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TUITION ASSISTANCE/CONFERENCE APPROVAL FORM 
All training for which reimbursement will be requested shall pertain to the employee's  current or expected staff position or career progression and benefit the FMA.
TUITION REIMBURSEMENT - An approved academic course or courses, whether or not associated or required toward a degree program, accomplished on your own time.  
CONFERENCE/TRAINING - Certificate programs, conferences or training.  Maximum allowed per employee per year is $4,500 subject to budget approval. 
INSTRUCTIONS:  Originator shall complete parts 1and 2, attach all necessary course/training information and submit to the Human Resources Manager 
1.  GENERAL INFORMATION
 This applies to conferences or training that will require lodging, meals and travel expenses paid. 
 This applies to conferences or training that do not require lodging, meals or travel expenses paid. 
Detailed explanation of how this relates to your current or expected staff position and how this benefits FMA:
Off site training requests must be submitted 45 days in advance of travel.  Use State Travel Regulations to estimate Lodging and Meals if exact cost is not known. 
2.  ESTIMATED EXPENSES FOR CONFERENCE OR TRAINING
Not to exceed 5 business days annually.
I certify that the cost estimates contained herein represent all anticipated costs of the proposed conference or training.
After HR Manager review, form and all attachments will be returned to the originator to complete part 3.
3.  APPROVAL
I recommend that the above employee should have assistance for the above course/training.  I have reviewed the course/training information and affirm that this course pertains to the above employee's job and will bring value to the FMA.
I agree that that there are sufficient funds in the FMA budget to support the employee taking this course/training.
I agree that the above course is consistent with the guide lines in the FMA Employee Handbook, and that the course/training will bring value to the FMA.   
Final Approval
After obtaining final approval:  return original fully executed form, along with all attachments, to the Human Resource Manager; retain a copy for your records and forward an approved copy of page 1 only  to the Procurement Manager if travel arrangements are required.         
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If  the  expenses  for  all  conferences  and/or  training  (including  all  registration,  travel,  lodging,  meal  and  related 
expenses) during the fiscal year is $3,000 or greater, then the retention period is for one (1) year from the date of the 
last conference or training. 
If  the  expenses  for  all  conferences  and/or  training  (including  all  registration,  travel,  lodging,  meal  and  related 
expenses) during two (2) consecutive fiscal years is $6,000 or greater, then the retention period is for two (2) years 
from the date of the last conference or training.  
1.  Conferences/Training: 
2.  Tuition reimbursement (for college degree or certificate programs): 
If the cumulative reimbursement for the degree or certificate program is less than $5,000, then the retention period is 
for one (1) year from the date of each reimbursement. 
If the cumulative reimbursement for the degree or certificate program is $5,000 or greater, then the retention period is 
for two (2) years from the date of each reimbursement. 
If I separate from FMA prior to meeting the work obligation required as specified above, I agree to reimburse the 
FMA for the prorated value of any educational assistance paid by the FMA. 
I                                                                               agree to the following Educational Assistance Retention Agreement:
Upon graduation/completion of this course, I agree to remain employed with the FMA for a period as defined below: 
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FMA EDUCATIONAL ASSISTANCE AGREEMENT
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