
Tuition Reimbursement Policy (Education Assistance Plan)

Company Name   _________________________

Date of Request   ________

Employee Name  ______________________________

Date of Hire  _________________________________

_______________ (Company) will reimburse an employee up to a maximum of
$_______ (Up to $5,250) per year for continuing education through an accredited
program that either offers growth in an area related to his or her current position or that
may lead to promotional opportunities.

This education may include college credit courses, continuing education unit courses,
seminars and certification tests that are job-related.

An employee must secure a passing grade of "___ " or its equivalent to receive any
reimbursement. Expenses must be validated by receipts and a copy of the final grade or
certification received.

Date Courses Grade Tuition

___________________________    _________

Manager                                                    Date
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Eligibility

Full-time, regular employees who have completed _____ months of employment are
eligible under this policy.

Procedures

To receive reimbursement for educational expenses, employees should follow the
procedures listed here:

■ Prior to enrolling in an educational course, the employee must provide his or her
manager with information about the course for which he or she would like to
receive reimbursement and discuss the job-relatedness of the continuing
education.

■ A tuition reimbursement request form should be completed by the employee, and
the appropriate signatures obtained.

■ A copy of the tuition reimbursement request form must be submitted to HR. The
employee will maintain the original until he or she has completed the educational
course.

■ Once the course is successfully completed, the employee should resubmit the
original tuition reimbursement request form with the reimbursement section filled
out, including appropriate signatures, as well as receipts and evidence of a
passing grade or certification attached.

■ The HR department will coordinate the reimbursement with the finance
department.
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HR Questions to Consider

1) Will the course (s) need to be related to business goals/needs?
2) Will a minimum grade be required?
3) How much will you reimburse?
4) How far back will you reimburse?
5) Is the program structured in a way that helps retain employees?

Plus more…If the thought of managing a Tuition Reimbursement program feels
like too much. Leave it to the experts.

We’ll manage your program and provide you with an academic network, 2K
scholarship for your employees and more at no cost!

Signup at: partner.operationgraduate.com or email Martez at
mknox@operationgraduate.com to setup your program

Schedule a demo at http://calendly.com/martezknox
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