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Board - Committee - Commission - Council: 
 

      RMLD Board of Commissioners         
 

Date:  2022-01-19 Time:  6:30 PM      
 

Building:                       Location:                       
 

Address:                       Agenda:                       
 

Purpose:  General Business 
 

Meeting Called By: Robert Coulter, Chair 
 

Notices and agendas are to be posted 48 hours in advance of the meetings excluding 
Saturdays, Sundays and Legal Holidays. Please keep in mind the Town Clerk’s hours of 
operation and make necessary arrangements to be sure your posting is made in an adequate 
amount of time. A listing of topics that the chair reasonably anticipates will be discussed at 
the meeting must be on the agenda. 
 

All Meeting Postings must be submitted in typed format; handwritten notices will not be accepted. 
 
Topics of Discussion: 
 
PER GOVERNOR BAKER’S MARCH 10, 2020, ORDER SUSPENDING CERTAIN PROVISIONS OF 
THE OPEN MEETING LAW, G.L. c. 30A, §20 AND THE JUNE 16, 2021, ACT EXTENDING 
CERTAIN COVID-19 MEASURES, THIS MEETING WILL BE HELD REMOTELY VIA ZOOM. 
  
Public participation at this meeting: 
This meeting will be held remotely on Zoom and streamed live on RCTV and YouTube. 
https://www.youtube.com/c/RCTVStudios/videos?view=57. 
 
For public participation on Zoom please email  emorse@rmld.com. Please include your full 
name and address. Comments and questions will be monitored during the meeting. 
 
1. Call Meeting to Order – Chair Coulter  

Code of Conduct: The RMLD Board of Commissioners recognizes the importance of 
hearing public comment, at the discretion of the Chair, on items on the official agenda. 
We ask that all questions or comments from the public be directed to the Chair and that 
all parties, including members of the RMLD Board, act in a professional and courteous 
manner when addressing the Board or responding to comments. Once recognized by 
the Chair, all persons addressing the Board shall state their name and address prior to 
speaking. It is the role of the Chair to maintain order in all public comment or ensuing 
discussion.  

 
2. Public Comment – Chair Coulter   

• Citizens’ Advisory Board 
• Liaisons to RMLD Board 
• Public Comment 

 
3. Approval of Board Minutes - (Attachment 1) – ACTION ITEM – Chair Coulter  

Suggested Motion: Move that the Board of Commissioners approve the meeting 
minutes of the November 17,2021 meeting on the recommendation of the General 
Manager. 
 

https://www.youtube.com/c/RCTVStudios/videos?view=57
mailto:emorse@rmld.com
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4. General Manager’s Report – ACTION ITEM - Ms. O’Brien, General Manager   

 
Adopt-An-Island Update   
Suggested Motion: Move that the Board of Commissioners vote to include 580 
Main Street in the “Adopt-An-Island” Town of Reading Program, in addition to 
the existing 550 Ash Street, for vegetation beautification, utilizing below the 
line funds. 

 
5. Policy Review – (Attachment 2) – ACTION ITEM - Ms. O’Brien, General Manager  

Policy 1 
Suggested Motion: Move that the Board of Commissioners approve Policy 1: 
Community Relations as presented, with no changes, on the recommendation 
of the General Manager. 
 
Policy 5 
Suggested Motion: Move that the Board of Commissioners approve Policy 5: 
Overnight Travel, as presented, on the recommendation of the General 
Manager. 
 
Policy 17 
Suggested Motion: Move that the Board of Commissioners approve Policy 17: 
Tuition Reimbursement, as presented, on the recommendation of the General 
Manager. 
 
Policy 22 
Suggested Motion: Move that the Board of Commissioners dissolve Policy 22: 
Pension Trust, as presented, on the recommendation of the General Manager. 

 
6. Integrated Resources Report (Attachment 3) - Mr. Phipps, Director of Integrated 

Resources 
 

Rates – Status of 2022 rates 
Power supply – Status of new supply contracts 
Hydro Quebec I/II Rights Extension 

 
7. Engineering and Operations Report (Attachment 4) – Mr. Jaffari Mr. Jaffari, Director of 

Engineering &  
Operations 
 

8. Procurement Report (Attachment 5) – Paula O’Leary, Materials Manager  
 
9. Procurement Requests Requiring Board Approval – (Attachment 6) – ACTION ITEM - 

Mr. Jaffari, Director of Engineering & Operations 
 

IFB 2021-37 Electric Utility Excavation Including Emergency and Construction 
Services 
Suggested Motion: Move that bid 2021-37 Electrical Utility Excavation including 
Emergency Excavation and Construction Services for hourly rates be awarded to E.B. 
Rotondi & Sons, Inc., pursuant to M.G.L., c. 30 § 39M, as the lowest responsible and 
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eligible bidder, on the recommendation of the General Manager.1   This is a three-
year contract. 

