

All US applications should include all of the documents described below.

1.
APPLICANT'S REQUEST MEMO
The applicant must submit a memorandum requesting approval to participate in the US Program for the 2005 academic year.  State your reasons for applying and the benefits the Center will receive from your participation.  You are encouraged to prepare this memorandum carefully so that it clearly represents you, your goals, and your plans for achieving them.

2.
PERFORMANCE APPRAISAL
Submit a copy of your most recent performance appraisal (general narrative summary sheet only).

3.
TRANSCRIPT
Have an official transcript mailed to Code 114/Laura Cochran, NASA/Goddard Space Flight Center, Greenbelt, MD  20771.  At the time of application, you must have completed at least 6 semester hours of academic credit and be currently enrolled in an accredited college or university.  (Courses taken during fall 2004 count toward this requirement).  You must also have at least a 2.5 cumulative grade point average (GPA).  The transcript must be received no later than October 22, 2004.
4.
ACADEMIC PLAN FORM
Fill out the academic plan form.  This plan should propose not fewer than three credit hours during the spring and fall semesters and three credit hours during summer semesters you plan to attend (summer classes are optional). For assistance, please refer to the sample academic plan.  After filling out the form, please print it and submit it with the rest of your application packet.        

5.
COST ESTIMATE FORM
Please fill out this form also.  It will be used for estimating budget requirements. Once you have completed the form, print it and submit it with the rest of your application package. Participant budgets estimates can not exceed $10,000 per year.

6.
MANAGEMENT ENDORSEMENT
Your supervisor must prepare a memorandum of endorsement and obtain a concurrence from the Division Chief.  This memo should state whether you are permitted time off to study/attend classes and how much time will be granted per week. Participants are permitted up to 4 hours a week for each three credit class taken (maximum of 16 hours) for the spring 2005 through the fall 2005 semesters at the supervisor’s discretion. The memo may authorize fewer hours per week, or no time off, when workload or other factors do not permit the maximum release.
7. 
PROOF OF ACCEPTANCE

Provide a copy of the acceptance letter you have received from the accredited 
university of college you are attending.

8.
2004 US PROGRAM NEW APPLICANT INFORMATION FORM
Complete all information on the New Applicant Information Form.  Once you have filled out this form, print and submit it with the rest of your application package.

 DEADLINE
Complete application packages are due Friday, October 22, 2004.   Submit packages to Qiuna Harris, Career Development and Employee Worklife Office, Code 114. 

If you have questions, please contact Laura Cochran, US Program Manager, at 301-286-5166 or Qiuna Harris at 301-286-3061.
Samples and Required Forms available on-line:

· Sample Academic Plan 

· Academic Plan Form

· Cost Estimate Form

· Template for Supervisory/Management Endorsement

· New Applicant Information Form


UNDERGRADUATE STUDY (US) PROGRAM 

SAMPLE ACADEMIC PLAN

Applicant’s Name:
Goode Student


Code:
xxx
   Phone: x-xxxx 



Academic Institution:
ABCDEFG University







Degree Sought:  Bachelor of Arts 

Major: Management Information Systems

Spring Semester 2005
	1st Choice
	
	2nd Choice

	Course
	Credits
	
	Course
	Credits

	
	
	
	
	
	
	

	MGT 160
	Principles of Mgmt.
	3
	
	MAT 152
	Computer Math
	4

	
	
	
	
	
	
	

	ENG 101
	Composition
	3
	
	SPH 101
	Speech
	3

	
	
	
	
	
	
	

	MGT 161
	Personnel Admin.
	3
	
	DPR 156
	C + +
	4

	
	
	
	
	
	
	

	
	Total credits
	9
	
	
	Total credits
	11


Summer Semester I 2005
	1st Choice
	
	2nd Choice

	Course
	Credits
	
	Course
	Credits

	
	
	
	
	
	
	

	EGR 101
	Fund. of English
	3
	
	BMG 197
	Database Mgmt.
	3

	
	
	
	
	
	
	

	IMS 137
	Budget
	3
	
	SPH 201
	Tech. presentations
	3

	
	
	
	
	
	
	

	MAT 152
	Computer Math
	4
	
	SPH 201
	Tech. Presentations
	3

	
	
	
	
	
	
	

	
	Total credits
	10
	
	
	Total credits
	9


Applicant’s Name: Goode Student

Code: xxx   Phone: x-xxxx
Summer Semester II 2005
	1st Choice
	
	2nd Choice

	Course
	Credits
	
	Course
	Credits

	
	
	
	
	
	
	

	DPR 160
	Data Structures
	4
	
	ENG 137
	Tech. Writing
	3

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Total credits
	4
	
	
	Total credits
	3


Fall Semester 2005
	1st Choice
	
	2nd Choice

	Course
	Credits
	
	Course
	Credits

	
	
