TRAINING AND CAREER LADDER PROGRAM EMPLOYEE REIMBURSEMENT FORM
INSTRUCTIONS							
Eligible employees complete this form and attach dated proof of payment and copy of updated license. Submit all documentation to designated Agency HR personnel. Use space provided to explain the description of the expenditure. Complete all sections: 
· Submit a separate form for each reimbursement request. 
· Submit all documentation in one email, if all required documentation is not received your request will not be processed. 
· Only license and educational fees will be reimbursed. 
· Processing fees will not be reimbursed. 
Table 1 Employee Reimbursement Information
	EMPLOYEE NAME 
	

	BARGAINING UNIT 
	

	EMPLOYEE ID 
	

	TYPE OF EXPENDITURE 
(Check one)  
	License  ☐        
Training ☐        
Other ☐

	EXPENSE AMOUNT 
	

	DATE OF EXPENSE 
	

	DATE SUBMITTED TO HR 
	

	EXPENSE DESCRIPTION 


	




SUBMISSION MUST BE RECEIVED NO LATER THAN JUNE 15, 2027
2