 
10. Scheduling – Chair Coulter 

 
Subsequent RMLD Board Meetings 
Next Board Meeting: February 17, 2021, meeting  
Joint Meeting on Economic Development  
Goals and Culture meeting   
 
CAB Meeting Coverage: February Chair Coulter 
AP: Mr. Talbot; Payroll: Mr. Stempeck 
 

11. Executive Session – Chair Coulter Suggested Motion: Move that the Board of 
Commissioners go into Executive Session pursuant to Massachusetts G.L. c.164 section 
47D, exemption from public records and open meeting requirements in certain 
instances, to discuss competitively sensitive issues regarding G.L. c.30A, sec 21 (a)(1) 
and to consider the purchase, exchange, lease or value of real property, and return to 
regular session for the sole purpose of adjournment. 

 
12. Adjournment – Chair Coulter (Board of Commissioners) ACTION ITEM 

Suggested Motion: Move that the Board of Commissioners adjourn regular session. 

 
 BOARD MATERIALS AVAILABLE BUT NOT DISCUSSED  

• Accounts Payable / Payroll Questions through pay date 1/10/2021 
• Financial Update through November 2021  
• Surplus and Scrap Material Report December 2021  

 



 

 

 

 

 

 

 

 

 

 

POLICY 1: COMMUNITY RELATIONS  

 

 

  



RMLD Policy No. 1 
COMMUNITY RELATIONS POLICY 

Revision No. 4 

General Manager/Date 

I. PURPOSE AND OBJECTIVES

Commission Vote Date 

Next Review Date 

A. To establish general guidelines governing communications between the Reading
Municipal Light Department (RMLD) and the communities in which the RMLD
provides electric service.

B. To establish general guidelines promoting positive community relations between

the RMLD and the communities served by the RMLD.

C. To ensure that the RMLD communicates in a positive and beneficial manner in
order to be a valuable resource and a responsible citizen to the communities served
by the RMLD.

D. To ensure that the RMLD communicates in such a way to earn the community's
trust by conducting its business with integrity in an open, responsible, professional
and sound manner through participation in community affairs.

E. To provide services and information that support customers' needs and concerns.

F. To facilitate communications by reviewing communication programs and events

for clarity of purpose and appropriateness for audiences identified.

G. This policy recognizes that the specific processes to achieve these purposes will
vary depending on the particular circumstances.

II. RESPONSIBILITIES

A. Reading Municipal Light Board (RMLB)

1. Approve this policy and all amendments thereto.

2. Provide feedback regarding RMLD community relations programs upon
presentation by the General Manager.

January 19, 2022

January 19, 2025

















  

 

 

 

 

 

 

POLICY 5: TRAINING AND TRAVEL 



RMLD Policy No. 5 

OVERNIGHT AINING / TRAVEL 

Revision No.9 8 Commission Vote Date ____ _ 

General Manager Next Review Date 

I. Purpose

11. 

This policy +e-establishes overall administrative controls for authorizing RMLD
bus.iness-re1o·e,j traininq anJ '.)Vern1ql1t. day trove and for aporovina reporting
Qf__employee expenses and obtaining approval for overnight/day tra¥el. This
oolicv -.Joes nu gov;;;rn travel axge ses re ated to he provision of mutual a,cL

Only "reasonable" expenses will be reimbursed. Section Ill of this policy 
provides guidelines for "reasonable" travel expenses. The Accounting 
ManagerDire<..1or of Business & i::,nance (or designee) will refer reimburs�ment 
reguests in which expenses :t-Ae-t---exceed Section Ill guidelines to the General 
Manager for final approval. The Accounting managerDirector of Busine:s & 
Finance is encouraged to may meet directly with employees whose expenses 
exceed these guidelines in an effort ooe-to ascertain a reasonable and 
equitable reimbursemer amount based vn �, e c1rcums;oncesresolve on the 
side of reasonableness and fairness to the employee. Should the Accounting 
MonagerDirector of Business & c,nance have questions on an employee's 
expense report that have not been addressed is not ans>Nered to his/her 
satisfaction, he/she then shall report hose concerns to the General 
Manocrer.shall report any unresolved policy abnormalities by the Accounting 
Manager to the Reading Municipal Light Board of Commissioners at the next 
scheduled meeting. 

