CTAP Qualifications Guidelines

Employee Qualifications

· Civilians on permanent appropriated fund positions in OC-ALC and ABW organizations will be funded by DPE.

· Civilians on permanent appropriated fund positions in tenant organizations will be required to use funding provided by their organization.

· No temporaries

· No non-appropriated fund (NAF) employees

· No interns such as Palace Acquires or Copper Caps (PEC code 88751)

· Is employee receiving any federal or state subsidies, VA, scholarships, grants, etc.?


Student loans are OK.

· Is employee registered in a Career Program?  If yes, must apply for Career Programs funding first.

· Is employee on a GS-9 or below acquisition-coded position?  If yes, must apply for acquisition TA first.

Course Qualifications

· Course must be offered by an accredited academic institution (college or university) for college credit.  Check the list of accredited colleges/universities in the Education Office (DPEE).  Courses at Vocational or Technical schools do not qualify.

· No religion, art, physical education, music or philosophy

· Core courses required to obtain a mission related degree are eligible

· Must be taken during off duty hours only - Shift deviation required for courses taken during regular duty hours.

· Does the employee already have a bachelors or masters degree?  TA will not be provided for post-master’s level or at a level lower or equal to a degree already attained unless directly job related.

Package Requirements

· Degree plan, Career Enhancement Plan (CEP) or Individual Development Plan (IDP) that lists desired courses.  A copy of the course descriptions is required.

· DD Form 1556 for each course - Block 18 must state how course is related to job/mission

· Course schedule showing days and times of class

· Tuition rate and cost of any payable instructional fees from institution catalog or web site

· TAFB CTAP/CSA Agreement

· Directorate approval for shift deviation, if applicable

· Career Programs denial letter, if applicable

Continued Service Agreement

· For courses taken outside regular duty hours:  one month per course

