Academic Investment for Mission Success (AIMS) Program 
Frequently Asked Questions (FAQs) 

For

Applied Engineering and Technology Directorate (AETD)

 Advanced Degree Program (ADP)

APPLICATION
Q: What are the requirements for applying?
A: Refer to the Academic Program Website that outlines the Selection Criteria for each program.  This information is located at:   

http://ohcm.gsfc.nasa.gov/DevGuide/DevPrograms/Academic.htm
Q: How do I apply?

A: Submit an online application located at http://ohcm.gsfc.nasa.gov/DevGuide/DevPrograms/Academic.htm
Q: Is supervisory endorsement required?  

A:  A supervisory endorsement is required (included on last page of application).  The application and supervisory endorsement must be completed online and received no later than August 31, 2009.  You will need to submit your online application to your supervisor to complete the endorsement;  It is the employee’s responsibility to ensure the application and superviosry endorsement is completed on-line by August 31, 2009.
Q:  If I have not been accepted by a university, can I still apply?  

A: Applicants must be accepted into an accredited college or university by August 31, 2009.
Q: Are interviews required? 

A: Interviews are not required,
Q: Is an Individual Development Plan (IDP) required to participate?

A: Yes, all participants accepted into the Program must complete an IDP in SATERN (https://satern.nasa.gov) by December 31, 2009 before taking classes.

Q: What is the approval process?

A: Applications are initially screened by OHCM to ensure applicants meet minimum criterion.  Applications are then forwarded to the AETD Human Capital Planning Team (includes management representation from each Division) to complete the selection process. 

Q:  When can I begin taking classes?

A:  Once selected, you must attend orientation and then you may register for your spring classes.  Academic Programs commence in January – December and not the fiscal year. All accepted applicants are required to attend a two-hour orientation session on  November 10th  or November 12th 1:00 – 3:00 in the Building 1, Room E100E.  
Q:  Where can I obtain assistance with preparing my application?

A:  The OHCM is offering 5 sessions on “Strategies for a Successful Academic Program Application.”  More information can be found at http://ohcm.gsfc.nasa.gov/DevGuide/DevPrograms/Academic.htm.

REGISTRATION

Q: Once selected and I attend orientation, how do I register for classes?

A: Submit one External Training Request (NF-1735 Form) via SATERN (https://satern.nasa.gov) for each academic course you have been approved to take.  The SATERN system will route your request(s) electronically to your Supervisor and Directorate Training Coordinator and then to the Talent Cultivation Office (Code 114) for processing. Please submit your form(s) at least 30 days prior to the start of your class.  Courses must be approved prior to attending class.  Provide a copy of your approved form(s) to your University when registering for courses.  Take responsibility to monitor the progress of your paperwork in SATERN.

Q:  I submitted an External Training Request (NF-1735) for a course which is required by my school but your office did not approve it. Why?

A: The decision to approve or disapprove a request for training is done on a case-by-case basis.  All courses must be related to current job duties or NASA’s mission.  Sample acceptable justifications will be provided at the Academic Program Orientation session.  (Please justify in Block 11 in SATERN on the NF-1735 Form how the course is related). 
FEES
Q: What university fees are allowable under the AETD Advanced Degree Program?

A: Tuition, required books, required software, registration fees, library fees, laboratory fees, technology fees, student service fees, student activity fees, application fees, graduation fees, other mandatory fees, and required course related materials are allowable.
Q:  What happens if my classes and fees and books total more than the amount I was approved for?

A: The employee is responsible for paying the university any amounts that exceed the amount approved. 
BOOKS
Q: Are books included in my tuition?

A: Typically, books are not included in the actual tuition cost.  

Q: How do I receive reimbursement for books?

A: After receiving the approved NF-1735 Form, participants must purchase their textbooks and apply for reimbursement, using the form SF-1164: Claim for Reimbursement for Expenditures on Official Business. Mail or hand carry your completed SF-1164 Form, along with a copy of your receipt(s) and your NF-1735 Form to Jamet Jacobs, Code 114, Bldg. 1, Room E100. Upon review of the request for reimbursement, the Program Manager will then approve as applicable.  It is then submitted to the Accounting Office for reimbursement via direct deposit to the participant’s banking institution. Please retain a copy of your reimbursements.

Q:  Does it matter when I submit my book reimbursement?

A: Yes, you must submit your book reimbursement prior to the end of the semester.

