEED TO BE ADJUSTED DUE TO DELAY IN RECEIPT.

7.  UPON COURSE COMPLETION, THE IA/OSA/GSA PROCTOR WILL SEND COMPLETION MESSAGE TO:
	
	paceorders@navy.mil
	pacecor@navy.mil 
	ncpace@navy.mil 
	
	
	
	

NOTE: FAILURE TO SUBMIT COMPLETION MESSAGE MAY AFFECT APPROVAL OF SUBSEQUENT TERMS!

8.  THE FOLLOWING INDIVIDUAL(S) ARE DESIGNATED AS THE IA/OSA/GSA PROCTOR(S) AND WILL BE RESPONSIBLE FOR RECEIPT AND SECURITY OF THE COURSE EXAMINATIONS.

ENROLLMENT IN THE TERM REQUESTED EXCLUDES AN INDIVIDUAL FROM ACTING AS PROCTOR/CUSTODIAN OF THE COURSE THAT HE/SHE IS TAKING.  PLEASE ENSURE THAT AN ALTERNATE INDIVIDUAL IS AVAILABLE TO PROCTOR AND ACCEPT CUSTODY FOR THIS COURSE.

PLEASE ENSURE THAT AT LEAST ONE OF THE FOLLOWING POC’S WILL NOT BE ENROLLED!


PRIMARY POC:	
	ADDRESS:	
PHONE:			
EMAIL:	


ALTERNATE POC:	
	ADDRESS:	
PHONE:			
EMAIL:	

















































NCPACE DISTANCE LEARNING/TECHNOLOGY DELIVERED COMPLETION REPORT FOR IAs/OSAs/GSAs
Required information is highlighted in gray; click in the highlighted area and type in info requested

* IA/OSA USE PARENT COMMAND’S EMAIL ADDRESS & GSA USE CURRENTLY ASSIGNED COMMAND’S EMAIL ADDRESS

DATE: 

FROM:	 

TO:	paceorders@navy.mil; pacecor@navy.mil; ncpace@navy.mil

CC:	
	
	
	

Subj:  NCPACE DISTANCE LEARNING (DL) COMPLETION REPORT

Ref:   (A) NCPACE CONTRACT #N00189-09-D-Z060//(NOTAL)

INFORMATION CONTAINED HEREIN IS "PRIVACY ACT PROTECTED - FOIA".
  
1.  IAW REF (A), this command certifies the following distance learning course, authorized by delivery order number 7Z, has been completed.  This course was or will be offloaded or forwarded to the contractor on .

2.  The following DL course completion data is provided: 
 
A.  The following student completed their course of instruction for term dates   - .
PLEASE SORT BY INSTITUTION THEN BY COURSE #. 
(TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “INSTITUTION” BOX)
	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION

	
	
	
	




B.  The following student withdrew after the 14-day drop/add period.  Command justification for withdrawal will be provided later if applicable: 
PLEASE SORT BY INSTITUTION THEN BY COURSE #. 
(TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “INSTITUTION”” BOX)
	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION

	
	
	
	




C.  The following student did not complete their course and is expected to receive a grade of “F”:
PLEASE SORT BY INSTITUTION THEN BY COURSE #. 
(TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “INSTITUTION”” BOX)
	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION

	
	
	
	






D.  The following student requests an extension (not to exceed 60-days) in order to complete course work.  Command will submit additional completion report for this student at the end of the extension period.
PLEASE SORT BY INSTITUTION THEN BY COURSE #. 
(TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “INSTITUTION”” BOX)

	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION

	
	
	
	



E.  The following student has utilized a 60-day extension and now requests an Incomplete from their institution to finish course work.  All course work must be completed by the end of the Incomplete period provided by the institution, or the student will earn a grade of “F”.  Command will submit additional completion report for this student at the end of the Incomplete period.
PLEASE SORT BY INSTITUTION THEN BY COURSE #. 
(TO ADD MORE STUDENTS SIMPLY HIT TAB KEY WITH CURSOR IN LAST “INSTITUTION”” BOX)

	STUDENT’S FULL NAME
	RATE
	COURSE #
	INSTITUTION

	
	
	
	



3.  BY STATUTE, OFFICERS WILL INCUR A MINIMUM TWO-YEAR SERVICE OBLIGATION FOR TA AND NCPACE COURSES COMMENCING WITH THEIR COMPLETION OF (OR WITHDRAWAL FROM) THE PROGRAM.  THIS TWO-YEAR SERVICE OBLIGATION WILL BE SERVED CONCURRENTLY WITH ANY OTHER SERVICE OBLIGATION.

4.  THE FOLLOWING INDIVIDUAL(S) ARE DESIGNATED AS THE IA/OSA/GSA PROCTOR(S) AND WILL BE RESPONSIBLE FOR RECEIPT AND SECURITY OF THE COURSE EXAMINATIONS.

ENROLLMENT IN THE TERM(S) REQUESTED EXCLUDES AN INDIVIDUAL FROM ACTING AS PROCTOR/CUSTODIAN OF THE COURSE THAT HE/SHE IS TAKING.  PLEASE ENSURE THAT AN ALTERNATE INDIVIDUAL IS AVAILABLE TO PROCTOR AND ACCEPT CUSTODY FOR THIS COURSE.	

