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Joint Committee for Education & Training

Certification Reimbursement Request
The Certification Reimbursement program offers AFSCME represented employees the opportunity to request reimbursement for initial certifications that pertain to their present positions or immediate career goals. 

An individual may be partially or wholly reimbursed for the cost of certification, up to a maximum of $500 in one fiscal year (June 1, 2010 – May 31, 2011). 

Renewal of certifications necessary to maintain employment is considered professional development and is the employee’s responsibility; certification renewals are not eligible for reimbursement through this program.
Applications will be accepted at any time, and are reviewed quarterly in February, May, August and November. The final deadline for applications in the current fiscal year is May 31, 2011. Reimbursement is contingent upon available funds. A check will be mailed to the applicant’s home address. 
Copies of receipts showing your expenses (registration forms, checks, credit card copies) and a copy of your certificate or notification letter must be attached to your request.
 Please read the Certification Program Policies and Procedures before completing this form.

ALL FIELDS ARE REQUIRED

	Employee ID:

     
	First Name:

     
	Initial:

 
	Last Name:

     
	Application Date:

     

	Mail Code:

     
	Email address:

     
	Work Phone:

     
	Home Phone:

     

	Home Address:

     
	Home City/State/Zip:

     

	Additional Contact Source:  Cell Phone, Pager, Social Network
     
	Department/Work Unit:

     

	Present Job Classification/Title:

     
	Which Job Title/Classification will this certificate qualify you for?

     

	Name of Certification/License: 

     

	Date of Exam:

     
	Test Location:

     
	Did you pass the exam? (No pass may still be eligible for reimbursement, see policies.)             FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	 Total Cost:

     
	Amount Requested:

     

	Have you received reimbursement from JCET for this exam in the past?

  FORMCHECKBOX 
 Yes   If Yes, how much?  $            When (mo/yr)?         /               FORMCHECKBOX 
 No   
	Did you receive funding for this certification from any other source? (Please provide documentation) 

 FORMCHECKBOX 
 Yes   If Yes, how much?  $                      FORMCHECKBOX 
 No   

	Other comments:

     

	Attach a copy of your receipts/bill for the exam and a copy of the certificate/notification letter.
The maximum request is $500 per fiscal year.






Joint Committee for Education & Training

Certification Reimbursement Request

Policies and Procedures
A. The Certification Reimbursement program is available to AFSCME represented employees who work more than 18.5 hours in an 80-hour pay period.

B. Funding is available for initial certifications that pertain to present positions or immediate career goals. The applicant may only be reimbursed for the cost of the certification (travel costs, preparation materials, time off from work, etc. will not be reimbursed).
C. Renewal of a certificate or license necessary to maintain employment is considered professional development and is the employee’s responsibility; certification and license renewals are not eligible for reimbursement through this program.
D. The final deadline for applications in the current fiscal year is May 31, 2011.

E. An individual may apply for reimbursement for more than one qualified initial certification in the fiscal year (June 1, 2010 – May 31, 2011); however, the maximum amount awarded to an individual will be $500 per fiscal year.
F. Applications will be accepted at any time, and are reviewed quarterly in February, May, August and November.  Please note that reimbursement is contingent upon available funds.

G. An individual must pass an examination and a copy of the certificate or notification letter 
is required.
H. Copies of receipts showing your expenses such as registration forms, checks, and/or credit card copies are required.
I. Applicants agree to report any reimbursements received from other sources, such as department. An applicant cannot receive more than 100% the cost of a certification.

These policies are effective June 1, 2010, and supersede any previous 
Policies and Procedures overseen by JCET regarding Certification Reimbursement. 

The JCET reserves the right to make decisions by majority vote that are consistent with the above policies.
Please submit completed applications to JCET via the Labor Management Committee Center.
Location: MNP 1312    Mail code: UHN 49    Fax: 8-0275
You should receive a confirmation of receipt within 10 days of submitting your form.  
For questions call (503) 418-0273 or email cdctrain@ohsu.edu
Last updated 6/1/2010

