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Human Resources) and forward it to their designated Human Resources Business
Partner. This application should be forward to the Human Resources Business Partner
no later than 15 calendar days prior to commencement of the course of study.

(2) The Director of Human Resources or their designee shall evaluate the
requested degree program or individual coursework for job-relatedness and shall notify
the employee, in writing, regarding approval or disapproval of the request. (Depending

: circumstances involved in particular situations, the Human Resources Business
Partner may consult with the Director of Human Resources regarding approval or
disapproval of an application prior to rendering their decision.)

B. Coursework Reimbursement Request Process - The following process is
established for requesting reimbursement for approved completed coursework:

(1) The employee seeking reimbursement for coursework that has been previously
approved and successfully completed shall submit the Coursework Reimbursement
Request Form v iich can be obtained from their Human Resources Business Partner and
forward it along with a grade report or other official certification showing successful
completion of the coursework and a valid, itemized receipt from the educational
institution detailing tuition, fees, financial assistance received (scholarships, grants,
loans, etc.), and required textbooks to their Human Resources Business Partner.

(2) The Human Resources Business Partner shall review the reimbursement
request form and other supporting documentation and submit for reimbursement.

(3) The Human Resources Business Partner will forward the approved form to the
Human Resources Administrative Support II for processing to the Department of
Finance for payment.

(4) The reimbursement will be processed and paid on a calendar year basis. If the
coursework for which reimbursement is being sought has been completed in the
previous calendar year (December 31 or earlier), the reimbursement for that
coursework will count against the previous calendar year's allowance. If the coursework
for which reimbursement is being sought has been completed after the start of a new
calendar year (January 1%tor later), the reimbursement for that coursework will count
against the new calendar year's allowance. (The determining factor shall be the date on
which the coursework is completed.)





