Department of Defense Education Activity

PROCEDURAL GUIDE

NUMBER 14-PGRMD-013
DATE July 15 2014

RESOURCE MANAGEMENT DIVISION

SUBJECT: Implementation of the Tuition Collection Management System

References:  See Enclosure 1.

1. PURPOSE. The purpose of this Procedural Guide is to document the proper processes and
procedures used to manage the collection of payments for students attending Department of
Defense Education Activity (DoDEA) schools under eligibility categories that require tuition.

2. APPLICABILITY. This Procedural Guide applies to the Office of the Director, DODEA; the
Director, Domestic Dependent Elementary and Secondary Schools, and Department of Defense
Dependents Schools, Cuba (DDESS/DoDDS-Cuba); the Director, Department of Defense
Dependents Schools, Europe (DoDDS-E); the Director, Department of Defense Dependents
Schools, Pacific, and Domestic Dependent Elementary and Secondary Schools, Guam (DoDDS-
P/DDESS-Guam), (hereafter collectively referred to as “DoDEA Area Directors”); the Virtual
School Program; and, all DoDEA District Superintendents, school administrators, teachers, and
support staff.

3. DEFINITIONS. See Glossary.

4. GUIDANCE. Itis DoDEA policy to provide an educational program for dependents of DoD
employees while overseas. Enrollment of other minor dependents in DoDEA schools is also
permitted, provided that space is available and tuition is paid as prescribed by DoDEA
Regulation 1030.1 (Reference (a)). This Procedural Guide defines DoDEA personnel roles and
responsibilities, as well as the process of collecting tuition for space-available students using the
Tuition Collection Management System (TCMS). Tuition collection will be managed according
to section 921-932 of title 20, United States Code (Reference (b)), DoD 7000.14-R (Reference
(c)), DoD Instruction 5010.40 (Reference (d)), DoDEA Regulation 1342.13 (Reference (e)),
DoDEA Administrative Instruction 7200.1 (Reference (f)), DoDEA Resource Management
Division Web site’ (Reference (g)), U.S. Treasury Department secure electronic payment

Web site? (Reference (h)), and Section 553 of Public Law 113-66 (Reference (i) found in
Enclosure 1.

! Information can be found on the Internet at http://www.dodea.edu/Offices/ResourceManagement/index.cfm

2 Information can be found on the Internet at https:/pay.gov/paygov/
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5. ROLES AND RESPONSIBILITIES. See Enclosure 2.

6. PROCEDURES. See Enclosure 3.

7. EFFECTIVE DATE. This Procedural Guide is effective immediately.

@ @R

Robert M. Brady
Associate Director for Financial
and Business Operations

Enclosures
1. References
2. Roles and Responsibilities
3. Procedures
4. Department of Defense (DD) Form 2659, Collection Voucher Control Log
5. DD Form 1131, Cash Collection Voucher (CCV)
6. Standard Form (SF) 1034, Public Voucher for Purchases and Services other than Personal
7. DoDEA Form 600, Student Registration
8. Individual Tuition Payer Process Chart
9. Company Tuition Payer Process Chart

10. DD Form 448, Military Interdepartmental Purchase Request (MIPR)
11. DD Form 448-2, MIPR Acceptance
12. Agency Tuition Payer Process Chart

13. SF 1080, Voucher for Transfers Between Appropriations and/or Funds
Glossary

? Information can be found on the Internet at https://pay.gov/paygov/
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ENCLOSURE 1

REFERENCES

(a) DoDEA Regulation 1030.1, “Space-Available Eligibility Requirements for Education of
Minor Dependents in Overseas Areas,” April 4, 2005

(b) Title 20, United States Code, Section 921-932

(c) DoD 7000.14-R, “Department of Defense Financial Management Regulation,” June 2011,
Volume 1-15, as amended

(d) DoD Instruction 5010.40, “Managers’ Internal Control Program Procedures,” May 30, 2013

(e) DoDEA Regulation 1342.13, “Eligibility Requirements for Education of Elementary and
Secondary School-age Dependents in Overseas Areas,” September 20, 2006, as amended

(f) DoDEA Administrative Instruction 7200.1, “DoDEA Tuition Program,” September 4, 2009

(g) DoDEA Resource Management Division Web site®

(h) U.S. Treasury Department secure electronic payment Web site*

(i) Section 553 of Public Law 113-66, “Treatment of Tuition Payments Received for Virtual
Elementary and Secondary Education Component of the Department of Defense Education
Program”

® Information can be found on the Internet at http://www.dodea.edu/Offices/ResourceManagement/index.cfm
* Information can be found on the Internet at https:/pay.gov/paygov/
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ENCLOSURE 2

ROLES AND RESPONSIBILITIES

1. SPONSORS. The Sponsors are military or civilian parents/guardians with one or more
dependents enrolled in a Department of Defense Education Activity (DoDEA) school. Civilian
parents/guardians may be employed by DoD; DoD contracting agencies; other federal agencies;
or, private corporations in the vicinity of the DoD school paying tuition directly to DODEA. As
the dependent’s parents/guardian, sponsors are responsible for the following as they pertain to
tuition collection:

a. Completing/providing all documents required by school staff. The sponsor must provide
documentation that verifies their dependent’s eligibility for education at the location of the
DoDEA school and services.

b. Providing tuition payment, if required. Payment can be provided by check or money
order in U.S. dollars; credit card payment online via www.pay.gov; or, a Central Billing Letter
(CBL) to the registrar (see Enclosure 3).

c. Inform school staff of any changes regarding their eligibility status, student enrollment, or
contact information.

2. DODEA SCHOOL REGISTRARS. The DoDEA School Registrars are located at each
school and is responsible for enrolling students in the DoDEA student information system.
Additionally, he/she is responsible for the following:

a. Verifying student supporting documentation is correct (i.e. passport, birth certificate,
command sponsorship).

b. Assigning enrollment category type codes and advise sponsors/spouses of their status and
required documentation.

c. Providing sponsors with information on space availability for category 2, 3, and 4
enrollments, as well as tuition payment requirements for categories 2 and 4.

d. Providing sponsors/spouses of tuition-paying students with information on payment
procedures and refund/withdrawal policies.

e. Verifying that tuition has been paid or that a CBL has been received before permitting a
tuition-paying student to attend school.

f. Performing a reconciliation between the DoDEA student information system and the

Tuition Collection Management System (TCMS) on a weekly basis to ensure the list of tuition-
paying students is accurate and up-to-date.

