


Tui�on Reimbursement Process  

The WC Tui�on Reimbursement Policy is atached.  This explains the process to follow to secure 
reimbursement:  

1. Fill out the Tui�on Reimbursement Request Form and send it to your Department Head.  
 

2. If funds are available and the request is approved by the Department Head, send the signed 
Tui�on Reimbursement Request Form to Human Resources Administra�on. 
 

3. The assigned Human Resources Analyst reviews the class descrip�on for job or degree 
relatedness. Human Resources then no�fies the employee of approval/denial. Requests for 
approval must be submited to Human Resources prior to the beginning of the class. If the 
request is not made before the course begins, then the reimbursement will be denied. 
 

4. If approved, complete the class with a final grade of “B” or beter.  
 

5. Employee submits final grade(s)*, course cost receipt, and all ini�al request paperwork to 
Department for reimbursement.  
 

6. The Department prepares and forwards the payment voucher, ini�al request paperwork, and 
final grade(s) to Human Resources Administra�on for final approval.  
 

7. Once final approval has been granted, Human Resources will submit the payment voucher to 
Payroll. 
 

*If your ins�tu�on does not use a leter grading system, please provide documenta�on with proof of the 
equivalent leter grade.  

 

 


