interoffice memorandum
to:
AllStaff

from:
Phyllis Castle
subject:
Sample Packets for CAT’s College Financial Aid
date:
4/7/2011
cc:

Sample of Forms
CAT offers financial assistance to those taking college courses.  Prior to asking for CAT’s financial assistance, you need to explore other avenues to obtain financial assistance and track that on Form 1-24.  Additionally, your classes must be pre-approved by your supervisor and a college planning sheet submitted to the Associate Director.  The planning sheet will be kept in your education file at the Rainier Admin office and used as we project costs for college.  Often we are requested to update projected completion reports for staff in college.

Packet One:  If you paid for college through personal resources and are requesting reimbursement, the following procedures need to be follows:  a) Submit the course description – clearly marked, b) proof of payment, c) final grade, and d) a disbursement voucher.

Packet Two: If you are requesting that CAT pays the tuition, and you will reimburse CAT your ½ out of your next three paychecks, the following procedures need to be followed: a) submit a Purchase Order, b) registration form, c) the class description – clearly marked, d) a completed Form 1-29.  You must submit your grades to the Rainier Admin office and the fiscal office as soon as possible.
Please see samples of both packets attached.

Please feel free to call me if you have any questions.


Reimbursement: Packet One
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Proof of Payment could be a canceled check, receipt, or balance sheet from the college.

The final grade that includes the college, course number, and credits awarded.
Form 1-35

COMMUNITY ACTION TEAM, INC.
Disbursement Voucher










Check Amount $   ( ½ tuition ) 
PAYABLE TO:
   Name:    Suzie Sample


                                         




Address:      0864 Even Street                                                                         





         Inbetween, OR 97979
                                    

PURPOSE:
      Reimbursement for ½ college tuition for Winter 2010, Writing 121.                                                                                                                        










                                                                                                                                      










ACCOUNTING CLASSIFICATION: (Line Item)
	Admin. will code. 
	
	$ (½ tuition)
	
	
	
	$

	
	
	$
	
	
	
	$      

	
	
	$
	
	
	
	$

	
	
	$
	
	
	
	$

	
	
	$
	
	
	
	$

	
	
	$
	
	
	
	$


PREPARED BY:      Suzie Sample


           
DATE:     4/5/2011

          

SPECIAL INSTRUCTIONS:                                                                                                                   












                                                                                                                                                  
APPROVED BY:                                              
APPROVED BY:                                          




   (Fiscal Director)                                                 (Program Director)


Reimbursement: Packet Two
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Form 1-24

CHILD & FAMILY DEVELOPMENT PROGRAMS
Assistance Form

Name:     Suzie Sample          


I have applied for assistance through the following financial resources:

Name of Assistance
Date Submitted
Notification Date

Outcome
Financial Aide

   2/25/2010    
    4/15/2010       

    Denied

Grants:

Scholarships:

         Inprint     

2/25/2010        
       6/15/2010     

 not awarded        
        Calgon     
2/25/2010                  
     Pending
  

              

I have met with     Clatsop                    College/University financial aid office 

on         1/8/2010                            .

                         (Date)
Signature         Suzie Sample               
Date      9/1/2010             

Submit this form with purchase order.

Form 1-29a

CHILD & FAMILY DEVELOPMENT PROGRAMS

College Planning Sheet

Major 
ECE





Date 





Name 
Sample




Suzie







Last




First



Middle Initial



0864 Even Streeet, In between OR 97979






Mailing Address

Phone Number 
(503) 123-4567
College ID Number 





Placement Scores:
Math



Reading


Writing


Placement Recommendation:
Math


Reading


Writing


Quarter:   F  W  SP S   Year:
Quarter:   F  W  SP S   Year:          Quarter:   F  W  SP S   Year:


	Course
	CR
	Course
	CR
	Course
	CR

	ECE 109

HST 101
	3

3
	WR 121
	3
	Math 95
	4


Quarter:   F  W  SP S   Year:
Quarter:   F  W  SP S   Year:          Quarter:   F  W  SP S   Year:

	Course
	CR
	Course
	CR
	Course
	CR

	ECE 110

Math 120
	3

4
	ECE 155
	3
	
	


Quarter:   F  W  SP S   Year:
Quarter:   F  W  SP S   Year:          Quarter:   F  W  SP S   Year:

	Course
	CR
	Course
	CR
	Course
	CR

	
	
	
	
	
	


Prepared by








Notes 













Policy 1-29

CHILD & FAMILY DEVELOPMENT PROGRAMS
Professional Advance Policy

Community Action Team, Inc. is offering a payroll training advance on tuition for Head Start employees wishing to further their education. All courses/classes must be related to the field in which the employee is currently working or may be reasonably expected to work in the near future. Request will be based on availability of funds and must be pre-authorized by the employees supervisor AND the program Director. This request must coincide with our current payable system.

It is Community Action Team’s policy to reimburse one half of the cost of tuition with a passing grade of “C” or better. Payroll training advances may not exceed more than 3 months for repayment. Grades must be submitted to CAT within 7 days after grades are posted. If passing grades are not received, the employee will be responsible for repayment. The balance of the FULL TUITION AMOUNT will be withheld from their next payroll period.

To access advance payment for full college tuition (classes) a staff person must be enrolled in an educational program and working towards an AA, BA or advanced degree. The staff person must be employed for more than 20 hours per week. The staff member must have a professional development plan and an educational plan developed with their college advisor that outlines the course of study to be followed. The staff member must submit a projected cost for each year, as soon after September 1, as a plan can be developed.

To request payment for classes in advance, each staff member must submit a purchase order for the classes with a completed copy of college registration and class description. There must be attached a copy of Form 1-24 that shows that the staff member has exhausted all alternative financial resources or that the financial aid is in progress before requesting program dollars. Other costs associated with enrollment in an institution of higher education may be covered with a written special request. The request must include a written explanation, and be signed by the Head Start Director and Executive Director. These costs must be related to courses that lead to receiving an appropriate degree for the staff’s position. Any books or materials paid with grant funds will become CAT, Head Start programs library materials for use by other staff members and must be turned in at the end of the class.

I       Suzie Sample                             am requesting a tuition payroll 
advance in the amount of $     228.00          . I wish to have my portion,             
                                                                 


Full Tuition

$      114.00            , of this advance payroll deducted in   3      month(s)

    ½ of Tuition

increments beginning with my next scheduled payroll. Payments must not be

less than $25.00 for the month.  If I fail to submit the required passing grades to

Community Action Team, Inc. as specified within this agreement, within the time 

allotted, I authorize Community Action Team to withhold the full tuition amount 

paid on my behalf, less any amounts previously withheld from my paycheck(s) 

for this tuition advance request.

	Suzie Sample
	
	Sandy Supervisor
	
	Darling Director

	Employee
	
	Supervisor
	
	Program Director

	
	
	
	
	

	9/1/2010
	
	September 1, 2010
	
	Sept. 1, 2010

	Date
	
	Date
	
	Date


Attachments: Form 1-24



  Form 1-29a or College/University Equivalent
5
2