4 ENCLOSURE 2



DoDEA PG 14-PGRMD-013

ENCLOSURE 2

ROLES AND RESPONSIBILITIES

g. Advising sponsors/spouses who are paying tuition themselves of the amount of tuition due
and the due date for the next quarter or second semester.

h. Receiving requests for quarterly payments from the sponsors and forwarding to the
DoDEA School Principal for endorsement. Once endorsed, the request is forwarded to the
District Superintendent’s Office (DSO) for final approval. Approval must be granted and the
applicable tuition paid before the student begins attending school.

i. Recording daily receipts of checks and money orders on a Department of Defense (DD)
Form 2659, Collection Voucher Control Log (Enclosure 4), at the time of receipt. Collections
are transmitted to the disbursing office on a daily basis. At a minimum, administrative personnel
record the date of receipt, remitter, check or money order number, the Cash Collection VVoucher
(CCV) number (DD Form 1131, Enclosure 5), amount of payment, complete accounting
classification, fiscal code, and the date transmitted to the disbursing office.

j- Receiving tuition payments from self-paying sponsors and issuing receipts through TCMS.

k. Providing the DoDEA Headquarters (HQ) Tuition Management Office with withdrawal or
transfer forms within 72 hours of sponsor/student changes throughout the current school year
(SY).

3. ENROLLMENT REVIEWER. The Enrollment Reviewer is located at DODEA HQ, and is
responsible for verifying that all enrollment documents support the enroliment category
confirmed by the registrar before the student starts school. Additionally, the Enrollment
Reviewer is responsible for the following:

a. Ensuring that each tuition-paying student sponsor has paid before the student begins
school for each quarter or semester; or, that a CBL has been provided.

b. Ensuring CCVs are properly submitted and filed.

4. DODEA SCHOOL PRINCIPALS. The DoDEA School Principals are responsible for
ensuring each student enrolled in his/her school is authorized to enroll based on the sponsor’s
status overseas, and that the appropriate documentation is on hand to support the student’s
determined enrollment category. Additionally, the DoDEA School Principals are responsible for
the following:

a. Determining space availability for tuition-paying students.
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ENCLOSURE 2

ROLES AND RESPONSIBILITIES

b. Designating, in writing, a school registrar and/or tuition clerk who will be responsible for
the duties assigned in this guide. A copy of written designation is forwarded to the HQ tuition
program manager.

c. Ensuring all students not entitled to tuition-free education in the Department of Defense
Dependents Schools (DoDDS) are properly identified in the appropriate tuition-paying category.

d. Notifying the DoDEA HQ eligibility point of contact (POC) of any irregularities
attempted or committed by sponsors/spouses in the process of enrolling a student in school.
5. DSOs. The DSOs have the following responsibilities in the tuition collection process:

a. Approving requests from DoDEA School Principals to reject tuition-paying students
based on limited (or lack of) space availability.

b. Approving quarterly payments.
c. Performing school assistance visits, per DoODEA requirements.
d. Ensuring all district registrars and principals receive training regarding their individual

function in the registration process, per DoDEA requirements.

6. HQ ELIGIBILITY POC. Located at DoDEA HQ, the HQ Eligibility POC serves as the
DoDEA subject matter expert (SME) on enrollment and eligibility. In addition, he/she has the
following responsibilities:

a. Advising and assisting district offices, school staff, parents, and military/civilian
organizations on eligibility and enrollment matters.

b. Ensuring schools and districts are in compliance with eligibility and tuition policies.

c. Performing district/school assistance visits per DoDEA requirements, and providing
guidance to district team members regarding school assistance visits.

d. Maintaining and updating training materials and supplemental guidance for registrars and
principals.
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ENCLOSURE 2

ROLES AND RESPONSIBILITIES

7. DODEA HQ RESOURCE MANAGEMENT DIVISION (RMD). Overseen by the HQ
Tuition Program Manager, all tuition collection activities are centralized at DoODEA HQ RMD.
This includes the following responsibilities:

a. Maintaining the TCMS.
b. Posting tuition rates on the DoDEA RMD Web page (Reference (g)).

c. Producing invoices from TCMS for CBLs on a scheduled cycle each SY, per written
agreements between each organization and DoDEA.

d. Receiving tuition payments from companies with CBLs and agencies paying by Military
Interdepartmental Purchase Request (MIPR), and issuing receipts through TCMS.

e. Preparing and submitting CCVs for receipts from billed organizations.

f. Preparing refund documents, Standard Form (SF) 1034 (Enclosure 6) when appropriate.
g. Validating enrollment codes and start dates with the appropriate student database system.
h. Tracking incoming receipt of payments from CBLs and accounting for incoming funds.
i. Maintaining electronic student payment records in TCMS.

j. Communicating the effective start date to the appropriate registrars for students with self-
payer parents.

k. Reconciling the school information system between TCMS and the Washington
Headquarters Services Allotment Accounting System (WAAS) on a weekly basis.

I. Performing a bi-weekly review ensuring all accounts receivables (AR) are recorded
accurately, at inception, and are valid.

m. Performing a monthly review ensuring all unfilled customer orders are recorded timely,
accurately, and are valid in DODEA WAAS, including all unfilled customer orders with
advances received. Customer orders are compared to the following reports:

(1) Reimbursable Agreement Unmatched Cost Report, to research and resolve any
unmatched costs accrued in the general ledger period by project, object class, fund code, and
fiscal year.

(2) Unfilled Customer Orders Report, to confirm orders are entered and approved.
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ENCLOSURE 2

ROLES AND RESPONSIBILITIES

(3) Reimbursable Agreement History Report, to confirm agreements are entered into
WAAS, approved, and active.

n. Performing a bi-weekly review ensuring all AR, earned revenue, and collections for
revenue earned on reimbursable orders are recorded timely, accurately, and are valid.

