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EDUCATIONAL ASSISTANCE REQUEST


Name __________________________________________
Date ______________


Employee Number _____________

Department _____________________
Job Title ____________________________


 FORMCHECKBOX 
  Undergraduate level courses


 FORMCHECKBOX 
 Graduate level courses

Course(s) for which you are requesting assistance:
Course name:




Course number:


       Cost:









           (Tuition and fees)
_______________________________

_____________________

$_________
_______________________________

_____________________

$_________
_______________________________

_____________________

$_________
_______________________________

_____________________

$_________
Books:










$________









Total cost:

$________
Name of School offering course: _____________________________________________
Date course begins (Month and Year) ____/______
Date course ends (Month and Year) ____/______
In what way do you think this (these) course(s) directly relate(s) to your position?
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
I understand the policies governing the Educational Assistance Program as outlined in Employee Informational Guide.
_______________________________________

Date _______________
Employee Signature




_______________________________________

Date _______________
Manager Signature
_______________________________________

Date _______________
Human Resource Manager Signature
_______________________________________

Date _______________
General Manager Signature (if over $500) 

This form is to be completed and approved prior to registration.  Upon successful completion (“C” or better) of the course, submit the course bills and grade to Human Resources.  Woodgrain will not reimburse more than $3,000 per calendar year for undergraduate courses or $5,250 for graduate courses.
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