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	Application for Educational Assistance
(to be completed by Employee prior to Enrollment)

	Employee Name:
	     
	Department:
	     

	Position / Title:
	     
	Cost Center:
	     

	Employee #:
	     
	

	Course / Seminar / Conference Information

	Title:
	Institution / Organization / Business Name:
	Start Date
	End Date
	Total Credits/Hours

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	Cost Estimates

	Tuition / Registration fee
	Books / Materials
	Lab Fees
	Other*
	Description of Other:

	$     
	$     
	$     
	$     
	     

	$     
	$     
	$     
	$     
	     

	*Other includes estimated travel costs.

	Describe how the above listed course(s) / seminar(s) / conference(s) will enhance your effectiveness in your position, allow you to gain skills and knowledge necessary for advancement to another position within the company, or allow you to obtain special training or knowledge that is required by the company. 

	     

	

	Employee Signature:
	
	Date:
	     

	Approvals

	Department Manager

	 Approved - Company Required

	 Approved – Discretional - 1k Annual

	 Approval denied

	Reason for denial:     

	Manager Name:
	     

	Signature:
	

	Date:
	     

	

	Business Unit VP / Budget Manager

	VP Name:
	     

	Signature:
	

	Date:
	     

	 Approved

	 Denied

	Reason for denial:     


	List of required supporting documentation:

	(documentation must be obtained from the Training Provider with their name listed on the print outs)

	Training Provider Information – name, address, phone
	

	Description of the Course/Seminar/Conference  including: dates, location, overview of information covered
	

	Detailed breakdown of Costs
	

	List of required additional fees – including labs, examinations, estimated travel cost if applicable
	


Instructions:

Before enrollment/sign up:

1. Complete Educational Assistance form

2. Obtain all required backup

3. Obtain Manager approval 
4. Obtain Business Unit VP / Budget Manager approval

To receive reimbursement Company Required:

1. Complete expense report

2. Attach fully approved Education Assistance Form, all required backup, receipts showing proof of payment

3. Submit for approval

· Or -

1. Complete check request

2. Attach fully approved Education Assistance Form, all required backup, invoice or registration form

3. Submit for approval

To receive reimbursement Discretionary Educational Assistance:

1. Complete the course

2. Complete an Expense Report and attach the fully approved Education Assistance Form, all required backup, receipts, proof of payment, and proof of completion
3. Submit for approval

Post-Completion:  Provide certificate of completion to oe@avinc.com.
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