0. Performing a bi-weekly review ensuring all unfilled customer orders and uncollected
customer payments/ARs are reviewed periodically and adjusted to the Allowance for Doubtful
Accounts in a timely manner by comparing the invoices, customer orders, and receiving reports
to the general ledger.

p. Recording daily receipts of checks and money orders on a DD Form 2659 at the time of
receipt. Collections are transmitted to the disbursing office on a daily basis. At a minimum, the
HQ Tuition Program Manager records the date of receipt, remitter, check or money order
number, the CCV number (DD Form 1131), amount of payment, complete accounting
classification, fiscal code, and the date transmitted to the disbursing office.

g. On a monthly basis, performing a second-level review of all daily receipts activity for the
month, by comparing the DD Form 2659 to the actual payments received, AR transaction
postings, and general ledger transaction postings to ensure accuracy and completeness. This
review is evidenced by the HQ Tuition Program Manager’s signature and date on the Voucher
Control Log, with noted discrepancies and corrective action taken.

r. Interfacing with the Defense Finance and Accounting Services (DFAS).

8. DFAS. DFAS has the following duties and/or roles in the tuition collection process:

a. Receiving and processing collection documents and checks from schools and DoDEA HQ
RMD.

b. Advising DoDEA HQ RMD of dishonored checks.
c. Processing tuition refunds.

d. Advising the HQ Tuition Program Manager of changes to mailing addresses, CCV
processing, and account classifications.

e. Posting “L” batch documents to WAAS.
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ENCLOSURE 3

PROCEDURES

1. TUITION RATES. Prior to the beginning of each SY, DoDEA HQ RMD establishes and
publishes official tuition rates for the upcoming SY. DoDEA HQ RMD uses the official tuition
rates to calculate tuition rates by quarters and semesters and to set a calendar for payment based
on the number of days a student will attend during each interval.

a. Effective SY 2014-2015, all DoDEA schools will implement usage of the TCMS.

b. Payment calendars and tuition rate charts may vary between schools due to differing
school calendars for attendance days and holidays. These documents are uploaded electronically
into TCMS, along with quarterly and biannual tuition rates for federally connected and non-
federally connected students.

2. DODEA REGISTRATION PROCESS FOR TUITION-PAYING STUDENTS. Before a
tuition-paying student is officially enrolled in a DoDEA school, the sponsor registers their
dependent with the assistance of the school registrar or designated school administrative
personnel. The DoDEA School Principal assesses the space availability for student enrollment
and authorizes attendance for eligible students as defined in References (a) and (e).

a. The sponsor registering a tuition-paying student provides the DoDEA School Registrar
with a completed DoDEA Form 600 (Enclosure 7).

(1) The DoDEA School Registrar verifies sponsorship information and enrollment
eligibility at the time of registration.

(2) After verifying information, the DoDEA School Registrar initials or signs the DoDEA
Form 600 in Block 40 and dates in Block 41.

b. The DoDEA School Registrar or designated administrative personnel uses the DoDEA
Form 600 to enter the student information into the DoDEA student information system. The
DoDEA School Registrar retains a copy of the DoDEA Form 600 on file with the official student
record.

(1) After entering the information into the student information system, a nightly batch run
loads the student data for tuition-paying students into TCMS, producing a registration record.

(2) The DoDEA School Registrar logs into TCMS on a weekly basis to ensure that all
student registration records have successfully uploaded from the student information system into
TCMS. Additionally, the DoDEA School Registrar updates student information, such as payer
information and other billing details.
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ENCLOSURE 3

PROCEDURES

(3) The DoDEA School Registrar identifies tuition-paying students inside of TCMS in the
following categories:

(@) Sponsor direct payments: when the sponsor pays DoDEA directly for services.
(b) Company payments: payment by a private organization using a CBL.
(c) Federal agency payments: payment from other federal Government institutions via

MIPRs or Intra-Governmental Payments and Collections (IPACs).

3. TUITION PAYMENT CATEGORIES. There are three types of tuition-paying students:
sponsor direct payments; company payments; and, federal agency payments.

a. Individual Payment From the Sponsor. Sponsors paying tuition without support from an
agency or company must pay 100% of the tuition before the student is provided educational
services in a DoDEA school, unless an authorized, written exception has been approved by the
District Superintendent.

(1) The sponsor may submit a request in writing to the District Superintendent through the
DoDEA School Principal requesting permission for payment to be made on a quarterly basis
(rather than a semester basis).

(@) If the exception is authorized by the District Superintendent, the DoDEA School
Registrar retains a copy of the written exception with payment confirmation on file for record.

(b) The DoDEA School Registrar uploads the signed exception letter to TCMS for the
file.

(2) If the exception is not approved, the sponsor must pay the full semester’s tuition before
the student can be provided educational services.

(3) If a sponsor submits payment by check directly to the cashier, the processes in section
4.c. below for check/money order payments apply. Refer to the Individual Payer Process Chart
(Enclosure 8) for a step-by-step overview.

(4) If a sponsor makes payment with a credit card using www.pay.gov, the processes in
section 4.a. below for electronic payments apply. Refer to the Individual Payer Process Chart
(Enclosure 8) for a detailed overview.

b. Sponsor’s Company Paying Tuition. The sponsor is required to provide the school
registrar with a CBL before a student is provided educational services at a DoDEA school.

10 ENCLOSURE 3



DoDEA PG 14-PGRMD-013

ENCLOSURE 3

PROCEDURES

(1) Prior to the start of the SY, the HQ Tuition Program Manager compiles a list of all
students associated with each company and produces one invoice in advance of the SY.

(a) Before the SY begins, companies must make payments in full on behalf of all
dependents listed on the CBL invoice within 30 days of receiving the CBL.

(b) If a student associated with a company registers for school after the beginning of
the SY, they may attend classes for the 30 days while the company (who has furnished a CBL)
arranges payment.

(c) Inthe event that a CBL tuition payment is not received after the 30-day grace
period, students will receive no further services. DoDEA may still pursue charges for the full
grading period of partial attendance.

(2) Companies may make payments via www.pay.gov or check (see section 4, below).

(@) If a company submits payment by check directly to DoDEA HQ, the processes in
section 4.c. below for check/money order payments apply. Additionally, refer to the Company
Payer Process Chart (Enclosure 9) for a detailed step-by-step overview.

(b) If a company makes payment with a credit card using www.pay.gov, the processes
in section 4.a. below for electronic payments apply. Refer to the Company Payer Process Chart
(Enclosure 9) for a detailed overview.

c. Sponsor’s Federal Agency Paying Tuition. The agency submits a DD Form 448, MIPR
(Enclosure 10), to the HQ Tuition Program Manager. The HQ Tuition Program Manager
prepares the DD Form 448-2, MIPR Acceptance (Enclosure 11), and notifies the School
Registrar that the student may begin school. Refer to the Agency Payer Process Chart
(Enclosure 12) for a detailed overview.

