HOW TO FILL OUT THE EDUCATION PLAN (EP)

1. The initial EP must be submitted to the GEV program office within 30 days of the term
starting date. It can be faxed to Commercial: 850-452-1272 DSN: 922-1272 (you will be sent an
email message confirming receipt within 2 days) or it can be emailed to:
marjoriette.dilworth@navy.mil or sent via regular mail to Center for Personal and Professional
Development, Voluntary Education Detachment, ATTN: GEV Program Office, 6490 Saufley
Field Road, Pensacola, FL 32509

2. Curricula Program Number - leave blank. Subspecialty Code Expected — See the Navy
Subspecialty System website for your expected subspecialty code.
(https://navprodev.bupers.navy.mil/nss/information/CSR.asp)

3. Your EP must be approved and signed by you and your graduate school advisor.

4. The semester dates of Academic Term should be completed. If dates of future terms are not
available, you should consult a current school calendar

5. Provide complete catalog course titles, description of classes, department, course
numbers and credit hours, as well as the credit hour total for all courses in your program of
study. The EP is not considered complete unless it lists all the courses in your program of
study, including those you have already taken and, the estimated costs of each course. When
listing courses and estimated cost, include only the estimated cost for tuition and books. Do
not include the cost for computers, travel, lodging, meals, etc. in the estimated cost. Your
curriculum listed on the EP MUST NOT exceed 24 months.

6. A brief description of course codes are on the EP. In the extreme left column enter:
e “1” —ifthe course is required. (no substitution possible in your curriculum
e “2” —if the course is a prerequisite for required or elective graduate courses, but is not
taken for graduate credit.
e “3” —if the course is selected from a group of possible courses and fulfills a specific
requirement for an elective

7. When any program change is anticipated, submit a revised EP to
the GEV program office. Note any changes on the revised EP with asterisks. Revised
EP’s must be signed by the college advisor. Simple substitution of classes from one
quarter/semester to another does not require a revised EP so long as the classes are listed
elsewhere on the EP.

8. EPs are handled as financial documents. If you deviate from an approved course
of study, you are obligating government funds without authorization and are subject to
disciplinary action. Students who drop, add, or change a course to audit without prior
approval from the GEV program office may be required to pay for the course.

9. You must include with the EP an estimate tuition cost for the approved courses that you will
be taking for the duration of your program. A breakdown of the tuition cost and mandatory
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tuition fees should be listed. List travel (see travel instructions) in the thesis
section on the last page of the EP. Cost that exceeds the maximum fiscal year program limits
(%$20,000) (to include authorized travel) are not authorized.
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