Acct. #11-000-291-280-13-82






P.O. #_______________________

TUITION REIMBURSEMENT APPLICATION FOR CERTIFICATED STAFF
Human Resources due dates:  Summer – September 1st – September 30th
Fall courses – January 1st – January 31st
Spring courses – July 1st – July 31st
__________________________________________________  _______________________________________________________

             Employee Name (Print or Type)




         Dept./School

Home Address:______________________________________________________________________________________________

Instructions:
Upon completion of course(s), complete this form, attach the following information and forward 


to the Human Resources Department for processing of reimbursement:

1. ORIGINAL signed Tuition Reimbursement Application.
2. Attach copy of approved “Approval for Professional Courses” form.

3. ORIGINAL paid  receipt from college/university showing cost of credits ONLY.  

4. Transcript of passing grade(s) –“B” or better.
Please note - a GPA of 3.0 is required for movement from MA to MA+30 on the salary guide.

	Course Title
	Course #
	Credits
	Tuition
	College
	For Human Resources Use

     Grade        Reimburse $

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	Total:
	Total:
	
	Total to be paid:
	


Date course started:  1.___________________________________Ended:  1._______________________________________

Date course started:  2.___________________________________Ended:  2._______________________________________


I herewith submit receipt(s) for the above course(s) that have been paid by me.  I understand that I will be entitled to reimbursement upon the submission of the tuition receipt(s) and proof of satisfactory completion, per policy schedule, provided I am an employee of the Morris School District at the time of reimbursement.

______________________
__________________________________
________________________________________


Date


          Signature of Applicant


         Position/Title 


TO:
Accounting







Date:___________________________

Please reimburse the above employee $____________________ expended for the approved item(s) listed above.  The Human Resources office has approved receipt(s) covering tuition and a purchase order is attached.

____________________________________________________








        

            Director of Human Resources

Rev. 8/6/2018
**IRS Disclosure:  Tuition reimbursement paid to an individual employee in excess of $5,250 during a calendar year (Jan.1st-Dec.31st) is taxable and will be included in your wages (Form W-2, box 1).

