Education Reimbursement Application Initial Decision Process
*Please note your agency may have an automated process that has a slighly tailored approach to the below

Bl Employee: Employee: Employee: Ll
Selects education . ploy . ploy . . ploy . Supervisor: Sends information to
. Obtains course description Completes Education Signs form and brings form . . X
opportunity and has a . . . . . . Reviews information and | Human Resources 30 days
. . from instituation or Reimbursement & Tuition to Supervisor with course . .
conversation with signs form in advance of course start

professional organization Assistance Form description

supervisor date

HR:
Verifies HR Section of form Does employee HR: HR:
- Applicant DOH, Course meet eligibility Notifies employee of Maintains decision in
Start Date, Disciplinary requirements? ineligibility personnel file

Action

App. Auth. Or Designee:

HR: Employee: Reviews education Does employee App. Auth. Or Designee:

Signs form and returns to Sends form to Appointing opportunity (form & course | meet eligibility Notifies the employee of
employee Authority or Designee description) & requirements? ineligibility

reimbursement amount

App. Auth. Or Designee:

Completes initial decision, | Go to “Final Process
signs form and returns Workflow”

form to employee

Key:

Employee Task

Supervisor Task

HR Task

App. Auth. or Designee Task



Education Reimbursement Final Application Process
*Please note your agency may have an automated process that has a slighly tailored approach to the below

Employee:

Employee:
Completes educational
opportunity

Obtains course completion
documentations (grades,
payment invoice)

Employee:
Submits course completion
documentation to AAoD
within 30 days of course
ending or grades released

App. Auth. Or Designee:
Reviewing course
completion documentation
and reimbursement
amount

Does employee
meet eligibility
requirements?

A 4

App. Auth. Or Designee:
1. Completes & signs Final Approval Section of form
2. Returns form to HR for HR to file
3. Notifies employee reimbursement is moving forward

HR:
Files form in personnelfile

Employee or Agency Approver:

Creates Non-Travel expense report through
Employee Self-Service in PeopleSoft Financials.
Routes to internal Agency Approvers for final fiscal
and compliance review

App. Auth. Or Designee:

Notifies the employee of

ineligibility or incomplete
documentation

State Comptroller:
Approves or denies
request within 10
business days

Is the expense

report approved?

Wait 2 business days
reimbursement to be
received

State Comptroller:
Returns expense
report to Agency or
Employee

Employee:
Reimbursement
received

Employee or Agency
Approvers:
Addresses comments on
expense report

Key:

Employee Task

HR Task

App. Auth. or Designee Task

State Comptroller
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