Director of Business & Finance 
l. Responsible for periodic review of this policy and attachments to ensure

continuing compliance with RMLD's requirements as well as applicable
state and federal laws. Recommendations are to be made to the
General Manager.

2. Responsible for reviewing all expense account reports to ensure
compliance with this policy. Responsible for making decisions
recommendations on reimbursement£ requests under this policy,
subject to review and final approval by the General Manager.

3. Responsible for making reports of reimbursement2 to the General
Manager as may be requested by the General Manager from time to
time.

B. Supervisor of Employee Seeking Reimbursement















Authorization Type Day 

TRANSPORTATION

HOTEL

FEES/TUITION

MEALS

OTHER

TOTAL

Request  Approval: Revised Approval: Actual Approval:
Projected Budget Based on Increases Actual Expenses

Employee Employee Employee

Supervisor Supervisor Supervisor

General Manager General Manager General Manager

Date Date Date

-$                                    

-$                                    

-$                                    

-$                                    

-$                                    

-$                                    

-$                                    

-$                                    

TRAINING/TRAVEL AUTHORIZATION FORM 

Revised Approval is required if Request total increases prior to travel.  Other reimbursable expenses are according to RMLD's Travel Policy 5.  All forms 
and expense reports must be processed in accordance with RMLD's Travel Policy 5.

Name of Training/Conference

Reason for Request

Location

Travel Dates

Length of Stay (Number of Nights)

Transportation /  Travel Mode 

Did you receive an overnight travel 
authorization last year?

Meets CDP

ACTUAL 

-$                                    

Calendar Year

-$                                    

Employee Division 

-$                                    

-$                                    

Revised January 2022

Overnight Training Virtual OtherConference 

-$                                    

-$                                    

-$                                    

-$                                    

-$                                    

REQUEST

-$                                    

Budget Approved

REVISED 



RMLD Policy No. 5 
TRAINING / TRAVEL 

Revision No. 9   Commission Vote Date ____________ 

 

______________________          
General Manager        Next Review Date 
 

I. Purpose 
This policy establishes overall administrative controls for authorizing RMLD 
business-related training and overnight/day travel and for approving reporting 
of employee expenses.  This policy does not govern travel expenses related to 
the provision of mutual aid. 
 
Only “reasonable” expenses will be reimbursed. Section III of this policy 
provides guidelines for “reasonable” travel expenses. The Director of Business 
& Finance (or designee) will refer reimbursement requests in which expenses 
exceed Section III guidelines to the General Manager for final approval. The 
Director of Business & Finance may meet directly with employees whose 
expenses exceed these guidelines in an effort to ascertain a reasonable and 
equitable reimbursement amount based on the circumstances. Should the 
Director of Business & Finance have questions on an employee’s expense 
report that have not been addressed to his/her satisfaction, he/she then shall 
report those concerns to the General Manager.  

 
II. Responsibilities  

A. Director of Business & Finance 
1. Responsible for periodic review of this policy and attachments to ensure 

continuing compliance with RMLD’s requirements as well as applicable 
state and federal laws. Recommendations are to be made to the 
General Manager. 
 

2. Responsible for reviewing all expense account reports to ensure 
compliance with this policy. Responsible for making recommendations 
on reimbursement requests under this policy, subject to review and final 
approval by the General Manager. 

 
3. Responsible for making reports of reimbursements to the General 

Manager as may be requested by the General Manager from time to 
time. 

 
B. Supervisor of Employee Seeking Reimbursement  

 
1. Determines the need and/or business justification for the employee’s 

training and/or travel. 
 



2. Responsible for implementing processes to ensure that any RMLD 
employee who may incur expenses subject to this policy is aware of this 
policy and its provisions.  

 
3. Follow up with employee to make sure signed expense report and 

appropriate receipts have been forwarded to the Director of Business & 
Finance in a timely manner as required in Section III.R “Expense Report 
Processing.”  

 
C. General Manager 

 
1. Retains final authority for approving training and travel for subordinate 

employees.  
 

