SUBJECT: School at Post Education Allowance for the 2007-2008 School Year

Ref: A) Education Allowance Questionnaire (Form DS-63) dated 05/04; B) Department of State Standardized Regulations (DSSR) Sections 070, 270, and 920
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1.  Every summer, many posts submit their annual education allowance questionnaires to the Office of Allowances (A/OPR/ALS) so that A/OPR/ALS can establish the "school at post" education allowance rates for the upcoming school year.  Because our office is cognizant of the importance of these rates to USG families serving overseas, we issue this yearly cable to give you guidance on how to properly complete the education allowance forms.  Complete forms enable us to analyze the data more quickly and help us  understand the issues that parents of school-age children face.

2.  All posts must use the most current version of Form DS-63, revised and updated in 2004, to submit data used to determine at post rates.  The DS-63 is available on the State Department intranet site at http://arpsdir.a.state.gov/eform/formsearch.html .  The form is also available on the internet at http://www.travel.state.gov/Publications/publicuseforms.html . Adobe Acrobat is necessary to access the form on the internet as it in .PDF format.

3.  A/OPR/ALS will make every effort to analyze all reports in time to publish the revised school at post education allowance rates before the beginning of the 2006-2007 school year (SY).  Until the annual review is completed, the rates for the 2005-2006 SY will remain in effect.  These rates should be sufficient to cover the costs for the first semester of the new school year if it is necessary to process payments before the new rates are published.  If the schools at your post offer a discount to the USG for paying the full year's tuition before the beginning of the school year, please let us know in a cover memo so that we may process your submission in time to take advantage of the discount.

4.  A/OPR/ALS calculates the school at post education rates to cover the cost of tuition, books and supplies (when they are not included in tuition costs), daily transportation to and from school, and required allowable fees as described in DSSR Section 277.1.  The education allowance rates are based on the aforementioned costs at the least expensive "adequate" school at post.  For more information regarding the adequacy of a school, please contact the Office of Overseas Schools at OverseasSchools@state.gov

5. Posts should submit a Form DS-63 for every school that is attended by mission children, as well as for the school on which the allowance is based, (also known as the base school) regardless of whether that school is attended by any children of USG employees.  Officers who do not know which school is the base school can refer to the Office of Allowances intranet website at http://aoprals.a.state.gov/content/Archives/base_school.asp .

6.  To ensure that your education allowance submission is complete, carefully follow the instructions on the form and answer all sections in full.  Please attach the following documentation to your application:

A.  The school's 2006-2007 calendar.  This calendar STATE 00104472 002.2 OF 002 should list the beginning and ending dates for each semester or term.  (Question 7)

B.  A chart or memo explaining age and grade equivalencies if the local grade levels differ from the K-12 system used in U.S. public schools.  (Question 8) Please note that kindergarten is defined as the year immediately preceding first grade.  The education allowance can not/not be used to pay for pre-kindergarten or the first year of a two year kindergarten program.

C.  The school's 2006-2007 fee statement.  This fee statement should include all costs, specified by grade, charged for International Baccalaureate (IB) courses, Advanced Placement (AP) courses, books and supplies, computer usage, required school fees, and local transportation to and from school. (Questions 9-11)

--Only include expenses for books and supplies if the school charges a separate fee for those books and supplies that would normally be provided free of charge in U.S. public schools.  (Question 9)

--Provide a description of the methods of transportation available to mission children attending

the school in addition to cost information. If the only means of transportation available is by privately owned vehicle (POV), provide the distance, in miles, of a one-way trip between the student's home and school.  If carpools are utilized, provide the one-way distance between the farthest pick-up point and the school. (Question 9)

--If tuition costs include either mandatory or optional field trips, the respective costs must be reported separately.  Please note that the Office of the Legal Adviser has ruled that expenses for overnight field trips may not/not be reimbursed.  However, if included in the tuition, short, one-day local trips, similar to what a student could receive free of charge in a U.S. public school, may be reimbursed. (Question 10)

--Define or explain all fees listed on the fee statement, e.g., special services fees, AP or IB exam

fees, supplementary service fees, capital fund, and certificates of entitlement.  State whether each fee is an annual or a one-time expense and whether it is refundable.  (Question 11)

D.  The school's 2006-2007 catalog, including a detailed description of the curriculum.

7.  Post should use the following address to mail or pouch reports: 

Office of Allowances (A/OPR/ALS), Room

L-314, SA-01, U.S. Department of State, 

Washington, D.C. 20522-0103.  

The courier address is:

Department of State, Office of Allowances,

2401 E Street, N.W., Room L-314

Washington, D.C. 20522-0103. 

Our fax numbers are:  202-261-8707 or 8708.

8. For further assistance, please contact the Office of Allowances team supervisor for your region.  Audrey Thurman, the team supervisor for AF, CA, WHA, and Eastern European posts, can be reached at 202-261-8717 or ThurmanAE@state.gov .  Joyce McNeil, the team supervisor for NEA, SA, EAP, and Western European posts, can be reached at (202) 261-8704 or McneilJM2@state.gov .
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