[image: ]COLORADO COMMUNITY COLLEGE SYSTEM 
TUITION ASSISTANCE PROGRAM APPLICATION (Per BP 3-60)

PART I.	(Must be completed by census date of term of attendance at college providing the class)

	APPLICATION DATE: 
	
	CENSUS DATE PER REGISTRARS SCHEDULE:
	

	

	NOTE:  THIS SECTION MUST BE COMPLETED WHETHER TUITION REIMBURSEMENT IS FOR EMPLOYEE OR DEPENDENT

	[bookmark: _Hlk308599367]EMPLOYEE DEMOGRAPHICS:
	Name:
	
	S #:
	

	
	
	Application completed and 
	Position/Title:
	

	          student qualified for admission
	College of Employment:
	
	Department:
	

	

	
	
	COF application has been 
	

	          submitted
	Employee Signature:    
	
	Date:
	

	            *FAFSA not required for employees

	

	DEPENDENT DEMOGRAPHICS:
	Dependent Name:
	
	S #:
	

	
	
	Application completed 
	Relationship to Employee:
	
	Date of Birth:
	

	          and student qualified for admission
	Date of birth (must be 18 year s of age as of September the year the application, or HS diploma 

	  
	
	FAFSA has been submitted
	or GED, but no older than 26 in the month of September of the year of reimbursement)

	
	

	
	
	COF application has been 
	
	
	Spouse        
	
	Dependent
	
	Domestic Partner  - reimbursements for a domestic partner, 

	
	submitted
	
	must be submitted to the payroll department of the employee in order to report this payment as a taxable benefit to the employee. 

	              

	
	· Checkbox: (please check one):   

	
	
	
	Dependent currently covered under health plan, or

	

	
	
	
	Dependent not currently covered – must provide proof of dependency (e.g., birth certificate, 

	
	  marriage certificate, affidavit of domestic partnership, or relevant tax form)

	

	COURSE INFORMATION:
	· Courses requested for reimbursement (cannot exceed 12 credit  hours per semester – list only up to 12 hours)
· Courses also cannot exceed 24 credit hours per year beginning each Fall, Spring and Summer

	
	

	
	Student Name:
	
	

	
	College of  Attendance:
	

	

	
	Course #:
	
	Section Number:
	
	Course Title:
	
	Credit:
	

	
	Course #:
	
	Section Number:
	
	Course Title:
	
	Credit:
	

	
	Course #:
	
	Section Number:
	
	Course Title:
	
	Credit:
	

	
	Course #:
	
	Section Number:
	
	Course Title:
	
	Credit:
	

	
	

	
	Total number of credits being applied:
	

	

	
	Please check appropriate box:
	
	Fall 2011
	
	Spring 2012
	
	Summer 2012

	                          Maximum Reimbursement for Fall, Spring & Summer resident rate for 2011/2012: $167.85/credit hour less adjustment per Board Policy 3-60.

	

	APPROVALS   -   Note:   
	All signatures must be completed by census date and should be obtained in the order below:

	

	
	SUPERVISOR OF EMPLOYEE (Name):
	
	Date:
	

	
	 Please check appropriate box(s):

	
	
	
	Confirmation courses are for credit;

	
	
	
	
	

	
	
	
	Confirmation courses are job related, applicable to a degree,  or career enhancing

	
	
	
	
	

	
	HR APPROVAL AT COLLEGE OF EMPLOYMENT (Name):
	
	Date:
	

	
	Please check appropriate box(s):

	

	
	
	
	Confirmation of employee status or dependent status (including spouse)

	

	
	
	
	Confirmation of benefit eligibility through CCCS or State Classified Health Benefit Program

	

	

	
	FOA TO BE CHARGED:
	Fund:
	
	
	Org:
	
	 Account:
	Check box below:

	

	
	
	
	Employee Account:     620500

	
	

	
	
	
	Dependent Account:   620510

	

	Vice President Approval at College of Employment:
	
	Date:
	

	

	President Approval at College of Employment :  
	
	Date:
	

	

	

	UPON COMPLETION OF PART I    -  ORIGINAL SHOULD BE SUBMITTED TO THE HUMAN RESOURCES OFFICE AT COLLEGE OF EMPLOYMENT
     -  EMPLOYEE KEEPS ONE COPY

	PART II.   

	EMPLOYEE SUBMITS FINAL TUITION BILL FOR TERM DATED WITHIN 2 WEEKS AND GRADES ON A NONOFFICIAL TRANSCRIPT PRIOR TO SUBMISSION OF REIMBURSEMENT TO HR AT COLLEGE OF EMPLOYMENT NO LATER THAN THE DATE LISTED BELOW.

	1. SUBMISSION FOR REIMBURSEMENT DATE:    

	
	· No later than 1/31/2012 for the completed 2011 fall semester,

	
	· Prefer submission by 5/31/2012 but no later than 6/30/2012 for the completed 2012 spring semester, or within one week of the end of class for classes ending after June 30, and 

	
	· No later than 9/30/2012 for the completed 2012 summer semester.

	

	

	2.  HUMAN RESOURCES AT COLLEGE OF EMPLOYMENT:
	(Name)
	
	Date:
	

	

	
	Checkbox:
	
	Confirmation of continuous employment

	

	
	Completed packet must include:

	

	Checkbox:
	
	Confirmation of class grade has been received (must be C or better)

	

	
	
	Grade below C- is ineligible for reimbursement – Notify employee reimbursement is denied and 

	
	file in human resources satellite file.

	

	
	
	Student has attached copy of unofficial grade record.

	

	
	
	Student has provided a copy of the account summary for term being reimbursed dated within 2 weeks prior to 

	
	 submission of reimbursement.

	

	Completed packet should be logged with delivery method to Financial Aid and date noted 

	
	
	Interdepartmental mail, or
	Date:
	

	

	
	
	Employee delivery to financial aid office at college of attendance
	Date:
	

	

	3.  FINANCIAL AID AT COLLEGE OF ATTENDANCE:
	(Name)
	
	Date:
	

	

	
	Checkbox confirmation of:

	

	
	
	FAFSA processed (spouse or dependent only)

	

	
	
	COF application processed

	

	Completed packet should be logged with delivery method to fiscal office and date noted 

	
	
	Interdepartmental mail, or
	Date:
	

	

	
	
	Employee delivery to fiscal office at college of employment
	Date:
	

	

	

	PART III.   

	[bookmark: OLE_LINK3][bookmark: OLE_LINK4]4.   FISCAL AT COLLEGE OF EMPLOYMENT:

	                   (See Spreadsheet PART III.)




	· The original 2-page completed approval form and backup should be attached to the payment request to Accounts Payable and filed as support for A/P payment.

	· A copy of the entire payment packet and support documentation should be filed in HR at 
   College of Employment. 

	· If this is reimbursement for a domestic partner, as indicated in Part I, a copy of this form must be submitted to the Payroll department of the employee in order to report this payment as a taxable benefit to the employee.

	· Employee should retain a copy of completed packet.
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