TUITION ASSISTANCE PROGRAM APPROVAL FORM
This form should be submitted to Human Resources prior to requesting funds through the Tuition Assistance Program.  Once a program has been approved, submit the Request for Tuition Assistance Payment form for specific classes.

	Name:
	Employee ID#:

	Date:
	Department:


SELECT PROGRAM

	 FORMCHECKBOX 
 Degree
	 FORMCHECKBOX 
Associate’s        FORMCHECKBOX 
Bachelor’s        FORMCHECKBOX 
Masters         FORMCHECKBOX 
JD         FORMCHECKBOX 
PhD

Name of Program

	 FORMCHECKBOX 
 Certification
	Title of Certification


EDUCATIONAL INSTITUTION

	Name
	

	City, State
	


ESTIMATES FOR TUITION AND BOOKS (attach sheet for additional years)

	
	Tuition
	Books
	Total

	FY:
	$
	$
	$

	FY:
	$
	$
	$

	FY:
	$
	$
	$

	TOTAL
	$
	$
	$


ATTACH (check which item(s) attached)

	For Certificate:               FORMCHECKBOX 
 Certificate Requirements

	For Degree:                   FORMCHECKBOX 
 Letter of Acceptance and               FORMCHECKBOX 
 Program Curriculum


SIGNATURES FOR ADVANCE APPROVAL You will receive return confirmation from human resources.

	I understand that if I receive payment for tuition assistance from the company, and I voluntarily terminate within one year of completion of a course for which I received payment, the company may withhold the pro rata share of the funds from my paycheck for repayment.

	Employee:
	Date:

	Program Manager:
	Date:

	Department Manager/Division Manager:
	Date:


FOR HR USE ONLY

	Date Approved
	Approved By:

	If not approved, reason why:


