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CITY AND COUNTY OF SAN FRANCISCO                                               DEPARTMENT OF HUMAN RESOURCES

TUITION REIMBURSEMENT REQUEST FORM
Employees requesting reimbursement must submit completed form(s) to their departmental personnel officer (“DPO”) or authorized appointing officer/designee for approval and certification that reimbursement is within annual fund limit.  The DPO or authorized designee will then forward the employee’s approved request form and receipts of payment & successful completion of course/workshop to the Department of Human Resources, Attn: DHR Accounting.  Requests for tuition reimbursement must be accompanied by evidence of successful completion; failure to submit complete documentation will cause a delay in tuition reimbursement processing.  Refer to respective employee organization’s MOU for maximum reimbursement limits, restrictions, or other provisions that may apply.
I. EMPLOYEE INFORMATION

	     
	
	     
	
	     


	PRINT Name (LAST, FIRST)
	
	      Social Security No
	
	Date of Request


	     
	
	     


	Home Address
	City
	State,          Zip Code
	Daytime/ Evening Work Phone 

	     
	
	     


	Department No.,  Name, Address and Division
	
	Date of PCS Appt (Mo/Yr)

	     
	


	Job Class No. and Title


(NOTE:  Department mandated classes/training shall be paid by the department.)
II. EMPLOYEE ORGANIZATION & BARGAINING UNIT: (Please check one)
	 FORMCHECKBOX 
Auto. Machinist, Local 1414  [HRD-130]
	 FORMCHECKBOX 
Plumbers - Local 38  [HRD-038]
	 FORMCHECKBOX 
 Teamsters, Local 350 [HRD-350A]

	 FORMCHECKBOX 
Building Inspectors Assn (Joint Craft) [HRD-930]
	 FORMCHECKBOX 
Police Officers Assn, Local 911 [HRD-911]
	 FORMCHECKBOX 
 Teamsters, Local 853 (Joint Craft) [HRD-216A

	 FORMCHECKBOX 
Carpenters, Local 22 (Joint Craft)  [HRD-236]
	 FORMCHECKBOX 
Probation Officers Assn-856  [HRD-651]
	 FORMCHECKBOX 
 Teamsters, Local 856 [HRD-856]

	 FORMCHECKBOX 
Electrical Workers, Local 6  [HRD-006]
	 FORMCHECKBOX 
SEIU Nurses [HRD-791]
	 FORMCHECKBOX 
 TWU Local 200 (SEAM) [HRD200]

	 FORMCHECKBOX 
Firefighters Local 798-Unit I  [HRD-798]
	 FORMCHECKBOX 
Supervising Nurses, Local 856  [HRD-858]
	 FORMCHECKBOX 
 TWU 250A (7410/9132)  [HRD-252A]

	 FORMCHECKBOX 
Firefighters Local 799-Unit 2  [HRD-799]
	 FORMCHECKBOX 
 SEIU, Local 1021 (formerly 250,535,790) [HRD-250]
	 FORMCHECKBOX 
 TWU  Local 250A-Multi Unit [HRD-251A]

	 FORMCHECKBOX 
H-1 Rescue Paramedic-Local 790 [HRD-793A]
	 FORMCHECKBOX 
 Stationary Engineers, Local 39  [HRD-039]
	 FORMCHECKBOX 
Unrepresented [HRD-001-Misc]

	 FORMCHECKBOX 
 Laborers, Local 261  [HRD-261]
	 FORMCHECKBOX 
Sheet Metal Workers, L. 104 (Joint Craft) [HRD-104]
	 FORMCHECKBOX 
Unrepresented [HRD-002-Mgt]

	
	
	
	

	 FORMCHECKBOX 
Joint Craft Unions  [HRD-004]   (include             
	 FORMCHECKBOX 
 Bricklayers, Local 3;
	 FORMCHECKBOX 
 Hod Carriers, Local 36;
	 FORMCHECKBOX 
 Cement Masons, Local 580;
	

	               FORMCHECKBOX 
 Glaziers, Local 718;
	 FORMCHECKBOX 
 IATSE, Local 6;
	 FORMCHECKBOX 
 Iron Workers, Local 377;
	 FORMCHECKBOX 
 Painters, Local 1176;
	

	               FORMCHECKBOX 
 Pile Drivers, Local 34;
	 FORMCHECKBOX 
 Plasterers, Local 66
	 FORMCHECKBOX 
 Roofers, Local 40)
	


III. WORKSHOP/COURSE INFORMATION
Workshop/Course Title (Attach registration form & flyers)
Start and Completion Date(s) of Course(s)/Workshop
Educational Institution                            (BRN provider #  required for SEIU Nurses)   
 Amount to be Reimbursed (receipts must be attached)
Employee’s Signature
Date
Supervisor’s Signature

Work Phone
  Date
IV. DEPARTMENTAL APPROVALS
By signature of the departmental personnel officer or appointing officer, certification is made that the employee’s reimbursement request is approved and the amount does not exceed the annual fund limit as described
 in the respective MOU.



