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

____________________________________ __ 
____________________________________________ _ 

SAN MATEO COUNTY 
REQUEST FOR TUITION REIMBURSEMENT 

(See AMWH side for instructions) 

EMPlOYEENAME _______________________________________________ 

DMIion _____________-'PONY ______Department 

Classification 

Contact Phone () County Extension 
My empIoJInent......... the County .: I.:.... ... ...h;Ided;t;;iitthhi;;icli;;;;;Iw;orbhop;;;d;:;-;;;on;;::--------
[J PcesenIIy e permanent, probationary, or provisional 0 
~ 

o PnIIentIy off eM to illness or injury 

IwII attend this daHIworkshop in an off.duty ItItU8 
during my own time (e.g. vacation, r.orr.., time, VTO. 
off~. weekend, etc.) 

TWLEOFPROPOSEDCOURSE 
~dU~~~mkm 

Beginning Date Ending Dele______ Tuition Cost $ ----IJ WGfbhop Length ofWorbhop (please lilt dates and times) ______________ 

a Collage Course No. of College CraditB ______________ 

I. this a degree program? IJ Yes IJ No Type of Ptogram (AA, BA. MA. etc.) ____________ 

ANrou ......... book NInIbu......wtfwcornmunlty college, .....11'............cou....J? a YEI a NO 
IF YES. please note !hal ,ou will need to provide • book rec:etX '4XJI1 completion of your course. 

COURSE CONTENT 
DeIcribe how this cou.... is related to your present or future work aHignment and how Hwil enhance your work 
perfonnance or value to the County: 

You mull altICh • CDlJ'Ie deIcrIption and faelChedule tom catalog or bnIdIuAI 

I certify that this employee will attend this course during hislher own time and that I approve this 
request. 

SupeIviIoI's SiptIn DMe 

DEPARTMENT RECOMMENDATION 
[J Recommend Approval 
IJ Recommend Oisapproval-Reason:_______ 

HUMAN RESOURCES DEPARTMENT ACTIONa Approved Amount: $,_________ 

[J ~:_____________ 

NOTE TO SJPLOYEE: Send sl3 copies to Human Rescur:es. PONY HRD121. Attn: Tufion Reimbursement Coonfnetor 



GUIDELINES FOR T\IT1ON Rl!lM8UR8EIEIIT 

Tuidoli rd. b·...__ is anillble to you ....the foilowina conditions: 

I. 	 The COUIIO you MIll to 1IIke is .... to yoUr ......t or likely fUture woik........_ 
and ....".,...~iiiIftCeorvalue to the eo..ty will be __.ced .....ofyour........ 	 

2. 	 C....must be sc:beduled While you aN in 1ft oft'-duty ...not on wodt time. The 

Tuitima ~""""!MY not be used in conjunction wIth..y other
....... 


. 3. 	 You., a ~ .,..tionary, or provisional Couaty employee for the chndon of 
the COUl'Ie. 

-t. 	 Submit your aquest on 1his form to your department head. Helshe recomrneack approval 
OI'd........,....... forwanIs the request to the ttun.n Resources DeppbDeftt Dilector 
for nwiew and ... cJecision. To ....ify for reinIbursement, ,our NqIII:st must be 
....UMd bY the .....Rcaoun:es Department Dinctor Wore the coune begins. 

~. 	 Be suns to IiIIIICh a course description and fee tchedule fiom the eatalos or hrocIaure to 

)'OUr requat fonD. 


6.. 	 After you have compIeIed the COUI'IIe. submit a -oen..d on the Treasury- fonn to HRD
121, AUn: Tuition R.cimbunemcnt CoonIinaIor n=questina mmbuncmcnt. AtlKh a 
copy ofthe school .... repoIt or other cvicleace that you sueceS'Ffu11y compIeIed the 
coane.. copy oftbe course and IJook receipt and a copy ofyour approved tuition 
I~ Nqucst. The request will be m....ted to the ConIroIIer for payment. 
NOT.I:Effective JIIIy I.. 2007. the County may reiadMne up to $25.00 per coune for 
boobUIIderC08CIitianS specified in the Tuition Reimbursement Proarmn. 

7. 	 . Bued on the Taitioa Rei.......... proaram pidelincs. leimbunemeRt will coverthe 
cast oftuition. books and related fees for COIIIIIUlity col., uncIcrplduaIe level or 
...... livel COIB'IeI. 

8. 	 Jftbc COIIIIC is cancelled or ifyou do not complete the counc.. nolity the Tuition 

R.eim1xnenleM CoonIinaIor • soon • possible. 


These pidelinesare a_1lIIY ofthe n:pIations aowmina tuq,n~ found in 
Section 2.71.160 oflhe SIn MItCO County Ordinance Code and the Tuition ReimburseIpIent 
Policy. For complete Tuition Rei........,. prograaa picIeIlnes. please visit 
WWW.co.saamaIeO.ca.usllarltrainina

WWW.co.saamaIeO.ca.usllarltrainina



