FAIRLEIGH DICKINSON UNIVERSITY

APPLICATION FOR EMPLOYEE TUITION GRANT

Completed applications must be submitted to Human Resources – Teaneck/Hackensack Campus (HDH3-05) at least two weeks before the published registration deadlines for the semester.  Receipt for approved credits will be issued and must be presented to Enrollment Services at the time the student registers.  Students may not register without this Receipt.  A separate ETG application is required for each semester/academic period.
_____________________________      __________________        ________________     ________   _____________    _________

Employee Name


       Soc. Sec. #                          Department                    Campus      Work Tel. Ext.     Mail Code

Employee Status: (  Active       (  Retired      (  Deceased               (  Terminated & Eligible for Tuition Continuation Benefits          

(  Full-Time  (  Part-Time   ( Union  ( Non-Union

_____________________________      ___________________     _______________     ______________________________

Student’s Name                                       Soc. Sec. #                         Date of Birth               Relationship to Employee

Student Status:    (  Graduate     (  Undergradute     (  Full-Time     (  Part-Time     (  Auditor

*Supervisor’s approval required for credits in excess of 11 (undergraduate), in excess of 8 (graduate).  If Supervisor denies request employee reserves the right to appeal to the next level.    

 ______________________________________________                                                                                                                      

* Supervisor’s Signature                                 Date                            
(   Approve          (  Denied

______________________________________________                   
(   Approve          (  Denied
*Dean/Dept. Head Signature                           Date                          

# of Credits _________  $ __________
Registration Location
  Semester            Year               Semester                 Year
Semester and Year Student Last                     Teaneck        _______ 
1.Fall

_____ 
4.  1st Summer

_____

Attended FDU _____________                      Madison        _______ 
2.Spring

_____ 
5.  2nd Summer

_____

      




 NC/EWC – T _______ 
3.Intersession
_____ 
6.  3rd Summer

_____

 




 Wroxton         _______ 

COMPLETE THIS SECTION IF STUDENT IS DEPENDENT 
I hereby certify that the student is my dependent  and I will claim him/her on my Federal Income Tax Return for the period covered by this grant.  If requested, I will submit a certified copy of my Federal Income Tax Return.

Employee’s Signature __________________________________       Date ___________________

EMPLOYEE TUITION GRANT POLICY ~ ALL INSTITUTIONAL AID COMBINED IS CAPPED AT THE COST OF TUITION


Regular full-time union and non-union  employees after 90 calendar days of continuous employment, are entitled to Employee Tuition Grants for academic services/accredited courses for self.  Spouse and dependent children who are claimed on their Federal Income Tax Returns for the year in which the grant is awarded are eligible immediately. Grants may be applied to cover the cost of undergraduate and graduate credit courses that are offered by Fairleigh Dickinson University.  Grants are not awarded for Continuing Education non-credit programs.  Grants do not cover fees, including the $17.00 per credit ETG fee, food, lodging, books, travel, or any other charges not generally included as tuition.    


Regular part-time employees who work a minimum of 16 hours per week for 9, 10, 11, or 12 months per year and part-time faculty who teach a minimum of 3 credits per semester, after 90 calendar days of continuous employment, are entitled to Employee Tuition Grant as described above for Regular Full-time employees; except that grants are limited to maximum of 4 credits per semester or academic period, and a maximum of 8 credits per fiscal year.  Part-time faculty must be working in the fall semester in order to be eligible for a grant in the fall semester.  The same rule applies to the spring semester.  Part-time faculty will be eligible for a grant in any of the three summer sessions if he/she worked in the spring semester immediately prior.  Part-time employees are not eligible for the Employee Tuition Grant as described below for Full-time, non-union employees. Part-time employees are granted only ONE (1) tuition grant per family, whether for self, spouse or dependent child, in any one semester. 


Full-time, non-union employees  who complete (1) one year of service prior to the start of the semester or academic period for which the grant is requested, are also eligible for Employee Tuition Grants for qualified dependents other than children or spouses who enroll as full-time students provided the student is claimed on the employees Federal Income Tax Return for the period covered by this grant. 

Grants for graduate credits may be considered taxable income.

An employee, whose employment with Fairleigh Dickinson University terminates for any reason other than for retirement prior to the completion of one-half of the academic period in which an Employee Tuition Grant is being utilized, will be responsible for payment of one-half of the dollar amount of the grant.  If termination occurs after completion of one-half of the academic period in which the grant is being utilized, the employee will be entitled to retain all of the grant.  Other rules apply for certain employees covered by salary continuation and certain employees/dependents in the event of death, retirement and/or disability.

Employees who are on personal or medical leave may not utilize an Employee Tuition Grant for self.
I have read and understand the ETG policy and agree to abide by it.  








       __________________________________________________________________

HR – 3/03






       Employee’s Signature



Date

In accordance with Federal and/or state tax laws, grants for graduate courses taken by spouses or other qualified dependents may result in taxable income and withholdings by the University.  Applicable laws may also require Fairleigh Dickinson University to treat the value of graduate courses taken by employees in excess of $5250 under Section 127 (IRC) as taxable income, unless the course is directly “job related” as defined in IRC Section 162.  In order to make a determination as to the required tax withholding and the reportability of the value of graduate courses taken by employees, the following information must be provided by the employee and his/her supervisor. *

Employee’s Job Title: ___________________________________________________________________________________________________

Degree Major/Program Title: ___________________________________________________________________________________

Graduate Courses the employee intends to register for:

	Course Number (s)
	Course Name(s)
	Credit Hours

	1.


	
	

	2.


	
	

	3.


	
	

	4.


	
	


If the graduate course(s) is “job related”, please provide a brief statement describing how the course(s) maintains or improves skills required by your current position, or is required to keep your present job.  Include a statement supporting each “job related” graduate course.  Attached is an additional page if necessary.

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Supervisor: You must complete this section in order for the tax status of the course(s) to be determined.

 






               Course  # 1              Course # 2             Course # 3          Course # 4

A.) Is the course Graduate Level?




( Yes   (  No       ( Yes   (  No      ( Yes   ( No      ( Yes   ( No

B.) Is the course needed to meet the minimum educational requirements
( Yes   (  No       ( Yes   (  No      ( Yes   ( No      ( Yes   ( No

      to qualify the employee in his/her position? 

C.) Is the course part of a study program that can qualify the employee
( Yes   ( No       ( Yes   ( No       ( Yes   ( No      ( Yes   ( No 
      in a new trade or business?

D.) Is the course required by FDU, or by law, in order for the

( Yes   ( No       ( Yes   ( No      ( Yes   ( No      ( Yes   ( No
      the employee to keep their present salary, status, or job?

E.) Does the course maintain or improve skills required in the 

( Yes   ( No       ( Yes   ( No      ( Yes   ( No      ( Yes   ( No    
      employee’s present position?

Supervisor’s Signature_____________________________________Title______________________________Date_____________

*The value of undergraduate courses taken by the employee, an eligible spouse, or other eligible dependent under the provisions of this policy are generally not subject to tax withholdings by the University under Section 117 (IRC).  The value of graduate courses taken by the employee may not be subject to withholdings by the University, if the courses meet the IRS definition of “job related” and do not qualify the employee for another trade or business under Sections 132, 162 (IRC).  The value of graduate courses taken by an employee to maintain or improve his/her job skills required in the present position, or to meet express requirements set by FDU or by law of retaining his/her current job are generally not subject to tax withholdings by the University. Otherwise, the value of graduate courses taken by an employee may be subject to tax withholdings by the University.  This is factual determination based on information provided and, therefore, it is suggested that all employees have the taxability of the grants reviewed by their tax advisor.

