Support Employee

Tuition Advance Request 

I,      
, am hereby requesting a tuition advance in the amount of                  

 
(Name of Employee)

for the purpose of paying for credit college courses at         
. 


(Name of Educational Institution)

I understand that the amount of my request is in accordance with Section 8.3 of the Negotiated Agreement between the Frederick Association of School Support Employees (FASSE) and the Board of Education of Frederick County and is subject to approval by the Human Resources Office. *  

Course description and tuition fees are attached.  

Course Begins        
  Course Ends         


mm/dd/yyyy
mm/dd/yyyy
I understand and agree that the failure to submit verification of satisfactory completion of the coursework (i.e., Grade “C” or higher) within 45 days of the end of the course will result in an immediate payroll deduction from my salary in the amount designated above on the 

 pay period.


mm/dd/yyyy – office use only
My signature below verifies my agreement with the terms and conditions as outlined above.

       

       


Print Name
Employee ID

Signature
Date 
* Educational support employees are eligible to receive tuition reimbursement, up to $1,000 per year.  An additional $1,000 per year may be requested for employees enrolled in program in education leading to teacher certification K-12 or other areas identified as technical skill shortage areas. 
FOR OFFICE USE ONLY

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

HR authorization
Participation in the Tuition Advance Option is available to employees with non-probationary status.

Signature denotes eligibility for Tuition Advance


Signature
Date 
Route to Purchasing
Signature denotes check to employee processed


Signature
Date 
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