	
	MARINE CORPS COOL VOUCHER SUBMISSION INSTRUCTIONS


NOTE 1:  Voucher request must be submitted via 2 options to show that the Marine is personally requesting exam fees to be funded and the command has been informed Marine is requesting funding from the Marine Corps.  Failure to submit properly will result in an automatic rejection.
	1.  Show email chain from requesting Marine to the approving official, approving will then forward request to USMC COOL.  All emails must come from official .mil accounts.
	2.  Provide wet signatures and the Marine can fax or scan and email request from his/her .mil acct or have the approving official email it from his/her .mil acct
NOTE 2: All information provided on the voucher will be validated through MCTFS/3270 and TFSMS.  Any information provided that cannot be validated or is incorrect will result in your voucher being rejected.  PLEASE FOLLOW SPECIFIC INSTRUCTIONS BELOW TO KEEP YOUR VOUCHER FROM BEING REJECTED!! 
VOUCHER INSTRUCTIONS:
Block 1 (ALL CAPS):  Full Last Name, First Name, Middle Name to include suffix (Jr, II, III)
Block 2 (ALL CAPS):  EDIPI (located on back of CAC card)
Block 3 (ALL CAPS):  Paygrade, PMOS Only, PMOS Billet Description
Block 4: Collateral Duty/Billets
1. [bookmark: _GoBack]Check box if you are requesting exam funding for the “LEADER” category located at the top of the MOS drop down list or from your previous PMOS that feed into your current PMOS.  
2. Check this box if you have an 0300 PMOS and requesting funding for a collateral duty/billet.
Example:  PMOS 0311, 0331, 0341, 0351, 0352, 0365 feed into PMOS 0369 (0369 is attained when promoted to Staff Sergeant)
Block 5: Your Unit Identification Code (UIC) can be found on your BIR page on MOL.  On your BIR page, look for your PRESENT BILLET IDENTIFICATION CODE (BIC) and the first six characters represent your UIC.  If it is left blank on your BIR, ask your S-1 for your UIC.  Ensure they do not provide you your RUC.
Block 6: Command name can be found on the locator page on MOL.  Type in your EDIPI and click on your name and you will see the correct naming convention for your command name.
Block 7 (lower case):  Official military email address only.
Block 8: Two Parts
ACTIVE DUTY:  Check the active duty box.  Reservists are not eligible to receive funding for credentials unless you have been activated and meet the time in service requirements.  If you are an Active Reservists (AR), you are eligible for funding but state that you’re an AR in Block 21.  
EAS:  Must have six months of active service remaining on contract in order to receive funding.
Block 9:  Cell phone numbers will not be accepted.  Provide Command Phone numbers only.  If using a DSN phone number, ensure you provide your DSN prefix.
Block 10:  List all previous certifications/ Licenses if you are requesting funding for recertification/ Maintenance fees.   If you are requesting funding for a certification that requires you to have completed other certifications prior, list the certifications as they apply.
Block 11 (ALL CAPS): Last Name, First Name, MI
Block 12: EDIPI
Block 13 (ALL CAPS):  Training/course fees will not be funded by Marine Corps COOL.  
Name of Certification Title, License Exam Title and Exam fee requested.  
Name of Certification Title and Application/Maintenance fees requested.  
Block 14, 15, 16:  Check all that apply
Block 17:  Name of credentialing agency
NOTE:  If credentialing agency is the FAA, you must provide 8610’s etc… signed by the FAA validating you meet the experience/prerequisites required to take the exam.
NOTE:  If testing for an FAA credential, provide point of contact information (Name, Address, Phone #) of the testing agency in Block 21.
Block 18:  Authorized testing locations for the credential you are requesting funding for.  Unsure about testing locations, contact the credentialing agency for authorized testing locations.
Block 19:  Exam MUST be taken within 60 days of requesting funding from Marine Corps COOL.  If you do not have a specific date, provide an estimated exam date.  
NOTE:  If you do not take the exam within 60 days, your Command will be contacted to provide justification for your tardiness.  If you require an extension, contact Marine Corps COOL and provide a new test date.  
Block 20:  Check either Yes or NO.  If yes, provide name of school/training facility and the course taken.
Block 21:  Additional comments for Marine Corps COOL
Block 22-29:  All boxes must be checked validating that you have read each block.
Block 30-31: All boxes must be checked validating that you requested funding, all information is true and correct, and that you understand that you must take the exam within 60 days and report your pass/fail score to Marine Corps COOL.
Block 33 (ALL CAPS):  Full Last Name, First Name, Middle Name to include suffix (Jr, II, III)
Block 34:  Signature required if you provide a scanned voucher request. 
Block 35:  Current date
Block 36-39:  Approving official must check each box acknowledging they understand their responsibilities and that the form is true and accurate.
Block 40:  Check box that applies
Block 41 (ALL CAPS):  Approving official Full Last Name, First Name, Middle Name to include suffix (Jr, II, III)
Block 42:  Approving official phone number.  Cell phone numbers will not be accepted.  Provide Command Phone numbers only.  If using a DSN phone number, ensure you provide your DSN prefix.
Block 43: Approving official Rank and Title
Block 44 (lower case):  Approving official email address.  Official military email address only.
Block 45:  Signature required if you provide a scanned voucher request.
Block 46:  Current date.
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