2. Responsible for reviewing decisions made by the Director of Business & 
Finance on reimbursement requests. If the General Manager overrides 
a recommendation made by the Director of Business & Finance, the 
General Manager shall document the reasons in writing. 

 
3. Responsible for making periodic reports to the Light Board upon the 

Light Board’s request.  The General Manager shall report to the Light 
Board if authorized training and travel expenses exceed or are 
expected to exceed budgeted amounts.  

 
D. Reading Municipal Light Board 

 
1. Responsible for authorizing the General Manager’s training, travel and 

expense reimbursement requests. 
 

2. Responsible for approving the budget for RMLD-related training and 
travel expenses. 

 
III. General Guidelines 

 
A. Training and Travel 

 
1. Employees shall seek prior written authorization for RMLD-related 

training, travel and reimbursement or payment of training and/or travel-
related expenses.  Training and Travel-related expenses will be paid by 
RMLD only if training and/or travel is for authorized RMLD-related 
business purposes and/or for meeting the employee’s Career 
Development Plan as determined by such employee’s supervisor.  
Provided however, training and travel requests shall be subject to the 
prior approval of the General Manager. 
 

2. All requests initially must be submitted to the Division Manager by 
completing the top section of the Travel Authorization Form 
(Attachment A) for consideration in the budget process for the 
appropriate year of training and/or travel.  

 



3. Employees will be notified if their request has been tentatively 
authorized as part of the budget process. Budget approval, however, 
does not guarantee that the employee’s Training/Travel Authorization 
Form will receive final approval. Circumstances such as funding, 
staffing, etc., could impact final approval. Employee requests will be 
considered for final approval following budget authorization.  

 
4. No travel arrangements or expenditures should be made by or for any 

employee, RMLD Board member, or Citizens Advisory Board member 
until the Training/Travel Authorization Form has been approved. A 
computerized form is located in the RMLD SharePoint.  Forms are also 
available from the Executive Assistant.  All travel arrangements will be 
made in accordance with the approved Training/Travel Authorization 
Form.  The employee is responsible for completing the necessary 
Purchase Requisition. In the case of an RMLD Board Member or CAB 
member, the Executive Assistant will complete the necessary Purchase 
Requisition.  The applicable Purchase Order will not be approved 
without an approved Training/Travel Authorization Form attached.  

 
5. The Executive Assistant is designated by the General Manager to make 

all RMLD travel arrangements, to ensure that the Training/Travel 
Authorization Form has been completed correctly, and to make all 
air/train and hotel reservations and, if appropriate, car rental 
reservations. The Training/Travel Authorization form follows this process: 
initial approval is via the Supervisor and then the General Manager has 
final approval.  Once the Training/Travel Authorization Form has been 
approved, a copy should be given to the Executive Assistant.  

 
B. Air/Train/Bus Travel 

 
1. Air, train, or bus travel only will be permitted when distance, weather 

conditions, or other circumstances make it impractical for the employee 
to drive.    

2. All travel should be arranged to obtain the lowest fare consistent with 
the required travel schedule.  First class travel is not allowed.  Non-
refundable tickets should be purchased with insurance in the event the 
airline cancels the flight(s). 

3. 3. Employees are responsible for obtaining transportation, at their 
expense, to and from their home or office to the airport, station, or 
terminal.  
 

C. Car Rentals 
 
1. Car rentals require the General Manager’s approval.  In general, if an 

employee will be staying at a hotel where a conference is being held, 
a car rental will not be allowed  unless the employee can justify to the 
General Manager’s satisfaction why a car rental is necessary.  The facts 
and circumstances supporting the need for a car rental shall be 
documented in writing. 



2. Car rentals shall be the lowest rate and mid-size available consistent 
with the travel schedule and needs.  Rental of luxury, sport, or 
specialized vehicles are not permitted unless the rental agency provides 
an upgrade due to availability at no additional cost.  

3. Employees shall decline the coverage for Collision Damage Waiver 
Insurance offered by rental car companies. Please make it clear when 
renting that it is a company rental. If the rental firm requires a certificate 
of insurance, please contact RMLD and the certificate will be sent to 
them.  
 

D. Cash Advances 
 
RMLD will not provide cash advances.  
 

E. Personal Car 
 
1. Employees will be reimbursed for the use of their personal car at the rate 

used by the Town of Reading. 
 