4. TUITION PAYMENT PROCESS. There are three authorized methods for tuition payment:
electronic, MIPR, or check/money order.

a. Electronic.

(1) Companies and sponsors making payments to DoDEA via the secure U.S. Department
of Treasury Web site are issued an invoice from the TCMS system.

(@) The invoice includes a unique bill number, which the payer will reference on
www.pay.gov when making the payment.
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PROCEDURES

(b) After making the payment, the bill payer provides a payment confirmation
statement from www.pay.gov to the HQ Tuition Program Manager.

(2) The HQ Tuition Program Manager records the payment in TCMS, creates the CCV,
and submits the documentation to DFAS for processing.

b. MIPR.
(1) The sponsor’s employer submits a DD Form 448 to the HQ Tuition Program Manager.

(2) The HQ Tuition Program Manager prepares a DD Form 448-2 for signature. The
DoDEA HQ Chief, RMD signs the DD Form 448-2, authorizing payment if collection is made
using the DD 448.

(3) The HQ Tuition Program Manager prepares an SF 1080, VVoucher for Transfer between
Appropriations and/or Funds (Enclosure 13), when tuition payment is made using the accepted
MIPR. The SF 1080 states the amount of funds to be transferred, not to exceed the amount of
funds authorized for payment on the MIPR, and is signed by the DoODEA HQ Chief, RMD.

c. Check/Money Order.

(1) A check or money order is submitted to the DoDEA School Registrar or DoDEA HQ
for the quarterly or semester amount due.

(2) The DoDEA School Registrar logs the incoming check on the check register and
submits it to the cashier, who will complete the DD Form 1131.

(@) The DoDEA School Registrar or HQ Tuition Program Manager uploads a copy of
the DD Form 1131 to TCMS.

(b) After uploading a copy of the DD Form 1131 to TCMS, the DoDEA School
Registrar notifies the HQ Tuition Program Manager via e-mail that payment has been received.

(3) The collected check is deposited in accordance with local procedures (e.g. Over the
Counter Channel Application (OTCNet), deposit at a local bank).

5. TUITION REFUNDS. Tuition refunds are only authorized for full grading periods not
attended. Once a student has attended any portion of a quarter, no adjustments or refunds are
made to the tuition collected for that grading period.

a. Refunds for www.pay.gov transactions.
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(1) The HQ Tuition Program Manager processes a refund for the partial tuition owed to the
sponsor via www.pay.gov.

(2) The sponsor is reimbursed on the credit card that was used for the initial payment.

(3) The HQ Tuition Program Manager confirms that the reimbursement posted via the
online portal (i.e., www.pay.gov) and WAAS before updating TCMS.

b. Refunds for check or money order transactions.
(1) The HQ Tuition Program Manager prepares the SF 1034 and submits to DFAS.

(2) DFAS provides a Dispersing Office Voucher (DOV), confirming the refund was
disbursed.

(3) The HQ Tuition Program Manager confirms the refund posted by using the DOV and
WAAS before updating TCMS.

¢. Refunds for MIPRs.

(1) The HQ Tuition Program Manager issues a DD Form 448-2 to return excess funds to
the originating agency.

(2) The HQ Tuition Program Manager prepares an SF 1080 for signature returning excess

tuition payment received from the originating agency. The SF 1080 states the amount of funds
to be transferred and is signed by the DoDEA HQ Chief, RMD.

6. DOCUMENTATION AND RECORD KEEPING.

a. The student payment record is stored electronically for at least six years and three months.
The student payment record contains, at a minimum:

(1) The DoDEA Form 600.

(2) The TCMS tuition invoice.

(3) Confirmation of payment.

(4) Approval for less-than-annual-payments, if applicable.

(5) CBL, if applicable.
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(6) TCMS-generated receipt to bill payer.

b. This record does not replace the official student record maintained onsite at the school.
Records may be kept at both locations for ease of access.

14 ENCLOSURE 3
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DD 2659, COLLECTION VOUCHER CONTROL LOG

VOUCHER CONTROL LOG

1. DISBURSEMENTS

2. COLLECTIONS

3. DATE

4. VOUCHER
NUMEBER

5. PAYEE (D¥sbursemmerts)
REMITTER {Coflections!

6. AMOUNT

7. FORM OF PAYMENT OR REMITTANCE

a. CASH

b. CHECK

c. EFT

d. OTHER

DD Form 2659, AUG 93

15

REPLACES AF FORM 1304, WHICH IS OBSOLETE.
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DD 1131, CCV

1. DISBURSING OFFICE COLLECTION VOUCHER NUMEBER

CASH COLLECTION VOUCHER

2. RECEWVING OFFICE COLLECTION VOUCHER NUMEER

(=)

. RECENING OFFICE
. ACTIVITY iNeme and Location] finciude ZIF Codal

b. RECEIVED AMD FORWARDED EY (Frinfed Name, Title and Signature) d. DATE {¥¥¥YMADD)

c. TELEFHOME NUMEER (irciude Area Code):

COMMERCIAL: DSN:
4. DISBURSING OFFICE
s, ACTIVITY /Neme and Location) (inciude ZIF Codal

b. DISEURSING OFFICER (Frimted Name, Title and Signature) d. DISBURSING STATION
SYMEOL NUMEER

c. TELEFHOMNE NUMEER flnciude Area Codel- =. DATE [YYYYMMDD]
COMMERCIAL: DSN:
5. PERIOD: a. FROM: b. TO:
5. DETAILED DESCRIFTION OF
6. DATE 7. MAME OF REMITTER 10. ACCOUNTING
RECEIVED DESCRIPTION OF REMITTANCE PURPOSE FOR WHICH 8. AMOUNT CLASSIFICATION

COLLECTIONS WERE RECENED

11. TOTAL 0.00

DD FORM 1131, DEC 2003 PREVIOUS EDITION |5 OBSOLETE. Adobe Professional 5.0
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SF 1034, PUBLIC VOUCHER FOR PURCHASES AND SERVICES OTHER THAN
PERSONAL

