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Modify the text in gray and work with your Division Admin to route FINAL COPY for signatures.
For questions, please contact Learning and Development at sfoacademy@flysfo.com
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Below is more information on the Airport Tuition Reimbursement Program.
For questions, please contact Learning and Development at sfoacademy@flysfo.com.


Employee Information: 
	Enter First and Last Name	Enter 4-digit Job No. and Job Name
	Enter 6-digit DSW
	Pick a Date

	Full Name
	Job Class Number/Title
	DSW Number
	Request Date

	

	Choose a Division/Section
	Pick an Airport Start Date
	

	Airport Division/Section
	Start Work Date at Airport
	

	
	
	


	License, Membership, Course or Program Information for Reimbursement:

	Enter Program Name(s)	Pick a Start Date	Pick an End Date	$XXXX.XX

	License/Membership/Course 

	Start Date
	End Date

	Total Cost


Past Reimbursement Attempts:
The Airport encourages employees to first apply to the Department of Human Resources (DHR) Tuition Reimbursement Program before seeking reimbursements from the Airport’s program. Please provide information on past reimbursement attempts below:

My application to DHR’s Tuition Reimbursement Program was rejected in the current fiscal year:  YES ☐  NO ☐
Please explain why: This textbox expands. Please describe with a short sentence.
Total Cost Requested for Reimbursement: $XXXX.XX ($500.00 max per fiscal year until funds are exhausted)

Courses:	
Describe how course(s) assists in your current position/promotional opportunities (150 words). 
 Please keep descriptions to 150 words and attach supporting documentation as needed.

Signatures: Please work with your Division Admin to route FINAL COPY for signatures:

Airport Division/Section

____________________	________	____________________		_____
Employee Signature		Date		Supervisor Signature			Date	

____________________	________	___________________		_____
Section Head Signature	Date		Chief/Deputy Director Signature	Date	

Toastmasters ONLY Approved for Enrollment:
________________________________			________
SFO Program Facilitator/Designee				Date	

Pre-Approved for Enrollment
__________________________________________	________
Learning & Development Manager or Designee		Date

Approved for Reimbursement
__________________________________________	________
Learning & Development Manager or Designee		Date	
If course completed, attached Grade Report, Proof of Completion, & Proof of Tuition Payment.

The Airport Tuition Reimbursement Program is designed to assist employees in their professional development.  The intent of the program is to help employees improve performance in their present position or to prepare for possible future positions at the Airport.

The program will reimburse an eligible employee for course tuition*, professional license and membership dues, conference registration, and approved SFO facilitated programs up to $500 per fiscal year until funds are exhausted. The Program is administered through the Airport Learning and Development Office.

*Reimbursement for course tuition is eligible for training or educational courses taken outside of regular working hours. The Airport encourages employees to first apply to the Department of Human Resources (DHR) Tuition Reimbursement Program before submitting applications to the Airport Tuition Reimbursement Program. 
Note: Employees cannot use tuition reimbursement for travel expenses to Chapter 12X banned states. A list of banned states is available online at:  12X State Ban List

Qualifications:

1. An Employee must have worked as a regularly scheduled, provisional or permanent, full-time Airport employee for at least one year of continuous service prior to application, and
2. An Employee must be deemed performing competent and effective work by their supervisor at the time of application and must not have received any serious disciplinary action within the past year, and
3. An Employee must enroll in courses that are job related; and,
4. An Employee must obtain approval for enrollment in the course(s) from their Supervisor, Section Head, and Deputy Airport Director.

Application Procedures:
The approval of an Airport Tuition Reimbursement (ATR) Application is a 3-step process:

1. Submit the Airport Tuition Reimbursement (ATR) Program Application for Pre-Approval (applies to training and course tuition requests only):
[bookmark: _Hlk73791445]
The Employee must submit the completed application to the Training Office at least 10 business days before the start date of the course(s) to obtain approval for enrollment by the Learning & Development Manager or Designee.

2. Submit an Approval for Reimbursement:

The Employee must submit to the Learning & Development Office, upon completion of the course(s), the following documents in order to obtain approval for reimbursement by the Learning & Development Manager or Designee:

· Signed Pre-Approval form
· Evidence that you have satisfactorily passed the course(s).  Examples:  Copies of grade report, certificate of completion.
· Evidence of payment of your tuition.  Examples:  Copies of a receipt from the educational institution, a cancelled check (front and back), or a credit card receipt, or similar documents are acceptable.

3. Submit an Airport Tuition Reimbursement Expense Report for Reimbursement. 
Airport Training Office – Updated 07/30/2021
Airport Training Office – Updated 07/30/2021
image1.jpeg
SFO





