WOODBURN SCHOOL DISTRICT
ADMINISTRATIVE TUITION REIMBURSEMENT REQUEST

Administrator Name: _______________________________ School: ______________

	Course Title
	Start

Date
	College or University Name
	Credit 

Hours
	Cost

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Tuition Reimbursement over $5,250.   
If the District pays more than $5,250 (IRS limit) in educational assistance benefits for you during the calendar year, you must pay tax on the amount over $5,250. WSD, as your employer, will withhold applicable payroll taxes from your next paycheck and will include in your wages (Form W-2, box 1) the amount that you must include in income.

PRIOR TO BEGINNING YOUR COURSEWORK:  Submit this form to the District Office for approval by the Superintendent or designee.  Once approved, the District Office will retain the original and a copy will be returned to the administrator.

NOTE: 
At completion of the course(s), you must submit your grade report and proof of payment, detailed to show the cost of tuition, to Human Resources in order to be reimbursed for the course.

_________________________________________

________________________

Administrator’s Signature





Date


Below for District Office use only
Decision: _______________________________________________________________
________________________________________________________________________

_____________________________________

________________________
Superintendent or Designee Signature



Date


Date Received:    Grade:  _____________
Receipt:________________
Approved for payment by: _________________________ 
Date: _____________

Total Amount: $__________________________________
Account # 100-2210-0292-091
Revised: 9/20/19