   
Departmental Personnel Officer\Appointing Officer\designee’s Signature             Date






   r
Printed Name

   Phone

     
V. DEPARTMENT CHECK-LIST  (Please do not submit reimbursement request until all forms are completed!)
 FORMCHECKBOX 
 Completed Reimbursement Request via email to DHR-Tuition-Reimbursement@sfgov.org with  FORMCHECKBOX 
 completed ORIGINAL tuition reimbursement form;
                                   FORMCHECKBOX 
 documentation of cost (registration/invoice/etc.);  FORMCHECKBOX 
proof of payment (receipts/cancelled check(s)-back & front/credit card bill/etc.);
                                  FORMCHECKBOX 
  proof of successful course completion  
 FORMCHECKBOX 
  Copies to:
 FORMCHECKBOX 
 Employee
 FORMCHECKBOX 
 Department Personnel file
                    
TUITION REIMBURSEMENT - ELIGIBILITY REQUIREMENTS AND INSTRUCTIONS
Prior to seeking tuition reimbursement, you must consult the Tuition Reimbursement provisions in your respective Memorandum of Understanding (“MOU”) or Unrepresented Employees’ Ordinance regarding eligibility, maximum reimbursement limitation within any given fiscal year, restrictions regarding fund usage and other provisions that may apply.

Instructions:
1. Complete Sections I and II, the Employee Information and Employee Organization & Bargaining Unit.
2. Complete Section III, Educational Information. 
a. Please be sure to attach a copy of the course registration form and flyer which contains the following information:  Title(s) of Course(s)/Workshop, start and completion date(s) of course(s)/workshop, educational institution, and amount to be reimbursed (i.e., workshop/course/tuition fees and/or required books [if applicable]). 
SPECIAL NOTE TO SEIU LOCAL 1021 NURSES:  DHR will not approve any tuition reimbursement requests from SEIU Local 1021-Nurses for any courses, seminars or conferences without the BRN or CME Provider’s Number printed on the flier and the certificate.
b. Sign and date the application, submit it to your supervisor or manager for review and approval, and then submit the completed form along with any required documentation to your Departmental Personnel Officer or appointing officer or (authorized designee) for final approval. 
c.
Once you have completed the course(s)/workshop, you must submit to your DPO a copy of your grade report(s) or certificate(s) of completion or a letter of satisfactory attendance from the educational institution, AND a copy of proof of payment, either your cancelled check (front & back), a credit card statement, or a receipt from the educational institution.  [Please note that DHR will not process reimbursement requests without the proofs of course/workshop completion and payment.]
3.
Complete Section IV, Departmental Approvals.
4.
Complete Section V, Department Distribution.  [FINAL PROCESS: Submission of proofs of payment and a copy of successful completion of course(s)/workshop/seminar to DHR.]
The department’s authorized  human resources representative will submit all the supporting documentation: the original approved/signed tuition reimbursement request form, receipt of payment, and proof of attendance or successful completion of course(s)/workshop/seminar  to Department of Human Resources (DHR), One South Van Ness Avenue, 4th Floor, San Francisco, CA  94103, Attention: Accounting; alternatively, the Department may email a scanned copy of the aforementioned documents to:  DHR-Tuition-Reimbursement@sfgov.org.

Lastly, please ask your DPO to provide you a copy of final tuition reimbursement documentation submitted to DHR and retain a copy of such documents in the employee’s file.
** DHR will process the approved tuition reimbursement request on a FIRST-COME, FIRST-SERVED basis upon receipt of COMPLETE required documentation to DHR.  Controller’s Office will issue the check. **
PLEASE NOTE:
a.
Please contact your human resources representative to inquire as to the status of your reimbursement(s) and refer to your respective employee organization’s MOU for specifics and limitations in the tuition reimbursement provision.  Please do not contact DHR Accounting for specific questions regarding your reimbursement request status; rather, please send an e-mail to: DHR-Tuition-Reimbursement@sfgov.org.

b.
Due to fiscal year constraints, complete documentation for courses ending in June must be submitted by the 10th working day of July in order to be paid within the current fiscal year.  (Note: If a course/workshop/seminar begins in one fiscal year and ends in the next, then the reimbursement would be paid from the next year’s fund.  The City & County of San Francisco’s fiscal year starts on July 1st and ends on June 30th.)  Exceptions: 1) If unforeseeable circumstance occurs and the approved request is not received at DHR in the current fiscal year; the approved request along with the required documentation may be submitted to DHR and the approved amount will reflect in the employee’s next fiscal year tuition reimbursement allocation. 2) In the event that the Employee Organization’s tuition reimbursement fund is depleted in this fiscal year and the fund is replenished in the next fiscal year, an employee may re-submit a request for reimbursement, along with all required documents, during the fiscal year when the fund is replenished.  Note that employee is restricted to the maximum allocation in each fiscal year, regardless of when the course/workshop/seminar is completed.    
c.
Please be reminded that the turnaround time to receive your check through the mail is six (6) weeks, provided that you’ve timely submitted to DHR all appropriate final documentation for reimbursement processing.
$


   � FORMTEXT ��     ��
�
Employee’s Annual Fund Balance after Requested Reimbursement�
�
 





The DPO or Appointing Officer (or authorized designee) must sign, print name, date the request and retain the approved request form along with the supporting documentation in the Department’s Personnel Office.  The department’s authorized human resources representative will be responsible for tracking all approved requests, respond to employee’s questions and communicating/transmitting required �documentation to Department of Human Resources for final reimbursement.  
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