HOW TO COMPLETE THE OF1164
Participants must submit an OF1164 to receive reimbursements for authorized expenses incurred when pursuing their degree. You can download a fillable OF1164 from the MyNavy Education website. When you log into MyNavy Education (https://myeducation.netc.navy.mil/webta/home.html#nbb), choose “GEV” > “Review Requests” > “App ID” > “Form 1164”. This will pull up the fillable OF1164. This form has pre-printed pertinent information.  You will need to list the itemized charges separately on the OF1164 along with the dates and description of the charges (see “Sample OF1164” on the GEV Resource page at https://www.navycollege.navy.mil/resources/gev.htm). 
Note: Participants may want to use Chrome, Edge or Firefox, since the form may not load correctly with Internet Explorer. If using Chrome, you will need to Print to PDF to save the completed form to your computer; if the form is downloaded, the prefilled information will not save. 
Once the OF1164 is completed and billing statements/receipts are attached, the documents can be uploaded together as a pdf file using the “Upload 1164” link in MyNavy Education. Your OF1164 will be reviewed for accuracy and completeness, and will then be processed for payment. Deposits will be made electronically to your military pay bank account. DO NOT put any part of your SSN on the OF1164, only your DOD ID number.

The following is a list of reimbursable expenses:

(1) One school application fee and one transcript fee
(2) Cost of two final transcripts with degree conferred
(3) Mandatory health/health insurance fees
(4) Laboratory fees
(5) Technology Fees
(6) Vehicle registration
(7) Identification cards
(8) Cost of services in connection with final thesis, such as reproduction and binding, not to exceed $150
(9) Actual cost of books for your courses and shipping fees (excluding express shipping fees). 
(10) Computer fees (the purchase of a computer and calculator, whether required or not, is the responsibility of the individual student and is not reimbursable). However, limited software purchases are reimbursable only when the syllabus is submitted with the claim stating that the software is a requirement for the course.

** Optional fees or fees not directly related to course enrollment or your program of study are not reimbursable. 

[bookmark: _GoBack]The OF1164 field numbers 1 and 4 are self-explanatory. Do not complete field numbers 2, 3, and 5. In field number 6, please list:
· Column a: Date of expense 
· Column b: Code C – Other Expenses
· Column c: Name of Book/Fee (Course name and number is not required)
· Column i: Individual claim amount 

List the total amount claimed in field 7, column i. Make sure your claim is signed, dated and all required documentation is attached. The claim and supporting documentation need to provide enough detail to meet the following financial certification standards:

· Legal = the reimbursement payment request is allowed by law
· Proper = supporting documents are attached, and goods or services have been received
· Correct = the payee and dollar amount are accurate and the reimbursement payment has not already been processed

Documentation for claims must include an itemized list of charges/billing statement and an itemized paid receipt. Documentation must show the name of the student, the name of each fee or textbook, the charges for each fee/textbook, the amount of the payment, the method of payment (Visa, Mastercard, e-check, etc.), and needs to show that the student made the payment. Reimbursements cannot be made to the student if a third party paid for the expenses.

In addition to the above, on-line receipts should show the student’s shipping and billing address, and proof that the online order and payment was fully processed. Please provide the online confirmation of purchase email and shipping confirmation email (if separate from the purchase email) to meet this requirement.
   	
In-store purchases use a standard receipt, which may not reflect the student’s name or provide a complete description of the items that have been purchased. For cash payment receipts that do not include one or both of these details, a written statement must accompany the receipt that includes the student’s name, signature and items received. For in-store credit card receipts lacking the student’s name or description of items,  a written statement must accompany the receipt stating the student’s name, signature and items received or a redacted copy of the student’s credit card statement can be submitted showing the cardholder name, date of purchase, purchase description and charges for the fees/books. 
