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Educational Assistance Program Application
This application is for one semester only and must be submitted and approved at least one week prior to each enrollment for all educational institutions other than Kettering University.  Program Requirements:  Content of courses or degree program must serve to enhance current job or career growth within the University.  Classes must be taken from an accredited school of higher education.  For Kettering approved courses, submit requests at least 30 days in advance.  Submit individual forms if attending more than one educational institution.   Kettering will reimburse 80% of the tuition on approved courses up to $1000.00 per academic year for undergraduate courses and $1,500.00 per academic year on graduate courses.  Please submit your class schedule to your supervisor and Vice-President for approval.

	     
	
	     
	
	     
	
	     

	Last Name
	
	First Name
	
	M.I.
	
	Employee ID #

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	     
	
	     
	
	     
	
	     

	Home: Street  Address
	
	City
	
	State
	
	Zip

	     
	
	     
	
	     
	
	     

	Position or Job Title
	
	Department Name
	
	Telephone #
	
	Employment Date




I wish to take the following course(s) under the provisions of the Kettering University Assistance Program

 NOT TO EXCEED EIGHT CREDIT HOURS PER SEMESTER
	COURSE BEGINNING DATES

(Month and Year)
	COURSE NAME
	COURSE NO.
	CREDIT HOURS
	TUITION COST

PER CREDIT HOUR
	COMPULSORY FEES

	
	
	
	
	
	AMOUNT
	FEE

NAME

	Course

1
	     
	     
	     
	     
	     
	     
	     

	Course 

2
	     
	     
	     
	     
	     
	     
	     

	Name of Educational Institution

     
	TOTAL
	     
	     
	     
	     


Are you attending any other school at this time?    FORMCHECKBOX 
 Yes or  FORMCHECKBOX 
 No                  If yes, please list.

	     

	     



	Type of educational institution offering the course(s) you are taking   (Check One)

	

	
	 FORMCHECKBOX 
 Graduate School Program
	 FORMCHECKBOX 
 Undergraduate Program

	
	 FORMCHECKBOX 
 Community College
	 FORMCHECKBOX 
 Secondary School

	
	 FORMCHECKBOX 
 Continuing Education
	 FORMCHECKBOX 
 Trade School
	

	
	 FORMCHECKBOX 
 Other (Please specify)
	     
	

	
	
	
	

	Type of educational program you are pursuing  (Check One)

	

	
	 FORMCHECKBOX 
 Special Course(s) not leading to a degree
	 FORMCHECKBOX 
 Continuing Education units

	
	 FORMCHECKBOX 
 Course(s) leading to a degree
	 FORMCHECKBOX 
 Certification/License

	
	 FORMCHECKBOX 
 This will complete my degree
	

	
	
	

	If you are taking course(s) leading to a degree, check the type of educational degree you are pursuing. (Check One) 

	

	
	 FORMCHECKBOX 
 High School
	 FORMCHECKBOX 
 Associate

	
	 FORMCHECKBOX 
 Bachelor
	 FORMCHECKBOX 
 Masters

	
	 FORMCHECKBOX 
 Doctorate
	 FORMCHECKBOX 
 LLB-JD
	

	
	 FORMCHECKBOX 
 Other (Please specify)
	     
	

	
	
	

	If you are taking course(s) leading to a degree, check the kind of degree you are pursuing.  (Check One)

	

	
	 FORMCHECKBOX 
 Engineering
	 FORMCHECKBOX 
 Liberal Arts

	
	 FORMCHECKBOX 
 Science
	 FORMCHECKBOX 
 Business Administration

	
	 FORMCHECKBOX 
 Other (Please specify)
	     
	

	
	
	

	
	State your major in the space provided
	

	
	  MAJOR
	
	MINOR
	

	

	If you are taking course(s) leading to a degree, indicate the number of remaining credit hours required for the degree after completion of above courses  

	

	
	Quarter Hours


	
	
	Semester Hours
	


TUITION ASSISTANCE APPROVALS
Tuition assistance approvals are limited to course(s) or degree objectives associated with your current or potential career at Kettering University and are normally granted if your educational pursuits serve one or more of the following purposes:

1. 
Provides basic education to permit acquisition of a high school diploma or its equivalent.

2.
Provides knowledge and/or skill needed for improved performance or to update skills on present job.

3.
Provides knowledge and/or skill required to prepare an employee for openings that are expected to occur in the future and for which a sufficient number of qualified employees are not available.

4.
Provide reimbursement for any required or pertinent elective courses taken in a degree seeking program in a field related to the employee’s job or appropriate to the employee’s career at Kettering University.

Please describe how your course(s) or degree related to one of the four objectives described above.

	     


	

	Have you applied for or do you expect to receive Veterans Administration benefits or financial assistance from any other source in connection with your enrollment in the course for which you are applying for Tuition Assistance from Kettering University.

	
	 FORMCHECKBOX 
No       FORMCHECKBOX 
Yes
	Amount $
	     
	


NOTE: You are not eligible for Tuition Assistance in duplication of Veterans Administration benefits or other financial assistance you may receive.  You are obligated to report fully and accurately to Kettering University your receipt of any such benefits.

AT THE END OF THE TERM OR SEMESTER, SUBMIT TO HUMAN RESOURCES DEPARTMENT:

1.
Proof of satisfactory completion of course(s) (official grade report), a grade of C or better is required for Undergraduate course(s); and a grade of B or better is required for graduate course(s).

2.
An original receipt indicating tuition and fees were paid in full.

I understand that the Tuition Assistance payment will be processed in the usual course of business only after submission of grade and receipt, provided requirements have been satisfactorily completed.

	
	
	     

	Signature of Applicant
	
	Date


	APPROVALS
	
	
	
	ADDITIONAL SIGNATURES REQUIRED FOR ALL KETTERING COURSES

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Supervisor    
	
	Date
	
	Professor
	
	Date

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Staff Head 
	
	Date
	
	Department Head
	
	Date

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Human Resources
	
	Date
	
	
	
	

	


�
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