NONCREDIT COURSES

REQUEST FOR EMPLOYEE EDUCATIONAL BENEFITS
Employees on a full-time regular appointment, both faculty and staff, may receive assistance with course fees to enroll for noncredit courses offered by Missouri State University through the following units:

· College of Continuing Education and the Extended University

· Management Development Institute in the Center for Business and Economic Development

· Small Business Development Center in the Center for Business and Economic Development

· Campus Recreation Fitness and Wellness Program

· Academic Development Center sponsored courses and seminars

· Human Resources Training and Development sponsored courses and seminars

The University will pay $150 per employee, per fiscal year (July 1 through June 30) for enrollment in noncredit courses sponsored through the units listed above. 
The fee benefit will be for course fees only and will not be applicable to special book fees, lab fees, or other special fees in addition to the course fees.

Participation in any noncredit course program and/or classes must be approved by the employee’s supervisor.
The fee assistance is for the employee only.  It does not extend to members of the family. 

The University will comply with Internal Revenue Code regulations in regard to reporting benefits that are taxable income.

The employee should register for the class through the offering department (units listed above).  The employee should submit to the Office of Human Resources a completed Noncredit Courses Request for Assistance Employee Educational Benefits form with course documentation attached.  Upon approval, the information will be available online (see below).  The amount to be paid by the University will be credited to the department offering the noncredit course.  A cash refund will not be made to the employee.

To check the status of a fee waiver request online, an employee should: 

1. Click on My Information; the Employee Information Menu will appear
2. Select the link to Payroll Information and click on it 
3. Select the link to Fee Waiver and click on it. 
4. Enter your Missouri State University ID number and PIN and click Sign On.
5. The Fee Waiver Benefit Information screen will appear Employees can then navigate through the Fee Waiver Information Screen by using the drop-down menu located at the top of the screen.

• Using the drop-down menu, select the year you wish to check
• Click on the Submit Form button 
• Information will appear for the fee waiver request(s) that have been approved.

(See form below)

NONCREDIT COURSES

REQUEST FOR ASSISTANCE

EMPLOYEE EDUCATIONAL BENEFITS

	Employee

Name
	
	Department
	
	
	

	
	(Last)                    (First)                   (M.I.)
	
	
	
	
	Campus Ext.

	Soc. Sec.

Number
	
	Position
	
	
	Date

Of Employment
	

	
	
	
	
	
	


SECTION I.

Instructions:    
1.   Complete form
2.   Attach course documentation.

3.   Forward to the Office of Human Resources.

Request for assistance with fees for noncredit course(s) is (are) being offered through:  (( one)

(
Office of Continuing Education


(   Management Development Institute         
(   Small Business Development Center

(   Campus Recreation Fitness and Wellness Program

(   Academic Development Center


(   Human Resources Training and Development

             The University will pay up to $150 per employee per fiscal year (July 1 – June 30). 

	Course(s) I plan to take is (are) as follows:

	Course

Number
	Title of Course


	Full
 Cost of Course
	Days Class Meets
	Hours Class
Meets

	
	
	
	
	

	
	
	
	
	

	My purpose(s) in taking the above course(s) is (are) as follows:

	1.
	
	

	2.
	
	

	ADMINISTRATIVE AND SUPPORT STAFF ONLY

	Hours I work during normal work days are
	
	a.m. to
	
	p.m.
	

	Will course(s) be taken outside of scheduled working hours?
	Yes
	
	No
	
	

	If not, how will the time adjustment be made?
	
	
	

	
	
	
	Equivalent adjustment in work schedules to make up for time away from work.
	
	

	
	
	
	Equivalent adjustment will be requested in pay.
	
	

	
	
	
	Equivalent adjustment will be requested as vacation time.
	
	

	
	
	
	
	


Refer to Page 1 for policy and procedures for utilizing employee educational benefits.
	
	
	

	Employee Signature
	Date
	
	Department Head or Supervisor
	Date


Reminder:   Attach a copy of course information to this form 
SECTION II. 

OFFICE OF HUMAN RESOURCES APPROVAL:







	Course fees  
	$
	

	(Balance of available fees for noncredit courses)
	$
	

	Signature
	
	
	
	
	
	Date:
	________

	
	  Human Resources Representative
	  Date
	


Office of Human Resources (02/06)
