[ANDNU

MOTRE DAME DE Nasmul UNivERSITY

APPLICATION FOR TUITION REMISSION
FOR EMPLOYEE, SPOUSE, DEPENDENT*

To be completed and returned to Human Resources
immediately after registration and PRIOR to course(s) beginning

(circle one)

SEMESTER: FALL SPRING SUMMER | SUMMER Il YEAR:20____

PROGRAM: UG uc/n G CRE CEU OTHER

STUDENT NAME

STUDENT IL.D. #

ADDRESS

PHONE CONTACT

NDNU EMPLOYEE & ID NUMBER

EMPLOYEE DATE OF HIRE

EMPLOYMENT STATUS: FTF FTS PTF PTS GRAD ASST

DEPENDENT RELATIONSHIP

DATE OF BIRTH (dependent only)

MAX UNITS

COURSE DESCRIPTION To be filled out by HR

UNITS

*| have completed the necessary financial aid forms and have submitted latest tax return

*** UNDERSTAND THAT GRADUATE TUITION REMISSION MAY BE CONSIDERED TAXABLE INCOME AND WILL BE
REPORTED THROUGH PAYROLL. ***

(1) (@)

EMPLOYEE DATE IMMEDIATE SUPERVISOR DATE
(3) (4)

FINANCIAL AID DATE BUSINESS OFFICE DATE
() (6)

REGISTRAR’S OFFICE DATE HUMAN RESOURCES DATE

*Verify IRS 1040 (last calendar year)
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1E Masivh UnNIvERSITY

Tuition Remission Process

Eligible individuals must first be academically approved for admission into the University and into the
specific program, in order to register.

Eligible individuals may receive full remission of tuition (but not other charges, expenses, materials
fees and incidental charges for NDNU under graduate, graduate or credential courses) Enroliment is
on a space available basis.

Supervisors may approve up to three (3) of the total units per semester to be taken during normal
working hours of the employee, if the supervisor determines there is an alternative work schedule
satisfactory to the employee, which does not increase University wage and salary costs and satisfies
its operational needs.

Eligibility begins after six (6) months of continuous, active employment.

a. Full - time employees, faculty and staff may receive tuition remission to a maximum of 9
units per semester, 27 units per year including summer. Spouse and dependent children may
take up to a total of 18 units per semester 48 units per year including summer sessions.

b. Part - time employees who work at least 1,000 hours per academic year are eligible to take
up to a total of six (6) units per semester for a total of 18 units per year including summer
session.

c. Part —time Faculty after two (2) consecutive semesters of employment may take up to a
total of three (8) units. Senior Lecturers and part-time faculty with five (5) years of continuous
active employment may take up to a total of six (6) units per semester, a total of 18 units per
year including summer session.

The Tuition Remission Form must be signed by all parties and the original returned to Human
Resources to ensure proper credit is received.

If an individual adds/drops courses during the semester, all pertinent information needs to be
forwarded to the Human Resources Office to ensure proper credit is received by the Business
Office.

a. Withdrawals: After the drop deadline, an individual may withdraw from a semester-
length course up to the Wednesday of the tenth week of the semester.

b. Withdrawal from a course after the drop period will be reflected by a “Withdrawal” (W)
on the individual’s transcript.

c. The Tuition Remission for the course will be reversed from the individual’s student
account, at which point the individual may become liable for the cost of the course.

The Business Office will not credit remission until after the ADD/DROP period for each semester has
closed.

If an employee becomes eligible for tuition remission during a given semester, the remission will be
prorated.
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