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This application for tuition reimbursement should be completed after successful completion of each course taken by an eligible employee.  Tuition remission applies for academic credit towards an Associate’s, Bachelor’s, or Master’s Degree only, or a certificate of completion from an accredited institution.  Please submit the completed form to the Office of Personnel Services.

Approval of tuition reimbursement is subject to the following approved policies:

1.  The employee is a continuing, full-time, fiscal or academic year employee.

2.  Eligible employees may enroll in one or two courses for academic credit or a certificate of completion by an accredited college, university or vocational-technical school.

Upon satisfactory completion of a course (grade C or better), an eligible employee may receive a tuition reimbursement up to a maximum of six credit hours per semester, totaling no more than 12 credits in a calendar year.  The maximum per credit hour reimbursement rate is determined annually.

3.  Requests for reimbursements shall be subject to approval by the Department Head/Director and the Associate Vice President for Administration.  

Application

Name of Employee____________________________________Department________________________

Date of Hire__________________________Date Form Completed_______________________

Name of Institution Attended_____________________________________________________

Address_______________________________________________________________________

Course Taken_______________________________________Date_______________________


          _______________________________________         _______________________

Please check one:       Undergraduate Course________
Graduate Course__________




Number of Credit Hours________




Enrolled in a formal degree program 
Yes_______
No_______




Degree Program


Associate’s____________









Bachelor’s_____________









Master’s_______________

Supervisor’s Approval Section:
Signature of Department Head/Director___________________________Date______________

Signature of Associate Vice President for Administration

 ____________________________________________________________Date______________
