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SEMESTER:      FALL       SPRING      SUMMER 	  NEW APPLICATION 
YEAR: _____________	  AMENDED APPLICATION

Complete and submit this form to your supervisor.


EMPLOYEE NAME:  ________________________________  DEPARTMENT: _____________________
	    
STUDENT ID NO. ___________________________TITLE:  ______________________________________

A separate application is required for job required and career or personal development course(s).

Please check one:
· job required (If the class requires a book, a DPO is needed)
	Department account number is only required if the department is requiring the employee to take the course. These credits will not be charged to the grant-in-aid account.
Department account number to be charged:  ____________________________        _____________
OR	Supervisor’s Initials
· for career or personal development/enhancement
All eligible classified employees may apply for Grant-In-Aid for a total of twelve (12) credits per fiscal year which may be distributed at the classified employee’s discretion, but not to exceed six (6) credits per semester (fall, spring, and summer).
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*Continuing Education, "0" credit classes, and classes for audit are not eligible for Grant-in-Aid.

I have read, understand and agree to the terms in the attached GIA policy and procedures.

 ___________________________________________________			
(CLASSIFIED EMPLOYEE)          			(DATE)

REQUIRED SIGNATURES & DATES                                                          

					
(SUPERVISOR)	(1 week to review)	(DATE RECEIVED)		(DATE APPROVED)

					
(VICE PRESIDENT FOR DEPARTMENT/	(1 week to review)	(DATE RECEIVED)		(DATE APPROVED)
DESIGNEE)

					
(CONTROLLER’S OFFICE)		(DATE RECEIVED)		(DATE PROCESSED)


Eligibility Requirements
A grade of “C” or above (or “P” in the case of pass/withdraw courses) is required. If the employee does not meet these requirements, the employee will not be reimbursed for fees paid to other NSHE institutions, and/or the employee will be held responsible to reimburse GIA for GBC course fees. The Controller’s office verifies grades and eligibility at the end of each semester.

Distribution:  Controller’s Office (White), Human Resources (Yellow), Employee (Pink), Vice President (Goldenrod)
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