TIME
Q:  Is there a Continued Service Agreement?

A:  All participants are required to sign a Continued Service Agreement with NASA as a part of their initial application process.  For participants that enter the program via the recruitment tool, there will be a 4-year obligated service requirement that will begin after completion of the degree.  For existing NASA GSFC employees that enter the program, there will be a 2- year obligated service requirement that will begin after completion of the degree.  

Q: How do I charge my approved time-off?

A: You should charge your time-off to your normal work charge number.

Q:  Can you advise my supervisor that I should be given time-off?

A: The OHCM only provides guidelines regarding how much time-off a supervisor may approve per week for Program participants.  It is your responsibility to request time-off from your supervisor prior to starting or continuing in the Program.  Time-off is not an entitlement and is contingent upon supervisory approval. 
Q:  Can I receive time-off to study or just for attending classes?

A: With supervisory approval, you may be authorized for up to 8 hours per week 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 AETD ADP Liaison and the AIMS 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 AETD ADP Liaison and the AIMS 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?

A: Contact the AETD ADP Liaison and the AIMS Program Manager to discuss your plans to change schools prior to transferring.  
Q:  What if I want to take more classes than I indicated on my application and cost estimate?

A: Any changes to your original course requests must be approved in advance by the AETD ADP Liaison and the AIMS Program Manager.  Please contact the AETD ADP Liaison to discuss your requests. 

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 National Shared Service Center (NSSC). For payment status, contact the NSSC at 1-877-NSS-C123.
GENERAL QUESTIONS
Q:  What are the benefits of being in the AIMS AETD ADP?

A:  One-time application process (once accepted into the program, employees remain in the program until successful completion of the degree as long as they adhere to the program requirements outlined in Section V of the program justification without reapplying each year); tuition, required books, required software, registration fees, library fees, laboratory fees, technology fees, student service fees, student activity fees, application fees, graduation fees, other mandatory fees, and required course related materials are paid for approved courses; up to 8 hours time-off per week with supervisory approval; and an opportunity to use work-related projects in academic studies.  Program funding amount is contingent upon the number of participants and available funding.


Q:  If I am not accepted, is there another way for GSFC to fund my classes?

A: Yes, your Division may fund classes using Division training funds. This should be discussed with your supervisor. 
Q:  Who can I talk to about my academic and career goals?

A: Goddard has onsite Career Coaches/Counselors, Lynda Jones and Mary Wiggins. They are available for guidance regarding your academic and career goals. They are located in Bldg. 1, Room L100.  For an appointment, call x6-5794. You can also discuss your academic goals with the AIMS Program Manager. 

Q:  Does the AIMS AETD ADP pay for academic degrees?
A: The objective of the program is to provide a vehicle for AETD’s engineering workforce to complete advanced degrees in order to be more effective in contributing to NASA GSFC’s mission commitments.  Advanced academic degrees contribute significantly to strengthening AETD’s overall technical capabilities and supporting our workforce development pipeline.  

Q: How do I substitute a class that has already been approved?

A: You must contact the Academic Program Manager and then submit a new NF-1735 Form and in the “comments block, write, “This course substitutes, __________ and send through appropriate approval.
Q.  I am a Term Employee.  If I complete my degree with only 2 years left on my term, is this a problem?
A. No, if you were to leave GSFC when your term expires, you will not be obligated to reimburse NASA all course-related fees (tuition, institution fees, books, and other related academic fees) that were paid.  
CONTACTS
Q: Who do I contact to check on the status of my training requests?

A: Contact Jamet Jacobs at x6-3061 prior to Training Office approval, or NSSC at 1-877-NSS-C123 after Training Office approval.

Q: Who do I contact with general Program questions?


A:  Marisa Jackson at x6-5458.

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

A: Submit an official grade report or transcript (web version acceptable) to Jamet Jacobs, Code 114, Bldg. 1, Room E100 at the end of each semester. 
NOTE: Failure to submit grade reports or transcripts at the end of each semester will result in you reimbursing the Center for the costs of your training. 
GENERAL CONTACT INFORMATION
Sandy Hare – AETD Advanced Degree Liaison – x6-6808
Janice Gelder – AIMS Program Manager, x6-4854
Marisa Jackson – AIMS Program Assistant, x6-5458

Janet Jacobs – Processing Assistant (Training Request & Book Reimbursement), x3061
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