FAQ’S for USP, PTGSP and SFP
Application

Q: What are the requirements for getting into an academic program?

A: Refer to the Call for Applications, along with the Selection Criteria for the program you are applying for.  This information can be found at:   http://ohr/DevGuide/DevPrograms/Academic.htm
Registration

Q: Once accepted into an academic program, how do I register for classes?

A: You need to fill out a GSFC 17-117 for each class you are registering for, route it to your supervisor by email (training forms are done electronically), then on to your Directorate Training Coordinator, who in turns sends it to the Training Office. The Training Office processes a Purchase Order and will call you for pick-up. You are responsible for getting a copy of the Purchase Order to your school for billing purposes. You must have a Purchase Order prior to class registration. Forms are available at:
http://ohr.gsfc.nasa.gov/forms/GSFC/GSFC17-117.doc
Q:  I submitted a training request for a course which is required by my school

but your office did not approve it. Why?

A: The decision to approve a Request for Training is based on several important factors. Requested training must be mission related and designed to improve your job performance or contribute to learning which benefits the organization. 

Q:  Does it matter when I get my Training Request in?
A: Yes, Training Requests should be submitted 30 days prior to the start of class. You should not register for, nor attend classes, without prior approval from the Training Office.  You will be responsible for paying the school directly for any classes that are not approved by the Training Office.
Fees

Q: What university fees are allowable under the academic programs?

A: Tuition, required books, required software, library fees, registration fees, and laboratory fees are allowable.
Books

Q: Are books included in my tuition?

A: No.  Book costs should be shown as an estimated cost on the GSFC 17-117, but not included in the tuition block or training total block of the form.  

Q: How do I receive reimbursement for books?

A: After receiving the approved purchase order you should purchase your textbooks and apply for reimbursement, using the Travel Manager system.  Fax copies of receipts to Sherri Streets at 6-0302, along with a copy of your signed Purchase Order within one business day of releasing your local voucher in Travel Manager.  Code 114 approves the order and forwards it electronically to the Travel Office for disbursement.  The funds will be directly deposited into the same account you have on file with the Payroll Department.  Please refer to the Book Reimbursement guide for further information. 

This is available at: http://ohr/DevGuide/DevPrograms/Academic.htm
Q:  Does it matter when I get my book reimbursement in?
A: Yes, you must submit your book reimbursement prior to the end of the semester.
Time

Q: How do I charge my approved time off?

A: In Webtads record your time off under “Training XXX” (where XXX is your organization code). If “Training XXX” is not shown, contact your organization timekeeper.

Q:  Can you tell my supervisor I have to have time off?
A: It is your responsibility to request time off from your supervisor prior to starting or continuing in the program.  Time off from program is not automatic and is contingent upon supervisory approval. 

Q:  Can I get time off to study or just for attending classes?
A: With supervisory approval, you may be released for up to 16 hours per week (USP: 4 hours per 3 or 4 credit course taken, PTGSP: 8 hours per 3 or 4 credit course taken) from scheduled work, with pay, to attend and/or prepare for classes.  
When to Notify the Program Manager
Q: How do I drop a class?
A: If you drop a class, you must notify the Program Manager in writing of the change, the reason for the change and indicate whether costs were incurred due to the change.  

Q:  What if I planned to take courses but now I need to take a semester off?

A: Contact the Program Manager to discuss your anticipated change, and the reason for the change, prior to making the change.

Q: What happens if I don't get a passing grade, get an incomplete, or I withdraw and the Government still incurs cost?

A: You are responsible for reimbursing GSFC for any cost incurred related to the class such as tuition, fees, and book costs.

Q:  What if I want to change schools or degree programs?

A: Contact the Program Manager to discuss your anticipated change, and the reason for the change, prior to making the change. If your plan changes dramatically, you may need to re-apply to the program.
Q:  What if I want to take a lot more classes than I put in my academic plan and cost estimate?

A: Cost increases need to be approved in advance. Contact the Program Manager to discuss your anticipated change, and the reason for the change, prior to making the change.
Q: I received an invoice from my university for non-payment.  What do I do about getting it paid?

A: Universities will sometimes send the invoice directly to you.  Just forward the 
original invoice to Melodia Stewart, Code 114.  For payment status, contact Felicia 
Bartoszyk in Accounting at 6-5781.
General Questions
Q:  I'm doing dissertation study and I don't think they give me a grade.  What happens then?
A: Dissertation classes are usually given a Pass or Fail grade for each semester completed.  If you are enrolled in dissertation class you must submit grades. If your school does not provide grades, the school must provide a letter stating that you are in good standing.
Q:  Once I'm in the program can I count on being in it as long as I want?
A: For all academic programs requests for continuation must be submitted annually for an additional year. Submitting a request does not guarantee acceptance for continuation. NOTE: Maximum duration for SFP is not to exceed two years total.
Q:  If I don't get into a Center-funded program, are there other ways to get my classes funded?
A: Yes, your Directorate can choose to fund your classes using Directorate training funds.  However, if you are not in an academic program, Directorate funds cannot be used to pay for your academic textbooks or fees.
Q:  What happens if my GPA slips below the requirement?
A: Failure to maintain the program’s GPA minimum will result in a probation period of one semester, during which you must recover to the minimum overall GPA to remain in the program.  Failure to recover the GPA will result in your termination from the program.
Q:  What happens if my classes and fees and books total more than $10,000 for the year?

A: If you are in the US Program or PTGS Program, you would be responsible for paying the school for any amounts that exceed the program cap.

Q:  Who can I talk to in order to get clearer about my academic and career goals?
A: Goddard has onsite Career Coaches/Counselors, Lynda Jones and Mary Mort. They 
are available for guidance regarding your academic and career goals. They are located in 
Bldg. 1 Room B009.  For an appointment call x6-7823. You can also discuss your 
academic goals with the program manager. 
Q:  What if I'm required to take a General Studies class by the University/College.  Would an academic program pay for this type of class?


A: Requested training must be mission related and designed to improve your job 
performance or how it contributes to learning beneficial to the organization. Requests 
should 
be justified on the basis of how the course will improve your job performance in 
your current position, or a function closely related to a projected position, or contributes 
to learning beneficial to the organization.  Stating that a course is a requirement of your 
degree is not sufficient justification.
Q: How do I replace a class?

A: Replacement courses must be submitted using a new GSFC 17-117 with the statement, “This course replaces [old course name]” in the justification block (block # 21).

Contacts
Q: Who do I contact to check on the status of my paperwork?

A: US Program, contact Sherri Streets at 6-5458;

PTGSP or SFP, contact your Training Office Coordinator: 

Codes 100 and 800 – William Bennett 6-5400, 

Codes 200, 300, and 500 – Tamara Bolden 6-8601

Codes 400, 600, and 900 – Sherri Streets 6-5458

Q: Who do I contact with general program questions?


A: Qiuna Harris at 6-3061 or Sherri Streets at 6-5458

Q: Who do I send my grades to once I complete a class?


A: Tamara Bolden, Code 114, Bldg. 1, Rm. E100A

General Contact Information:
Michelle Dubose-Williams - Program Manager, PTGSP, x6-4853
Laura Cochran - Program Manager, USP and SFP, x6-5166

Qiuna Harris - Program Coordinator, PTGSP, USP, SFP, x6-3061

Sherri Streets, x6-5458, William Bennett, x6-5400 and Tamara Bolden, x6-8601 - 
Program Support, PTGSP, USP, SFP 
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