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Tuition Reimbursement 

Subject: 
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| L 
I. Purpose: This SOP outlines the standardized procedure for eligible 

employees to apply for, receive approval, and obtain reimbursement for 

tuition expenses incurred while pursuing approved educational coursework for 

certification or degree programs. 

Il. Authority: 
Superintendent of Schools 

III. Terms and Conditions: 
1. Request for Course Approval 

e Complete the Request for Course Approval form for each course 

(maximum of three per school year). 

e Submit all documents as PDFs via email or in person within five (5) 

days of the course start date. 

iw
) 

Approval form, 

3. Proof of Enrollment 

e Obtain proof of enrollment from the university portal, ensuring it 

. First-Time Applicants 

e Complete and submit a Vendor Packet, the Request for Course 

and proof of enrollment. 

includes the employee's name and the course start/end dates. 

4. Submitting Requests 

e Late submissions will be automatically denied. 

5. Certification Requirements (Teachers Only) 

e Teachers must hold at least one Standard Certification to qualify. 

6. Post-Course Completion Submission 

e Submit the following after course completion: 

o Itemized bill showing a zero balance (tuition listed separately). 

o Official course grade(s). 

o Completed 

7. Course Withdrawal 

e Ifdropping a course, complete and submit a Dropped Course Form 

and proof of withdrawal within the first 15 calendar days from the 

Tuition Reimbursement Voucher. 

course start date. 

8. Reporting Changes 

e Report any changes to course details (e.g., course name, date changes) 

immediately with supporting documentation.



‘(dOS SLOW.SIUILUPY SUL 1OJ Sainpdd0.1g 99S) PIMOT]O} 9q 
Pinoys sainpssoid SueUluassip [eULIOU ‘paataoa.l st [BAoIdde JoLNSIG 2UCO 

SUOIVUIUASsIGg 

‘so1oljod UOTUD}O1 P0991 
JOLYSIP YIM DULP1OIO“ Ul PSUTLJUICLU 9q [[IM SP1O99I JUDUWIISINQUITOL 

pue ‘sjeluap ‘sjeaoidde ‘syuaumnsop Surzioddns ‘suoyesrydde [jy e 

Ssuldsayp10s0y 

‘pojordap 
d18 SPUN} JUSUIDS.ANQUIIDI UOI}IN} pojospng duo poruap oq [IM s}sonbel 

JUIISINGUITDI BININY [PY "}ospngq s,JOLySIp dy} Ul Surpuny poyeusisap 

Jo Aj[Iqe[leAe dy} UO JUdSUTJUOD o1e syeAOIdde JUWASINqUIIDY =e 

"JOBIJUOD 

SUIUIOAOS OY} 0} JOJap [JIM osensurl penjoe.yuos pue FOS SI} us9MJAq 
SJOIJUuoOS AUY *S}OR1]UOD ddAO[uId 10 s}UOWIOIISe SUIUTES.Ieq AID9][09 
ayqeortdde oy} Ul YO} Jos SUOTJIPUOD puUe SULLID} OY} YM ATduod Jsnu 
SJUSIUISINGUIIOI pue ‘sjpeAocidde ‘sassad0.1d JUDWIDSINQUIIDI UOTJIN] [[Y 

“UIDIDY PIYSI]qejsd SOUL[IPINS dy} JopuN JUSUIISINQUIIAI 
IO} S[QISI[I 9g JOU [[IM IdITIP JO UOLCIIJILIIO [VIVIUI JO} UIYe] SOSINOD 

SUOT}UIWUTT 

‘speaoidde JUdUASINGUIIOI 
JO [BIUOp d1NjNJ UL }NSoI ABLU DUT} UO [EMBIPYIIM JIOdd1 0} INV] ¢ 

“speaoidde justuasinquiial 
JO [BIUSP dINJNJ UT J[NSoI ABU SUI] UO [PMBIPYYM JIOddI 0} DANII] e 

‘polusp AT[eoeULO}Ne 9q [IM SUOISSIUgNS a}e7 ~~ e 
:saouanbasuo,) 

“O|QUSINGUIII1 9G O} ISINOD YORI Ul POUIEJUIEU 9q JSNUWI 9SvIOAR .g,, V8 

‘sABp SSOUISNG (Q] ULYJIM UOTBdTpHWOU [eIUSp 10 eAoIdde [eu 
e AQ POMOT[OJ “JUS 9q [JIM [IBUID JUDUISpayMouUyoe ue ‘jdIad01 uod~, se 

:ssad01g [eAoiddy 

‘Oye 

AdM 2} Ye poddeo st juswWasinguUIal “IOYSIY Jl $9181 (dM) AUSIOAIUA) 

UOSII}IVg WII IY} UBY} IIMO] SI} JL ATUO 9381 S,UOT}NINSUI 
O}VALIC SY} YOJCW [IM JUIWUIDSINQUITDA “UOIJNINSUI BJBALI B Sulpusye jy 

SUOLN}ISU] OJVALIg IO} SdJBY JUIWIISINQWIIDY “6 

THIA 

TA 

TA 

‘Al