Emndard Sorm 1034 WIDILCHER MO
Resed October 227 PUBLIC VOUCHER FOR PURCHASES AND
Diparirme LU
1TFM 4-2000 ! SERVICES OTHER THAN PERSONAL
5. DEFARTMENT, BUREAL. OF ESTASLIEHMENT AND LOCATION DATE VOUCHES FREFARED ECHEDULE O
CONTRACT MUMSER AND DATE FAIDEY
REGUISITION NUMEER AND DATE
PAYEE'S p— pp——
MAME DWTE INVODNCE RECEIVED
AND
ADDRESS DESCOUNT TERME
|— J EAYEEE ACCOUNT KUMEER
ERIFFED F50M TO WEIGHT GOVERMMENT BL NUMEER
_ DATE OF ARTICLES OF SERWIGES LUNIT FRICE ARDUNT
HUMSER AND DATE > ) i ; v : QLA
cromen | SELNERY, |IEner e e et e | T e[ e T
eaan Shestsl M necessan (Payee must NOT use the space below) TOTAL
ERTMERT:
[] mrowe APPROVED FOR =5 EXCHANGE RATE o DIFFERENCES
[ covper= BT
[ ramma
[ Fma Amount werfisct comect for payment
[ Frocesss TITLE {Signature or inifials)
[] Acvamce
Pursuant to authority wested in me, | certify that this voucher is comect and proper for payment.
(Date) {Authonzed Certifiing Officer) 2 (Tile)
ACCOUNTIMNG CLASSIFICATION
£ | CHECK NUMBER COMN ACCOUNT OF LS. TREASURY CHECK MUMBER O [Name of bank)
|
- [casH DATE PAYEE 2
v |8
1. Wren staked In forsign cumency, Insert Rame Of CUEnCy. PER
Z H = ablly o certfy and authorty b appmne are combined In one person, one signatune onily s ReCessary; ofensise the approving
ocer wil sign In e space provided, over bi's oificial The
3. Wren a voucher s neceipbed I the narme of @ company o Corporadon, the name of T person wiiing e oompany or Dorporake TITLE
mame, &5 well &s e capadty In which he signs, must appear. For sxample: “John Dos Companmy, per John Smith, Secmeiany™, or
“Treasarer”, 35 the s may be.

Previous edition usable N3N 7E40-00-000-2234

PRIVACY ACT STATEMENT
The Information regquested on Bis form ks nequined under the provisions of 31 U.E.C. E2b and 82, tor e purpose of dishursing Federal
money. The Information requesied is fo identty S particular creditor and e amounts tobe paid. Fallure to furmish this information wi
hinger discharge of the payment obilgation
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DODEA FORM 600, STUDENT REGISTRATION

DEPARTMENT OF DEFENSE EDUCATION ACTIVITY OME No. 0T04-0495
STUDENT REGISTRATION OMB approval expires
5Y i Mar 21, 2016

The pubiic reporting burden for this colection of information £ estmated o average 30 minubes per response, iInciuding the tme for reviewing Instnuctions, s=arching existing dats sourtes, gathering and
mainaining the data needed, and compieting and reviewing The colleciion of Inflormation.  Eend comments reganding Bis burden estmaie or any other aspect of Tis collection of Informaiion, induding
suggestions for reducing the burden, o the Department of Defenze, ‘Washingion Headguaers Senices, Executve Senvipes Cirectorate, imformation Management Division, 4800 Mark Canter Drive, Alevandria,
WA 22350-3100 (O7TD4~0455). Respondentis should be aware that notefthstanding any offer provision of law, no person shall be sulbject o any penaity for faling fo comply with a colleciion of Infiormation it
does not display a cumentiy vald OME confol number.

PFLEASE DO NOT RETURN YOUR FORM TO THE ASOVE ORGANEATION. RETURN COMPLETED FORM TO THE $CHOOL IN WHICH THE STUDENT IS ENROLLING.

PRIVACY ACT STATEMENT

AUTHORITY: 10U.5.C. Section 21864, and 20 U.5.C. Sections 921-032
PRINCIPAL PURPOSE(S): To obtain information necessary to enroll students, administer school operations, and protect student health and welfare in Dol
operated dependent educational programs. Completed forms are covered by the DoDEA Dependent Chidren’s School Program Files SORM located at

i bt 2 A
ROUTINE USE[S): To Federal, State and local government officials to protect health and safety in the event of emergencies. The Dol Blanket Routine
Uses found at hitp:Vprivacy defense gowblanket uses shiml also apply to this collection
DISCLOSURE: Voluntary. however, Talure 1o disdose the mformation collected on this form may delay andlor prevent the enrcliment of a child andior the
delvery of educational and emengency senvices

This form is completed by the sponsor, whao is a parent, spouse, or a legal guardian, te request enroliment of his'her dependent(s) at a DoDEA school. A
dependent is 3 mnor individual who has not completed secondary schooling and wha is the child, stepchid, adopted child, ward or spowse of the sponsaor.
The information collected is used intemally to determine the student’s eligibility to enrcll on a tuiton-free or tuition-paying basis, and whether the student s
space-required or space-available. |t is also used to ensure that DoDEA makes avalable the appropriate classrooms, staffing, and supportive educational
seniices, places students in the appropriate grade, identifies students with special nesds, and to ensure compliance with laws protecting student rights.

SECTION | - SPONSOR INFORMATION

1. TITLE Rareasawrs) | 2.2, SPONSOR LAST NAME | b. SPONSOR FIRST NAME | ¢ SPONSOR MIDDLE NAME | 3. RELATIONSHIF TO STUDENT

4. TELEFHONE NUMBERS (incluge Area Code or DSN) 3. EMAIL ADDRESS
a HOME b. DUTYMWORK c. CELL
6. ORGANIZATION 7. PAY GRADE (E-1v0-1465-1) | 8. ROTATIONIDEPARTURE

DATE [¥¥Y¥i4MDD)

9. ORGANIZATION MILITARY INSTALLATION/CITY/COUNTRY

10. MAILING ADDRESS /e g, LocalAPCOWFPO) (Required) 11. PHYSICAL QUARTERS Sfreet Cffy, efc) (Enter only if different from mading address)

SECTION Il - SPONSOR'S SPOUSE INFORMATION

1. TITLE 2.3 SPOUSE LAST NAME b. SPOUSE FIRET NAME c. SPOUSE MIDDLE MNAME 3. RELATIONSHIF TO STUDENT
4. TELEPHOMNE NUMBERS (incluge Area Code or DEN) 3. EMAIL ADDRESS
a HOME jir awrerent b. DUTYMWORK c. CELL

6. ORGANIZATION MILITARY INSTALLATION/CITY/COUNTRY

SECTION Il - FIRST LOCAL EMERGEMNCY CONTACT AND RELEASE INFORMATION

The person identified will be contacted i there is an emergency and the sponsor’spouselegal guardian cannot be contacted. | permit the dependent that |
am registering with this form to be released to the emergency contact identified in this section if | or my spouse are not available.