PRIMARY POC:		 				
	ADDRESS:	
PHONE: 			  
E-MAIL: 	

ALTERNATE POC:		 				
	ADDRESS:	
PHONE: 			  
E-MAIL: 	







USS NEVERSAIL FFG-01
Command Enlisted Education Summary

Based on current Navy Master File data contained in the Navy College Management Information System and FLTMPS, the following command education profile is provided:

ENLISTED EDUCATION COMPLETION LEVELS
2 (1%)	Have not completed high school (Recommend verify w/service record for GED)
   93 (53%)  	Have completed high school and have no additional college credits
   69 (40%)  	Have college credits, but no degree
    4 (2%)		Have an Associates Degree
    7 (4%)		Have a Bachelors Degree
    2 (1%)		Have a Masters Degree
    7 (4%) 	Have earned college credit by exam
________________________________________________________________		
NCPACE HISTORY:
	Fiscal Year
	Total Enrollments
	Passing Grades (A-D, C and E)
	“F” Grade
	“W” Grade
	INC Grade 
	Awaiting
Grade

	2009
	28
	19
	8
	1
	0
	0

	2010
	34
	10
	3
	15
	6
	0

	2011
	0
	0
	0
	0
	0
	0

	2012
	10
	0
	0
	0
	0
	10


________________________________________________________________		
TUITION ASSISTANCE USAGE:
FY09	     	89 Courses	     27 Students		
FY10	     	69 Courses	     22 Students		
FY11      	31 Courses	      9 Students 
FY12	     	34 Courses	     19 Students (to date)
												____
USMAP STATUS
  xx	are active
  xx	have been cancelled and removed from the program
   x	have completed
   x	have been reinstated
												____	
NCPACE Recommended Terms and Courses
 
	NCPACE Term 
	Start Date
	End Date
	IL Course
	IL Course
	IL Course

	IL Term I
	
	
	
	
	

	IL Term II
	
	
	
	
	

	IL Term III
	
	
	
	
	

	DL Term I
	
	
	
	
	

	DL Term II
	
	
	
	
	


													 

NCPACE Point of Contact: 
, ,  
, NCPACE Coordinator,  ncpace@navy.mil or  
NCPACE Individual Education Plan (IEP)			Date:     _____________________

Student:  ____________________________  Rate/Rank:  __________  E-mail:  _____________________

	Student’s Immediate Goals:

	Student’s Long-Term Goals:





	Central Texas College             
	Coastline Community College   
	Columbia College                     
	Dallas Telecollege      

	ECPI                                        
	Governors State University               
	Old Dominion University          
	Saint Leo University   

	Texas A&M University             
	Thomas Edison State College 
	University of Oklahoma            
	Vincennes University      



	Recommended Program/Degree:   

	
Classes
	
    Requirements for Degree
	
Term/Year
Taken
	
Institution

	
Grade
	
CR Hours


	ENGL
	
	English Comp I, II, Technical Writing, Creative Writing
	
	
	
	

	ENGL
	
	English Comp I, II, Literature Classes-World, British
	
	
	
	

	SPCH
	
	Speech, Communications, Business/ Professional
	
	
	
	

	MATH
	
	College Algebra, Statistics, Calculus, Contemporary Math
	
	
	
	

	HIST
	
	History I & II, Western Civ I & II, African American Hist
	
	
	
	

	GOVT
	
	American Govt I & II, Intro to Politics, Law and Legal
	
	
	
	

	PSYC
	
	Psychology, Development, Social, Child Development
	
	
	
	

	SOCI
	
	Intro to Sociology, Marriage & Family, Diversity
	
	
	
	

	ECON
	
	Intro to Economics, Micro and Macro
	
	
	
	

	HUMN
	
	Humanities, American Cinema, Fine Arts, 
	
	
	
	

	PHIL
	
	Intro to Philosophy, World Religions, Ethics, Hist of Religions
	
	
	
	

	LANG
	
	Spanish, Japanese
	
	
	
	

	SCIE
	
	Astronomy, Biology, Ecology, Geology, Anatomy
	
	
	
	

	ELEC
	
	Electives- Can Choose from the following:
	
	
	
	

	
	
	Business: Management, Personal Finance, Principles
	
	
	
	

	
	
	Criminal Justice: Police, Correctional, Legal, Ethics, Invest
	
	
	
	

	
	
	Homeland Security: Emergency, Contingency Planning
	
	
	
	

	
	
	Marketing: Principles, Business, Ethics, Behavior
	
	
	
	

	
	
	Accounting: Basic, Accounting I & II
	
	
	
	

	
	
	Other Required Courses
	
	
	
	

	
	
	Other Required Courses
	
	
	
	

	
	
	Other Required Courses
	
	
	
	

	
	
	Other Required Courses
	
	
	
	

	
	
	Other Required Courses
	
	
	
	

	
Total
	

	
Total                                       
	



_____________________________________________  __________________________________________
Counselor/Evaluator Signature			        Student Signature
Copy 1 (White) – Institution   Copy 2 (Canary) – Student   Copy 3 (Pink) – Navy College Office
7
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