LBNL Tuition Assistance Process — What You Need To Know To Get Started

Identify the educational need.

Are you a career employee
and past your six month
probation?

Schedule a career development discussion with

your supervisor.

Research the college / university

Complete the Employee Development Plan
which must be approved prior to taking
courses.

Complete the Tuition Assistance Request Form
— Part I: Enrolling in Courses, which must be
approved prior to taking courses.

If request is less than $25,000
total reimbursement, allow up

to two weeks for approval.

If request is more than $25,000
total reimbursement, additional
approval from Human Resources
Center Manager is required,
Allow up to four weeks for
approval process.

Are you attending UC Berkeley?

Per Education and Employee-Development
No Policies 2.04, you can not participate in the
> Tuition Reimbursement Program until you
are a career employee and have passed your 6
month probation.
N Tuition Assistance Program
Handbook
RPM 2.04
Employee Development Plan
form \
_—
Tuition Assistance Request
_ Form — Part I: Enrolling in
Courses
Fill out the UCB Program

Fee Reduction Form

Do you need a Tuition
Advance?

No

Check the appropriate box on the
Tuition Assistance Request Form —
Part I: Enrolling in Courses

Do you need to drop
or add another
course in its place?

Are you planning to
terminate from the

Take the course
Update your Smartsheet by clicking on the
Yes > row and cells that correspond with your
courses and type in the new information.
Yes

If you received an advance, you must
repay the advance before you leave the

Laboratory?

v

Lab. Send an email to the Tuition
Assistance Program Coordinator —
Waren Moore TAP@Ibl.gov.

Received a Tuition Advance Did not receive a Tuition Advance
Per Lab policy 2.04, if you received Per Lab policy 2.04, if you received an
Did you successfully No an incomplete or grade lower than a incomplete or grade lower than a “C”
“C” for undergraduate course or a for undergraduate course or a passing
complete the course? — > . .
passing grade for a graduate course, grade for a graduate course, you will not
you must repay the Lab. Fill out the be reimbursed by the Lab. Fill out the
Tuition Assistance Request Form - Tuition Assistance Request Form - Part
Part II: Grades and Receipt and attach II: Grades and Receipt and attach a copy
a copy of your grades. of your grades.
Submit a copy of your official transcript &
receipt. The transcript and receipt must include Fill out the Tuition Assistance Request Form - Part II: Grades and Receipt
your first and last name. ) ’ and attach a copy of your grades and receipt.

You receive tuition reimbursement, or the tuition
advance on record will be cleared.

If you are taking another course, complete the
Tuition Assistance Request Form — Part I: Enrolling
in Courses



http://www.lbl.gov/BLI/assets/docs/tap/Tuition-Assistance-Program-Handbook.pdf
http://www.lbl.gov/Workplace/RPM/R2.04.html
http://www.lbl.gov/BLI/assets/docs/tap/Employee%20Development%20Plan%20Form.doc
https://www.smartsheet.com/b/publish?EQBCT=18f4dcf940ed49db862e010d32d79633
http://www.lbl.gov/BLI/assets/docs/2012/UC-reduced-fee-enrollment-application.pdf
https://www.smartsheet.com/b/publish?EQBCT=18f4dcf940ed49db862e010d32d79633
mailto:TAP@lbl.gov
https://www.smartsheet.com/b/publish?EQBCT=67e761a9fa074056b31e4707b273e89c
https://www.smartsheet.com/b/publish?EQBCT=67e761a9fa074056b31e4707b273e89c
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