1. LAST NAME (Mot sponsor or Spouse) 2. FIRST NAME 3. TITLE 4. RELATIONSHIF TO STUDENT

3. HOME TELEPHOMNE & DUTY/WORK TELEFHONE 7. CELL PHOMNE

SECTION A - SECOND LOCAL EMERGENCY CONTACT AND RELEASE INFORMATION

The person identified will b2 contacted i there is an emergency and the sponsor/spouselegal guardian or the first local emergency contact cannot be
contacted. | permit the dependent that | am registering with this form to be released to the emergency contact identified in this section if | or my spouse are
not available.

1. LAST NAME (Nat sponsor or Spouse) 2. FIRST NAME 3. TITLE 4. RELATIONSHIF TO STUDENT

3. HOME TELEPHONE 6. DUTYWORK TELEPHONE 7. CELL PHONE

SECTION B - PERMANENT STATESIDE EMERGENCY CONTACT INFORMATION

1. LAST MAME 2. FIRST NAME 3. TITLE 4. RELATIONSHIP TO STUDENT

3. HOME TELEPHOMNE & DUTY/WORK TELEFHONE 7. CELL PHOMNE

3. PERMAMNENT STATESIDE ADDRESS

DoDEA FORM 600, MAR 2013 REPLACES SD FORM €00, WHICH IS OBSOLETE Adobe Designer 2.0
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DoDEA PG 14-PGRMD-013

ENCLOSURE 7

DODEA FORM 600, STUDENT REGISTRATION

SECTION IV - STUDENT INFORMATION

1.a. LEGAL LAST NAME b. LEGAL FIRST NAME c. LEGAL MIDDLE NAME d. PREFERRED FIRST NAME
(tnciude Jr sl
2. STUDENT GRADE (3. GENDER (X ang) 4. %RB.DE'IRTH 5. STUDENT ETHNICITY: HISPANIC OR LATING (% ang)
[ L ' [ Jv [«

6. STUDENT RACE (¥ aif thar appiy)
[ ] & Amensan indian or Aiaska Natve [ ] miack or arican American [ ] = Mative Hawallan or Ciner PacTic Isiander

[ ] Asan [ ]a wnie

7. STUDENT CELL PHONE | & STUDENT EMAIL ADDRESS (May be assigned by schooy) | 9. PASSPORT NUMBER 10. PASSPORT EXPIRATION
(Inciwde Area Code) (HL5. anky) DATE (¥ y¥uDD)

11. DOES THE STUDENT SPEAK A LANGUAGE OTHER | 42 15 THERE AN ADULT WHO SPEAKS A LANGUAGE | 13. WHAT IS THE HOME
THAN ENGLISH IN THE HOME? OTHER THAN ENGLISH? LANGUAGE?
X one) (I Yes, what language’) (* one) (K Yes, what language?)

[ 1r [ I [ 1v [ J»

SECTION V - STUDENT HEALTH INFORMATION

The information for physical and medical faclity is for use in an emergency. Other information is collected to ensure compliance with immunization
requirements and prowide staff with the student's medical background.

1. PHYSICIAN OR MEDICAL FACILITY NAME 2. PHYSICIAN OR MEDICAL FACILITY TELEFHOME NUMEER
(Inciude Area Coge ar DEN)

3. FOR NEW STUDENT: | have provided school officials with the DeDEA Form 2842 .0-M-F1, "DoDEA Student Health Histony.”

[ v [ v

4. FOR RETURMING STUDENT: | have provided school officials with the DoDEA Form 2842 0-M-F2. "DoDEA Retuming Student Health History.”

[ Jr [«

3. IMMUNIZATIONS (Oniy for new student) (4 and infisl)

|:| | hawe provided or |:| will provide a copy of the Immunization Record as soon as possible to meset the provision allowing 30-calendar day
grace peniod to obiain required immunizations.

6. OTHER CONCERNS

7. DOES THE STUDENT HAVE A HEALTH CONDITION REQUIRING POSSIBLE EMERGENCY CARE? (x one)

0¥ [INewves speomy

SECTION VI - VERIFICATION

1. | AM REGISTERING {how many) STUDENT(S).

2_ | declare under penalty of perjury that the statements made by me on this form are true, complete and correct

a SIGNATURE OF SPONSORISPOUSELEGAL GUARDIAN b. DATE [vYYyluOD)

SECTION VIl - FINAL DETERMINATION

The final determination for placement of a chidd in a DoDEA school is the responsibility of DeDEA. You may be provided the opportunity to personally
explain, refute, or clarfy any information before a final decision is made.

SECTION VIll - SCHOOL USE

1. STUDENT NUMEBER 2. STUDENT GRADE 3. ENROLLMENT CODE 4. SCHOOL CODE (DODAAC)
5. SCHOOL NAME &. FIRST DAY STUDENT STARTS SCHOOL (v ryhdoD)
7. ORDERS ON FILENVERIFIED ¥ ane) 8. BIRTH DATE VERIFIED (Birth Cerificate or Fassport for Pre-Hndergantan, Sure Star, Kindergarten,

[ v [ v T Oy e

9. I verify that the information is correct.

a SIGNATURE OF REGISTRAR b. DATE {¥YYYMLDD)

NoNFA FORM 00 IRACK). MAR 2013
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ENCLOSURE 8