2. All employees who use their own vehicle to attend a seminar (or similar 
company business) will deduct their normal commuting mileage to and 
from the RMLD from the total mileage to attend the seminar. Examples 
of this is as follows: 
 
a. If the employee’s normal round-trip commute to the RMLD is thirty 

(30) miles and the employee attends a seminar that is twenty (20) 
mile round-trip from his or her home, the employee would not be 
reimbursed any mileage.  
 

b. If the employee’s round-trip commute to the RMLD is thirty (30) miles 
and the employee attends a seminar that is forty (40) miles from his 
or her home, the employee would be reimbursed for ten (10) miles 
of mileage (40 miles – 30 miles). 

 
c. If you are attending a seminar on a holiday or a weekend, you 

would be reimbursed the total amount of your mileage, since you 
would not be commuting normally to work on any of these days. 

 
d. When reporting mileage, the total mileage driven, less the 

commuting mileage must be indicated. 
 

F. Meals 
 
1. Overnight Travel Meals 

 
All employees will be provided a per diem allowance in accordance 
with the United States General Services Administration (www.gsa.gov) 
for all their meals (includes meal, tax, and gratuities without providing 
receipts).  

 

http://www.gsa.gov/


2. Local Travel/Business Meals 
 
Local Travel/Business meals will be reimbursed up to the amount 
specified by the United States General Services Administration 
(www.gsa.gov) for lunch only.  Where receipts are required, they must 
be detailed and complete.  If lunch is provided as part of a seminar, no 
reimbursement will be made. 
 

G. Entertainment Expenses 
 
Entertainment expenses are not reimbursable.  
 

H. Phone 
 
In the event of no cell phone service, employees are authorized one 
personal call to home up to thirty (30) minutes per day of travel.  Employees 
are encouraged to refrain from using direct hotel lines due to excessive 
charges.  

 
I. Laundry/cleaning 

 
Reimbursement for laundry service is allowed if the trip is three days or 
longer.  
 

J. Tips 
 
Reasonable tips (non-meal related) are reimbursable. 
  

K. Lodging 
 
Standard double-occupancy rooms are authorized (one room per 
employee).  
 

L. Parking/Tolls/Gas 
 
All such expenses are reimbursable provided receipts are submitted.  
 

M. Taxis / Personal Delivery Services (e.g., Uber) 
 
Actual cost of taxis or other automobile transportation services is 
reimbursable based on documentation supplied by the employee. 
  

N. Non-Reimbursable Expenses 
 
The following costs are not reimbursable under this policy: 
 
1. Personal expenditures that are not related to RMLD business and are of 

a type that an employee would make whether at home or away.  
 

2. Personal travel and accident insurance. 

http://www.gsa.gov/


 
3. Medical costs. 

 
4. All associated travel expenses of a spouse, dependent(s), or personal 

guest(s). 
 

5. Expense for care of dependents or pets. 
 

6. Extra expenses at home while you travel (example: caretaker service). 
 

7. Cost of personally given flowers, gifts, or remembrances.  
 

8. Alcoholic drinks of any type, including beer and wine ordered with 
meals.  

 
O. Receipts Required for Travel Expenses 

 
1. Transportation fares (Note: for all air/train travel, the passenger receipt 

portion of the ticket must be submitted).  
 

2. The entire detailed hotel bill must be submitted (not just the credit card 
total).  

 
3. Laundry and cleaning.  

 
4. All parking fees and tolls. 

 
5. Car rentals and related expenditures, e.g. gas, oil, etc.  

 
6. Postage fees.  

 
7. Registration fees for previously approved courses and seminars.  

 
8. Unusual expenditures. If a receipt is lost or otherwise not available, do 

not delay submitting expense reports for expenditures for which receipts 
are available or are not required, i.e., submit expenses you can 
document and catch up on submitting the rest when you get the 
receipts. The employee is responsible for obtaining the missing receipt 
or an acceptable duplicate. 

 
P. Expense Report Approval Requirements 

 
Expense reports must be signed by the employee and the immediate 
supervisor and forwarded (along with the required documentation) to 
the Director of Business & Finance or designee. Expense reports will only 
be approved by the Director of Business & Finance or designee if they 
comply with the provisions of this policy.  
 

Q. Combined Business and Personal Travel 
 



If an employee takes a business trip and the trip is extended in time to 
include personal matters or vacation, all extra expenses incurred will be the 
employee’s responsibility, including hotel, meals, flight surcharge, parking, 
etc.  

