[image: image1.png]Human
Resources

f(reeeer ‘"I|

NN
BERKELEY LAB [0]®]

Lawrence Berkeley
N: al Laboratory




                  


Tuition Advancement Form
The Laboratory has a tuition assistance program whereby employees taking approved college-level or certificate program courses are reimbursed all or part of their tuition or course fees when they successfully complete the course(s).  
Employees receive 100% of the fees if they are in an approved degree or certificate program (Tier 1) or two-thirds of the fees if the courses are at the college level but are not part of a degree program (Tier 2).  (See RPM 2.04 F. 1 and 2).  This policy of retroactive reimbursement may result in hardship for some employees as the cost of higher education rises and some employees may not be able to afford to pay these fees up front.  As a result, an employee may be granted an advancement on tuition/fees upon approval of the Tuition Assistance Program Coordinator or designee, provided the employee agrees to return the Advance if he/she is unable to provide evidence of satisfactory completion.

Special Provisions

The minimum amount that will be advanced is $250.00 per semester or quarter.  If reimbursable fees/tuition are less than $250.00, the employee is responsible for paying the fees/tuition.

If the employee is attending a UC campus and meets the eligibility criteria for the UC Reduced Fee Enrollment benefit, the advance will be based on the required UC fees less the reduced fee benefit. (See RPM 2.04 F.6).

If the college or university has a deferred payment program where the employer will reimburse tuition at the end of the course based upon grades, then the employee can participate in the school’s program.  The Laboratory’s advance will be based on that portion of the fee the student must pay, if any, at the beginning of the semester/quarter.

If the employee has other education benefits (e.g., veterans, scholarship, Pell grants), the advance will be based on the required fees less those benefits.

Application

Complete and sign the Tuition Advancement Promissory Note form and submit it to Tuition Assistance Program Coordinator (MS 4-230) at least three weeks prior to the start of the quarter/semester or before fees are due.

If approved, and all requirements have been met, Payroll will send you a check for the agreed upon amount.

Reimbursement

When you complete the course and the grades meet the criteria as established in policy (2.04 F 4.b), the promissory note will be marked “paid” and will be sent to you for your records.
If you do not achieve the grades required or drop the class, you will be required to repay the reimbursed amount per the promissory note.  The advance must be repaid by personal check payable to UC Regents or by payroll deduction if grade requirements.
The advance on record must be cleared within 45 days of the last day of class.  If your grades and receipt are not provided within 45 days, payroll deduction will begin immediately.
To receive tuition advancement, a completed Promissory Note must be submitted with each new Tuition Reimbursement Request to the Tuition Assistance Program Coordinator at MS 4-103. Fill out all sections (if by hand, use ink), list all classes linked to this advancement, and attach documentation that indicates proof-of-cost.  For questions, call Emalynn Robinson at x7001.  If evidence of successful completion* is not submitted to the Tuition Assistance Program Coordinator within 45 days of the last day of class, payroll deduction will begin immediately.
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* Successful completion” for Graduate students is ‘B’ or better; for Undergraduates is ‘C’ or better.
Promissory Note

I understand the tuition and fees connected with the courses listed above will be paid by Lawrence Berkeley National Laboratory if I submit evidence of successful completion in accordance with the provisions of the Tuition Assistance Program described in RPM 2.04 F of the LBNL Regulations and Procedures Manual.

If I do not submit evidence of successful completion, I promise to pay the Regents of the University of California $_______________________ (write out amount)
	


in one lump sum within 45 days of the end of the quarter/semester.  If payment is not made in accordance with this agreement, I authorize LBNL to deduct the above amount from any and all sums due to me from the University.  If I terminate from the Laboratory, I authorize the University to deduct the above amount from any and all sums due to me from the University.
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TUITION ASSISTANCE PROGRAM COORDINATOR ONLY

	
	is authorized for $
	
	full/partial reimbursement of fees.

	Please send check to Mail stop listed above.


FINANCIAL MANAGEMENT, ACCOUNTS PAYABLE OFFICE ONLY
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