INDIVIDUAL TUITION PAYER PROCESS CHART

DoDEA PG 14-PGRMD-013

INDIVIDUAL PAYER --- Tuition Collection Process

INVOICING/ORDER RECEIVED

TUITION COLLECTION

REPEATING PROCESSES

g Sponsor registers student " Student can start/continue Student can NOT start school
= i E e [FEVS e school until payment is received
1%} y *
¢ 1
i Payment
Registrar . by Check
§ enters new . RSB Payment by Registrar Registrar faxes
o tuition- g|ve-:rs i:?onsor PAY.GOV deposits copy of tuition
E required X ,u' fon tuition check > check, bank
5 student into B{Illn'g Le.tter A in military deposit slip and
e DoDEA SIS t"_‘t‘_"cat'“gt Registrar bank DD1131 to DFAS
@ (ASPEN) uition costs receives Y
tuition check
o
2 & tu.dent CULEES Daily: TCMS student
i % into .SIS by information refreshed
g registrar from ASPEN
. N . 7' Registrar uses
€ Registrar enters tuition Registrar TCMS to create
5 32 paying student into TCMS enters tuition DD1131 Cash TCMS Student look-up
§ ‘% _ payment into Collection information updated
§ ‘S’ g s Voucher (CCV)
c E 2 TCMS notifies RM of a T
2w pending “R” (order
= g received) batch
Payment Posted by RM
A
4 N
o RM uses TCMS to create a
:g WAAS “R” batch within 10 RM Posts payment to
; days TCMS
& 1
1 v
2 DFAS notifies RM of DFAS creates “L” Monthly: RM calculates
a PAY.GOV payment (collection) batch earnings and creates “N”
A (earnings) batch
(%] A A <
:E “R” batch poste “L” batch posted “N” batch posted
= to WAAS to WAAS to WAAS
3
G} PAY.GOV notifies
E DFAS of payment

20

ENCLOSURE 8



ENCLOSURE 9

COMPANY TUITION PAYER PROCESS CHART

DoDEA PG 14-PGRMD-013

COMPANY PAYER --- Tuition Collection Process

INVOICING/ORDER RECEIVED

TUITION COLLECTION

Repeating Processes

=

§ C Sponsor registers student > Student can start school
2

S 4

G ¥

'?o Registrar enters new Registrar enters new

2 tuition-required tuition-required

Tg student into SIS student TCMS

[

DoDEA SIS
(ASPEN)

'

<Student entered into SIS by registraD

Daily: TCMS student
information refreshed
from ASPEN

Tuition Collection
Management System
(TCMS)

Student entered in
TCMS by registrar

RM uses TCMS to create a

combined tuition invoice to
company

RM uses TCMS to create a
pending WAAS “R” (order
received) batch

RM enters
tuition
payment into
TCMS

RM uses TCMS to create
DD1131 Cash Collection —
Voucher (CCV)

A

A

RM enters PAY.GOV
payment into TCMS

TCMS Student look-up
information updated

Company
Bill Payer

Company submits

Payment by Check ‘

tuition payment

A

Payment by PAY.GOV |

A

A 4

—— . ;
ss RM posts WAAS “R” batch | RM sends invoice to RM enters payment RM deposits check & Mor}thly. RM calcula'f,es"
z 2 within 14 days company - sends DD1131 to earnings and creates “N
g > into TCMS DFAS (earnings) batch
To A
A 4
2 DFAS notifies RM of | DFAS creates “L”
a PAY.GOV payment "I (collection) batch
A
v v v
wv)
§ <”R” batch posted to WAAS> (’L" batch posted to WAAS> C’N" batch posted to WAAS>
s v
8 PAY.GOV notifies
5(—' DFAS of payment
[=%

21

ENCLOSURE 9




DoDEA PG 14-PGRMD-013

ENCLOSURE 10

DD FORM 448, MIPR

1.

MILITARY INTERDEPARTMENTAL PURCHASE REQUEST i 1 o eaes
2.F5C 3. CONTROL SYMBOL NO. 4. DATE PREPAFED 5. MIPR NUMEBER 6. AMEND MO,
7. TO: 8. FROM: [Agercy, rame, telephone number of originator)

9. ITes I:[ BRE I:l ARE MOT INCLUDED MW THE INTERSERVICE SUPFLY SUPPORT PROGRA M AND RECUIRED INTERSERVICE

SCREEMMG [[]Has [ HASNOT BEEN ACCOMPLISHED.

DESCRIPTION ESTIMATED

m%‘ __— . arr UNIT ESTIM ATED TOTAL

: [Federal stock rumber, nomenclature, specification and/or drwing Mo, etc) PRECE PRKE

8 b [ d L] f
- GRAMD TOTAL

10. SEE ATTACHED PAGES FOR DEUVERY SCHEDULES, PRESERVATION AND PACKAGHMG INSTRUCTIONS, SHIPPING INSTRUCTIONS AND L

INSTRUCTIONS FOR DISTRIBUTION OF COMTRACTS AND RELATED DOCUMEMTS.
12. TRANSPORTATION ALLOTMENT (Used if FOB Contractor's plant) 12 MAIL NVOICES TO (Payment will be made by)

PAY OFFICE CODwAD

14 FUMDS FOR PROCUREMENT ARE PROPERLY CHARGEABLE TO THE ALLOTWENTS SET FORTH BELOW, THE AVAILABLE BALAMCES OF WHICH

ARE SUFFICIENT T OOVER THE ESTIMATED TOTAL PRICE.
= AFFROFRIATION o SUPFLEMENTAL ACCOUNTIHG CLASSIACATION AT AMOLNT
15 AUTHORIZING OFFICER (Type name and title) 16, SIGMATURE 17. DATE
DD Form 448, JUN 72 PREVIOUS EDITION |5 OBSOLETE. o — Adoie Designer 7.0

=
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DoDEA PG 14-PGRMD-013

ENCLOSURE 11

DD FORM 448-2, MIPR ACCEPTANCE

ACCEPTANCE OF MIPR

1. TO {Requiring Acthily Acdress finclude ZIF Coge) 2. MIPR NUMBER 3. AMENDMENT MO.

4. DATE (MIPR Signature Date) 5. AMOUNT (A Lisied on the MIPR)

ALL ITEMS WILL BE PROVIDED THROUGH REIMBEURSEMENT [Category i)
ALL ITEMS WILL BE PROCURED BY THE DIRECT CITATION OF FUNDS (Categary V)

ITEMS WILL BEE PRCOVIDED BY BOTH CATEGORY | AND CATEGORY Il AS INDICATED BELOW
THIS ACCEPTANCE, FOR CATEGORY | ITEMS, |5 QUALIFIED BECAUSE OF ANTICIPATED CONTINGENCIES AS TO FINAL PRICE. CHANGES
IN THIS ACCEPTAMCE FIGURE WILL BE FURNISHED PERICDICALLY UPON DETERMINATION OF DEFINITIZED PRICES, BUT PRIOR TO

E. The MIPF Ideniified above ks accepied and e Iems requested wil D provided 26 RIows: [CHEck 35 ADpicabie)

SUBMISSION OF BILLINGS.