 
R. Expense Report Processing 

 
1. Upon return from a trip or completion of RMLD business, the employee 

must compete an expense report as soon as possible, but in no case 
later than five (5) working days following the trip. 

 
2. Employees will be reimbursed through the weekly Accounts Payable 

cycle.  
 

IV. Attachment  
 
A. Travel Authorization Form 



Authorization Type Day 

TRANSPORTATION

HOTEL

FEES/TUITION

MEALS

OTHER

TOTAL

Request  Approval: Revised Approval: Actual Approval:
Projected Budget Based on Increases Actual Expenses

Employee Employee Employee

Supervisor Supervisor Supervisor

General Manager General Manager General Manager

Date Date Date

-$                                    

-$                                    

-$                                    

-$                                    

-$                                    

-$                                    

-$                                    

-$                                    

TRAINING/TRAVEL AUTHORIZATION FORM 

Revised Approval is required if Request total increases prior to travel.  Other reimbursable expenses are according to RMLD's Travel Policy 5.  All forms 
and expense reports must be processed in accordance with RMLD's Travel Policy 5.

Name of Training/Conference

Reason for Request

Location

Travel Dates

Length of Stay (Number of Nights)

Transportation /  Travel Mode 

Did you receive an overnight travel 
authorization last year?

Meets CDP

ACTUAL 

-$                                    

Calendar Year

-$                                    

Employee Division 

-$                                    

-$                                    

Revised January 2022

Overnight Training Virtual OtherConference 

-$                                    

-$                                    

-$                                    

-$                                    

-$                                    

REQUEST

-$                                    

Budget Approved

REVISED 



 

 

 

 

 

 
 

POLICY  17:  TUITION REIMBURSEMENT

















RMLD Policy No. 17 
TUITION REIMBURSEMENT 

Revision No. 4   Commission Vote Date ____________ 

______________________ 
General Manager/Date Next Review Date 

I. PURPOSE

It is the goal of the Reading Municipal Light Department (“RMLD”) Board of
Commissioners to encourage RMLD employees to develop and enrich their
professional knowledge and abilities to help meet the needs of RMLD through
approved coursework and degree programs in order to maintain a leadership
position among municipal electric utilities.  Accordingly, RMLD’s tuition
reimbursement policy is designed to help employees further their knowledge,
skills and job effectiveness through higher education in fields of interest to
RMLD.

II. RESPONSIBILITIES

A. General Manager.  The General Manager is responsible for approving
tuition reimbursement and interpreting this policy to ensure the intended
purpose is achieved consistent with overall policies of the RMLD Board of
Commissioners.

B. Director of Human Resources.  The Director of Human Resources is
responsible for processing requests, administering tuition reimbursement
benefits and verifying that educational institutions meet accreditation
requirements.

C. Supervising Managers.  Supervising managers are responsible for informing
employees under their supervision of the availability of tuition
reimbursement benefits and assisting them with identifying professional and
educational goals.

III. ELIGIBILITY REQUIREMENTS

A. Eligible Educational Programs

1. Employees must be enrolled in an accredited college or university.
Accreditation must be received from an accreditation agency
recognized by the United States Department of Education.  The

January 19, 2025

January 19, 2022



2 
 

Director of Human Resources will verify that the educational institution 
has received the appropriate accreditation. 

2. Employees generally must be matriculated.  Matriculation means being 
accepted to and enrolled in a college or university as a candidate for 
a degree.  The General Manager may waive this requirement for 
specialized areas of study or in special circumstances. 
 

3. The educational program and/or coursework must relate to the 
employee’s position or RMLD business as determined by the General 
Manager or her designee.  Academic disciplines regarded as relating 
to RMLD business include, but are not necessarily limited to: 

 
• Human Resources Management and Development; 
• Electrical Engineering; 
• Mechanical Engineering; 
• Efficiency Engineering; 
• Business Administration and Management; 
• Accounting; 
• Economics; 
• Information Technology; and 
• As set forth in RMLD job descriptions or position requirements. 

 
Electives taken as part of a degree/certification program are eligible for 
reimbursement. 
 

4. Employees must earn academic credits towards an associate’s, 
bachelor’s, or master’s degree or qualifying certification program. 
Doctorate programs are not eligible for reimbursement. 
 

