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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: ________________ 
 
Human Resources 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 Human Resources 
Manager along with an RMLD Weekly Expense Statement.  The Human Resources Manager 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 Human Resources Manager 
and General Manager.  This completed form and accompanying materials must be sent by Employee to Accounting for processing of 
the tuition reimbursement. 
 
Human Resources Manager signature: ____________________  Date: ________________ 
 
General Manager signature: ____________________________  Date: ________________ 
 
Copies of this form should be retained by the Employee, General Manager, Human Resources Manager and Accounting. 
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