0 O

MIPR ITEM MUMIBER(S) IDENTIFIED IN BLOCK 13, "REMARKS™ IS NOT ACCEPTED (IS5 REJECTED) FOR THE REASONS INDICATED.

B TOBE PROVIDED THROUGH REIMBURSEMENT 8. TO BE PROCURED BY DIRECT CITATION OF FUNDS
CATEGORY | CATEGORY Il
MEM NOC. CUANTITY ESTIMATED PRICE ITEM M2, GUANTITY EETIMATED FRICE
a. -] c a b [

o TOTAL ESTIMATED PRICE

£0.00 | = TOTAL ESTIMATED PRICE $0.00

10. ANTICIPATED DATE OF OBLIGATION FOR CATEGORY Il ITEMS 1. GRAND TOTAL ESTIMATED PRICE OF ALL ITEMS

$0.00

12. FUNDS DATA (Check IT Appicabie)
a. || ADDITIOMAL FUNDS IN THE AMOUNT OF 5
b [ ] FUNDS INTHE AMOUNT OF §

ARE REQUIRED [See justificalion in Biock 13)
ARE NOT REQUIRED AND MAY BE WITHDRAWM

13. REMARKS

14. ACCEPTING ACTIVITY {Compiels Address)

15. TYPED NAME AMD TITLE OF AUTHORIZED OFFICIAL

16. SIGMATURE 17. DATE

oD FORM 448-2, JUL 71

BREWIDUS EDITION WILL BE USED UNTIL ERHAUSTED. Mgt Dasigner 8.0
Feszat
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ENCLOSURE 12

AGENCY TUITION PAYER PROCESS CHART

DoDEA PG 14-PGRMD-013

AGENCY PAYER --- Tuition Collection Process

INVOICING/ORDER RECEIVED

TUITION COLLECTION

REPEATING PROCESSES

o
=
s Sponsor registers student Student can start school
&
A
©
5 A
‘& Registrar enters new Registrar enters new
U s . aps .
o tuition-required »  tuition-required
e student into SIS student TCMS
S
%]

PN
* =
= &
S
a

Student entered into
SIS by registrar

Daily: TCMS student
information refreshed
from ASPEN

Tuition Collection
Management System
(TCMS)

e

Combined tuition invoice to

Student entered in

TCMS by registrar agency generated by TCMS

RM uses TCMS to create a
pending WAAS “R” (order
received) batch

RM enters tuition
payment into TCMS

. |RM uses TCMS to
create SF1080

A

TCMS Student look-up
information updated

A,

\ 4

A

c Monthly: RM calculates
E 2 RM uses TCM.S to. cre'flte @ RM posts WAAS “R” batch RM sends invoice RM accepts RM sends SF1080 to Y d tes “N”
o= combined tuition invoice to o " s e earnings and creates
= 5 agency within 10 days 0 agency . (e s
>~ O Aggncy
2w submits MIPR
i’o ; to DoDEA for
= approval
v
‘ IPAC processes SF1080
: '
L
a
‘ DFAS creates “L” (collection) batch ‘
©n A A :
g C”R" il o WAAS) C “U” batch posted to WAAS ) C N” batch posted to WAAS )



DoDEA PG 14-PGRMD-013
ENCLOSURE 13

SF 1080, VOUCHER FOR TRANSFERS BETWEEN APPROPRIATIONS AND/OR FUNDS
Deparimert o e Treasey

VOUCHER WO,
VOUCHER FOR TRANSFERS
TERM 2-2500

— BETWEEN APPROPRIATIONS AND/OR FUNDS SCHEDULE NO.
DEFIE.I'I.I"EIT.. establishment, bureau, or ofice "E:Eh'll‘g furigs: BILL RO,
PAID BY
DEFIE.I'I.I"EIT.. establishment, bureau, or ofce ma'ged
L] .
DATE OF _ QUAN- UNIT PRICE AMOUNT
ORDER NO. ARTICLE OR SERVICES
DELIVERY Y | cosT | PER DOLLARS AND CENTS
0.00
0.00
0.00
TOTAL | 0.00
Remitance In FE}'T'E'I'[ nereofl should be sant o -

ACCOUNTING CLASSIFICATION - Office Receiving Funds

CERTIFICATE OF OFFICE CHARGED

| certify that the above articles were received and accepted or the senvices performed as stated and should be changed to the appropriation|s)
andior fund(s) as ndicated below; or that the advance payment requested is approved and should be paid as indicated.

(Title)
ACCOUNTIMNG CLASSIFICATION - Office Charged

Pakl by Check Mo,
MEM TELIHFIHE34~4230

Deskgnad using PerForm Pro software.

Previous Editions Are Lisabls
Feset

25 ENCLOSURE 13



AR

CBL
CCvVv

DD
DDESS
DFAS
DoD
DoDDS
DoDDS-E
DoDDS-P
DoDEA
DOV
DSO

HQ
IPAC
MIPR
OTCNet
POC
RMD
SF

SME
SY
TCMS

WAAS

DoDEA PG 14-PGRMD-013
GLOSSARY

ABBREVIATIONS AND ACRONYMS

Accounts Receivable

Central Billing Letter
Cash Collection VVoucher

Department of Defense (form)

Domestic Dependent Elementary and Secondary Schools
Defense Finance and Accounting Services
Department of Defense

Department of Defense Dependents Schools
Department of Defense Dependents Schools-Europe
Department of Defense Dependents Schools-Pacific
Department of Defense Education Activity
Dispersing Office Voucher

District Superintendent Office

Headquarters

Intra-Governmental Payment and Collection
Military Interdepartmental Purchase Request

Over the Counter Channel Application

Point of Contact

Resource Management Division

Standard Form

Subject Matter Expert

School Year

Tuition Collection Management System

Washington Headquarters Services Allotment Accounting System
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