	
	
	
	
	

	BMG 197
	Database Mgmt.
	3
	
	MGT 121
	Mgmt. in a Tech. Envr.
	3

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Total credits
	3
	
	
	Total credits
	3




Applicant’s Name:      
Code:      
Phone:      
Academic Institution:      
Degree Sought:  FORMDROPDOWN 


Major:      
Spring Semester 2005
	1st Choice
	
	2nd Choice

	Course
	Credits
	
	Course
	Credits

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	
	Total credits
	     
	
	
	Total credits
	     


Summer Semester I 2005
	1st Choice
	
	2nd Choice

	Course
	Credits
	
	Course
	Credits

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	
	Total credits
	     
	
	
	Total credits
	     


Applicant’s Name:      
Code:      
Phone:      
Summer Semester II 2005
	1st Choice
	
	2nd Choice

	Course
	Credits
	
	Course
	Credits

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	
	Total credits
	     
	
	
	Total credits
	     


Fall Semester 2005
	1st Choice
	
	2nd Choice

	Course
	Credits
	
	Course
	Credits

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	     
	     
	     
	
	     
	     
	     

	
	
	
	
	
	
	

	
	Total credits
	     
	
	
	Total credits
	     


Comments:
     


Applicant’s Name:       Code:       Phone:      
Academic Institution:      
Cost per credit hour: $     
Other required fees (only the following course-related fees will be funded)

	Matriculation Fee $     
	Registration Fee $     
	                          Library Fee $      

	

	Laboratory Fee     $     
	Institutional Services Fee (only at Prince George’s CC)             $     


Spring Semester 2005
	
	
	
	
	
	

	Tuition:
	     hrs.
	x
	$     /credit
	=
	$     

	

	Required Books:
	$     

	

	Special Equipment/Materials:
	$     

	

	Other Fees: (see list above):
	$     

	

	Total
	
	$     


Summer Semester I & II 2005
(Combine costs for both summer semesters) 

	Tuition:
	     hrs.
	x
	$     /credit
	=
	$     

	

	Required Books:
	$     

	

	Special Equipment/Materials:
	$     

	

	Other Fees: (see list above):
	$     

	

	Total
	
	$     


Fall Semester 2005
	
	
	
	
	
	

	Tuition:
	     hrs.
	x
	$     /credit
	=
	$     

	

	Required Books:
	$     

	

	Special Equipment/Materials:
	$     

	

	Other Fees: (see list above):
	$     

	

	Total
	
	$     


	Grand Total
	
	$     



Comments:     


TO:

114/US Program Manager

THRU:
(Route through Division for concurrence)

FROM:
Nominating Supervisor

SUBJECT:
Endorsement of Undergraduate Study (US) Application for (Name of Applicant)

(The endorsement should describe the relevance of the proposed educational program to present or predicted needs of the organization. State what number of hours off per week, if any, will be granted for study/attending class.)

Concurrence:                                                       

Signature of Division Chief                        Date



NAME:                CODE:                EXT.              
JOB TITLE:                GRADE:           
GSFC SERVICE SINCE:                FULL TIME SINCE:                  
SCHOOL:                DEGREE SOUGHT: 
CLASS:           FRESHMAN  FORMCHECKBOX 

SOPHOMORE  FORMCHECKBOX 

JUNIOR  FORMCHECKBOX 
   SENIOR  FORMCHECKBOX 
    
G.P.A.                # OF CREDITS COMPLETED TO DATE:              

# OF CREDITS CURRENTLY TAKING:            
APPLICATION CHECKLIST (CHECK EACH DOCUMENT):

 FORMCHECKBOX 
     APPLICANT'S REQUEST TO PARTICIPATE IN US PROGRAM

 FORMCHECKBOX 
     PERFORMANCE APPRAISAL (NARRATIVE ONLY)

 FORMCHECKBOX 
     OFFICIAL TRANSCRIPT(S) - REQUESTED ON WHAT DATE      
 FORMCHECKBOX 
     ACADEMIC PLAN

 FORMCHECKBOX 
     COST ESTIMATE

 FORMCHECKBOX 
     MANGEMENT ENDORSEMENT MEMO
 FORMCHECKBOX 
     PROOF OF ACCEPTANCE



APPLICATION PACKAGE


2005 UNDERGRADUATE STUDY PROGRAM (US)


DEADLINE: OCTOBER 22, 2004








UNDERGRADUATE STUDY PROGRAM 


ACADEMIC PLAN








2005 UNDERGRADUATE STUDY PROGRAM 


COST ESTIMATE FORM








2005 UNDERGRADUATE STUDY PROGRAM 


TEMPLATE OF MANAGEMENT ENDORSEMENT








NEW APPLICANT INFORMATION


2005 UNDERGRADUATE STUDY (US) PROGRAM