5. Online and other non-traditional continuing education programs are 
eligible provided that all other requirements of this policy are satisfied. 
 

6. Courses must be taken for a grade.  Pass/Fail courses are not eligible 
unless they only are offered on a Pass/Fail basis. 
 

7. Employees may receive reimbursement for one Personal Education 
Course (self-enrichment) per year taken at a fully accredited 
educational institution provided the employee receives college credit 
for the course and all other grade and eligibility requirements of this 
policy are met.   
 

B. Eligible Employees 
 
1. All full-time management, union and non-union employees, and part-

time employees if regularly scheduled for at least 30 hours per week, are 
eligible for tuition reimbursement following successful completion of any 
probationary period.  Cooperative work education students, student 
interns, summer employees, contract employees, temporary 



3 
 

employees, contractors or similar positions are not eligible for tuition 
reimbursement. 

2. Employees must be in good standing.  If an employee has been placed 
on disciplinary or investigatory leave, paid or unpaid, for any length of 
time, the employee shall not be entitled to reimbursement for any 
courses taken during the academic period in which the leave occurred. 

 
3. Employees may receive reimbursement for courses taken during an 

approved leave of absence provided that the employee returns to 
work following such leave of absence.   

 
IV. REIMBURSEMENT 

 
A. Eligible Expenses.  The following expenses are eligible for reimbursement,  
      except as otherwise provided below in Section IV.B:  

 
• Tuition and mandatory fees associated with the course of study, except 

as identified below under Non-reimbursable Expenses;  
 
• Text books, workbooks, and reading materials required or 

recommended by the instructor; and 
 
• Testing fees, including College Level Examination Program (“CLEP”) 

exam fees.  
 

B. Non-reimbursable Expenses.  Non-reimbursable expenses include: 
 

• Student activity fees; 
• Medical insurance; 
• Room and board; 
• Recreational fees; 
• Travel and parking; 
• Equipment and supplies, including personal computers and peripherals, 

data or telephone communication lines, notebooks, calculators, and 
writing instruments;  

• College applications and college admissions testing fees, e.g., ACT, SAT 
GMAT and GRE;  

• Tuition deferral/payment fees; 
• Non-mandatory fees and charges; and 
• Tuition and expenses covered by financial aid.    

 
C. Other Expenses.  Employees should contact the Director of Human 

Resources for a determination of whether the expenses are reimbursable.  
All expenses and fees are subject to the approval of the Director of Human 
Resources. 

 
D. Amount of Reimbursement. 
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1. Tuition for Courses and Related Expenses.   In accordance with this 
Policy, RMLD will reimburse employees for up to six (6) courses per 
calendar year.  Reimbursement in excess of the annual  course limitation 
shall require the approval of the Director of Human Resources and the 
General Manager.  Employees will be reimbursed for eligible courses at 
following completion of the course(s) at the following rates:  
 

• 90 percent for an ‘A’ or a “Pass,” when allowed,  
• 80 percent for a ‘B’; and  
• 70 percent for a ‘C’.   

 
Tuition and related expenses for courses in which the employee failed 
or received a grade below a C (i.e., C-, D, or F) are not eligible for 
reimbursement. 
 
Employees are required to provide an official transcript or grade report 
and all receipts in order to receive reimbursement. 
 
If the employee is enrolled at a private college or university, the 
reimbursement amount shall not exceed the tuition rates applicable to 
comparable programs at a Massachusetts public university or college. 
 

2. Additional Reimbursement Following Completion of 
Degree/Certification Program.  Employees who earn a degree or 
certificate to meet the educational requirements of his/her job 
description may be entitled to receive an additional 10% of the tuition 
and related expenses for each eligible course taken.  To be eligible for 
the additional 10% lump sum reimbursement, the employee must be 
employed by RMLD in a permanent position on the one-year 
anniversary of receiving the degree/certificate and shall be in good 
standing.  Reimbursement will be made one year following the 
successful completion of the degree or certificate program.  In no event 
shall any combination of reimbursements exceed a total of 100% for an 
‘A’, 90% for a ‘B’, and 80% for a ‘C’.   
 

