CITY OF MUSTANG

COURSE SELECTION APPROVAL FORM

(Must have list of courses required for degree on file)

(THIS SECTION TO BE COMPLETED BY EMPLOYEE)

I am requesting preliminary approval of tuition reimbursement for a course of study in which I intend to enroll that I feel will serve to enhance the performance of my job and the City’s interests as well:

EMPLOYEE NAME                                                           DATE 


                                          

DEPARTMENT                                                   SUPERVISOR


                                           
NAME OF SCHOOL 








                                                                                                              

SCHOOL ADDRESS 








                                                                                                             

COURSE TITLE 









                                                                                                                    

COURSE DATES (BEGINNING AND END)





                                                                         

ACADEMIC CREDITS (IF APPLICABLE)





                                                                             

AMOUNT OF TUITION FOR COURSE ($)


                                                                           

BRIEF STATEMENT AS TO WHY EMPLOYEE THINKS COURSE WILL ENHANCE JOB PERFORMANCE  








EMPLOYEE SIGNATURE                                                 DATE

DEPARTMENT HEAD SIGNATURE                                DATE

(THIS SECTION TO BE COMPLETED BY PERSONNEL DEPARTMENT)

      This application 
WARRANTS CONSIDERATION for the following reasons:

   This application DOES NOT WARRANT CONSIDERATION for the following 

reasons:                                                                                                                                   

HUMAN RESOURCES DIRECTOR                           DATE

CITY MANAGER                                                         DATE

CITY OF MUSTANG

REQUEST FOR TUITION REIMBURSEMENT

(Must have COURSE SELECTION APPROVAL FORM on file)

(THIS SECTION TO BE COMPLETED BY EMPLOYEE)

I have satisfactorily completed my course of instruction for which tuition reimbursement was previously applied for and preliminarily approved in accordance with the City’s Tuition Reimbursement Program. I submit the following Request for Tuition Reimbursement with attachments in support of this request.

EMPLOYEE NAME                                                     DATE 



                                                 

DEPARTMENT                                             SUPERVISOR 



                                                 

NAME OF SCHOOL 








                                                                                                               

COURSE TITLE  









                                                                                                                    

COURSE GRADE *
          CERT. OF COMPLETION (TITLE) 


                                            

AMOUNT OF TUITION REIMBURSEMENT REQUESTED **   $ 


                                      

 
*   Attach evidence of satisfactory completion along with the course

                grade achieved if applicable.

 
** Attach receipt for payment or other evidence of payment of tuition.

ADDITIONAL COMMENTS BY EMPLOYEE (OPTIONAL): 





EMPLOYEE SIGNATURE                                   DATE

(FORWARD COMPLETED FORM TO PERSONNEL DEPARTMENT)

 
     APPROVED FOR PAYMENT

 
     PAYMENT DISAPPROVED (Explain below)                                                                    
PERSONNEL OFFICER                                       DATE
