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REIMBURSEMENT



	SECTION I – PRE-APPROVAL

	Pre-approval must be acquired from all management levels before any classes are taken.  Any tuition reimbursement cost submitted before pre-approval is given will be rejected.  You must be a full-time employee with 6 months of service before approval.  ITC will not pay for books and course material.  (This form is to be used for College or Graduate courses only.)

	EMPLOYEE NAME

     
	EMPLOYEE NO.

     
	EMPLOYEE PHONE

(   )    -    
	EMPLOYEE EXT

     

	EDUCATIONAL INSTITUTION

     
	MAJOR

     

	COURSE NO.
	TITLE/DESCRIPTION
	START DATE
	END DATE
	COST

	     
	     
	     
	     
	     

	BENEFIT TO ITC
	     

	I agree that if I voluntarily leave ITC within 12 months after completing the above course(s), I will reimburse the full amount paid by ITC.  Also, I agree that if I voluntarily terminate my employment, ITC may deduct any amounts owed by me from my pay.  For any remaining balance, I will contact Human Resources to make arrangements to reimburse ITC.

Employees Signature                                        Date

	ITC APPROVAL

	Approved

 FORMCHECKBOX 

	Not Approved

 FORMCHECKBOX 

	Approved

 FORMCHECKBOX 

	Not Approved

 FORMCHECKBOX 


	Reason for Above Action:     

     
	Reason for Above Action:   

     

	Supervisor Signature


	Date

     
	ITC Officer’s Signature


	Date

     


	SECTION II – REIMBURSEMENT REQUEST

	Attach copy of final grade(s) and all receipts.

Payment schedule: A or B Grade = 100%     C Grade = 80%    D  or  F Grade = 0%

	COURSE NO.
	TITLE/DESCRIPTION
	GRADE
	COST
	COST ALLOWED

	     
	     
	 
	     
	     

	ITC APPROVAL FOR REIMBURSEMENT

	APPROVED              FORMCHECKBOX 

	NOT APPROVED          FORMCHECKBOX 

	APPROVED           FORMCHECKBOX 

	NOT APPROVED         FORMCHECKBOX 


	REASON FOR ABOVE ACTION

     
	REASON FOR ABOVE ACTION 

     

	SUPERVISOR SIGNATURE
	DATE

     
	ITC OFFICER’S SIGNATURE
	DATE
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