Clear Form

Tuition Aid
Submission of Documentation

Within six weeks of completion of the course, applicants MUST submit the
following documentation via the online Tuition Aid Program.

Place a checkmark or "X" in the corresponding box for each completed item. Once
tasks are completed, employee must sign the checklist and upload into the online
Tuition Aid System.

Employee Name Employee ID Number

W-9 Preferences must be updated in the State of New Jersey, Employee
Self Service (ESS) prior to submitting any paperwork in the online
Tuition Aid System. (W-9 Preferences begin on page 36.)

Verify that your address in the Employee Self Service (ESS) matches
your current address.

e Complete anew W-4 if your address has changed and submit the
form to your Human Resources Payroll Department.

e Processing takes approximately two pay periods to be updated.
Refer back to the Employee Self Service system to verify your
information was updated

e Click the "Save Preference" button.

Official transcript, grade report, or certification from the accredited
institution.

e Proof of satisfactory completion of the course, which can include
documentation demonstrating a grade C or better;
documentation demonstrating a Pass, if the course is Pass/Fail;
and/or a certificate of completion.

e Please note: that a C- is not considered acceptable for
reimbursement. If alternative grading is submitted, proof of the
grading system must be included and approved by HR. The
paperwork must include name of student, student ID number,
semester, course, school and final grade.

Itemized invoice from the accredited institution showing total tuition
cost.
e Proof of total cost of course, tuition bill which includes all
costs, semester, school, student name, student ID number.
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Employee Name Employee ID Number

A zero-balance statement or receipt showing the employee paid the
institution in full.

e Proof and method of payment that employee paid, i.e., front
and back of check, credit card, loans and financial paperwork,
bank statement, etc. If paid by college payment plan, must
show complete payment for the course.

e Note: Reimbursement for scholarships, federal and state grants,
NJ Dreamers, etc. are unallowable, as these are a form of gift
aid and do not require repayment.

A completed State of New Jersey Payment Voucher. Must be signed.
Must include Employee ID number (begins with "0").

Employee Signature Date
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https://intranet.njcourts.gov/forms/assets/10355_payment_voucher.pdf

	Date: 
	Employee Name: 
	Employee ID Number: 
	Check Box1: Off
	Check Box2: Off
	Check Box3: Off
	Check Box4: Off
	Check Box5: Off
	Check Box6: Off
	Clear Form: 
	Employee Signature: 