3. Testing Fees.  CLEP and DANTE testing expenses which earn credit 
toward an employee’s educational requirement will be reimbursed at 
100 percent for a passing grade.  No reimbursement will be made for a 
failing grade 
 

V. PROCEDURES AND ADMINISTRATIVE REQUIREMENTS 
 

A. Approval Required.  All educational programs and/or courses of study 
for which reimbursement is or will be sought are subject to the prior 
written approval of the General Manager.  The General Manager shall 
review and pre-approve educational programs and/or courses of study 
on a semester by semester basis.  The General Manager may consider 
the RMLD’s budget and financial situation, the needs of RMLD and the 
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needs of the RMLD in general in determining whether to approve 
coursework.  Upon the approval of the General Manager, the 
employee shall submit an estimate of the annual tuition and 
reimbursable expenses to the Director of Human Resources prior to 
enrolling in the course(s).  The estimate shall include a list of the 
proposed courses, number of credit hours, the cost per course/credit 
hour, estimated related expenses and a description of how the 
course(s) will help RMLD.  The estimate also shall include any financial 
assistance that the employee has applied for, e.g., financial aid, 
scholarships, or has been awarded.  The estimate shall be subject to the 
approval of the General Manager or his/her designee.  Failure to obtain 
prior approval of the educational program or estimated educational 
expenses may result in denial of reimbursement.    
 

B. Requests for Reimbursement.  All requests for reimbursement are to be 
submitted to the Director of Human Resources using the tuition 
reimbursement form attached hereto as Attachment A, which may be 
changed by the General Manager from time to time, and shall include 
a copy of the grade report and invoice or proof of payment of eligible 
expenses as identified in Section IV above.  Requests should be 
submitted within 30 days following completion of the course.  The 
Director of Human Resources may request such documentation as 
he/she deems appropriate to verify the employee’s eligibility for 
reimbursement.   
 

C. Scheduling.  Course(s) must be taken outside of the employee’s normal 
working hours.  Adjustments to the employee’s schedule may be made 
in special circumstances for testing and special events with the 
approval of the employee’s supervisor and the General Manager.  The 
employee shall not use RMLD time or resources to perform coursework. 
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Attachment A 
RMLD Tuition Reimbursement Request 

 
Employee Name (“Employee”): _____________________________   Date submitted: _______ 
 
Degree or Certificate being sought: __________________________  Year of graduation: ___________ 
 
PRE-APPROVAL BEFORE COURSEWORK BEGINS: All educational programs and/or courses of study for 
which reimbursement is or will be sought by Employee are subject to the prior written approval of the General 
Manager consistent with Policy No. 17.  Attach a copy of the course description, any available documentation 
showing what texts and materials are required for the course and documentation of the educational institution’s 
accreditation. The General Manager’s signature on this form is required for pre-approval. 
 

Name of Educational Institution 
 

Course Name (“Course(s)”) 
(Example: English 101) 

Credits Grade 
Received 

Tuition 
Cost 

Book 
Cost 

Material 
Cost 

      
      
      

 
COURSE JUSTIFICATION: (Describe below the justification for the Course(s)) 
 
 
 
 

 
I am requesting pre-approval for tuition reimbursement in accordance with Policy No. 17 “Tuition Reimbursement” 
and agree to comply with the provisions of that policy.  I understand that I must comply with Policy No. 17 
requirements in order to receive reimbursement once I have completed the Course(s). 
 
Employee signature: _________________________________   Date: ________________ 
 
I have reviewed this form and the accompanying documentation and pre-approve the Course(s) in accordance with 
Policy No. 17. 
 
Supervisor signature: ____________________________   Date: ________________ 
 
General Manager signature: ____________________________  Date: ________________ 
 
OBTAINING REIMBURSEMENT: Employee must complete the “Grade Received” column above, attach a copy 
of the grade report for the Course(s) and provide invoices or receipts and proof of payment by Employee for the 
Course(s) to the Director of Human Resources along with an RMLD Weekly Expense Statement.  The Director of 
Human Resources shall review the information submitted by the Employee and determine whether Employee is 
eligible for reimbursement for the cost of the Course(s) in accordance with Policy No. 17.  Final approval for tuition 
reimbursement for the Course(s) is indicated by signature of the Director of Human Resources and General 
Manager.  This completed form and accompanying materials must be sent by Employee to Accounting for 
processing of the tuition reimbursement. 
 
Director of Human Resources signature: ____________________  Date: ________________ 
 
General Manager signature: ____________________________  Date: ________________Copies of 
this form should be retained by the Employee, General Manager, Director of Human Resources and Accounting. 



 

 

 

 

 

POLICY 22: PENSION TRUST  
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