MIDDLE TENNESSEE STATE UNIVERSITY

POLICIES AND PROCEDURES MANUAL

POLICY NO: I:01:16 DATE: December 17, 1998
- SUPERCEDES POLICY NO: I:01:16 ) DATED: March 1, 1988

SUBJECT: Faculty and Staff Support f ducational Expenses

APPROVED: James E. Walker, Presid

The Tennessee Board of Regents is committed to the need for the
continued professional growth and development of faculty and
staff. It considers support for educational expenses of personnel
an important vehicle for addressing that need. This program is
available subject to funds being budgeted and available within
each institution.

Types of Support for Educational Expenses

There are four (4) programs provided for personnel to further
their formal educations. The programs are:

(1) Faculty or Administrative/Professional Staff Grant-in-Aid
Program

This program is designed to provide tuition or maintenance
fees and/or living allowance for an individual who - on an
approved leave of absence - is enrolled on a full-time basis
in credit courses.

(2) Faculty or Administrative/Professional Staff Tuition or
Maintenance Fee Reimbursement Program

This program is designed to provide tuition or maintenance
fees only for an individual who takes credit courses on a
part-time basis - either at his or her own or at -another
institution - while continuing work responsibilities at the
home institution.

(3) Employee Audit Program

This program is designed to provide tuition or maintenance
fees only for an individual who takes courses on an audit
basis at the home institution while continuing work
responsibilities at that institution.

(4) Clerical and Support Staff Maintenance Fee Payment Program

This program is designed to provide maintenance fee payment
only for an individual who takes credit courses in a degree



program and who takes the courses at any Tennessee public
institution while continuing work responsibilities at the home
institution.

Employees may take non-credit courses that are directly job
related at the home institution or another Tennessee public

institution. Retirees may participate in programs (2), (3), and

(4) at TBR institutions/schools only.

Undergraduate course tuition paid by the Tennessee Board of
Regents institutions and the University of Tennessee System for
their employees is eligible for exclusion from the employees’
gross annual income, in accordance with Internal Revenue code
(IRC) Section 117 (d). For graduate courses that began after June
30, 1996, tuition will be included in the employee’s income as
wages. The only exception for excluding graduate tuition from
income is for a course that qualifies as "work-related".

Graduate courses are considered work related if the education;

(a) maintains or improves skills rquired by the individual in
his/her employment; or

(b) meets the express requirements of the individual’s employer,
or the requirement of applicable law or regulations, imposed
as a condition to retain the present position or salary.

However, even if the education meets the requirements listed
above, the education expenditures are not considered work related
if the education:

(a) 1is reguired in order to meet the minimum education
requirements for gqualification in his/her employment; or

{(b) gqualifies the individual in a new trade or business.

If the supervisor is not sure that the graduate course is
work-related, the supervisor should contact the Benefits Section
of the Office of Human Resources for assistance in making the
determination.

The descriptions below provide relevant features of each program.
Exceptions to these provisions can be made upon recommendation of
the president and approval by the Chancellor.

(1) Faculty or Administrative/Professional Staff Grant—-in-Aid

Program

Eligibility Any full-time faculty member or administra-
tive/professional staff member who has been
employed by the institution for two or more
vears may, upon the approval of the president,
be eligible for receipt of a grant-in-aid
award. Employees with temporary service




Criteria
. 4

Level of

Support

immediately preceding regular employment shall
receive credit for such service if they
qualify for leave accrual and longevity
adjustments.

The status of an employee on the published
first day of classes for each term determines
eligibility for participation in this program.
Any change in status after the first day of
calsses shall not affect eligibility for that
term or the amount of assistance received.

The grant-in-aid shall be awarded on the basis
of demonstrated need for further academic
development which will ultimately benefit the
institution; written justification must be
submitted to the president.

Grant-in-aid normally will be limited to
personnel working toward the doctorate, or
other terminal degree. However, requests for
aid to pursue degrees below the doctoral level
in technical/professional disciplines, and for
the training or retraining of administrative/
professional staff will be considered. A2ll
grant-in-aid should be recommended on the
basis of the following priorities:

(a) requests from minority and female
personnel,

{b) requests from tenured faculty,

(c) requests from tenured/non-tenured
personnel of departments in which the
institution desires further development.

Faculty and administrative/professional
personnel who have made successful application
for grant-in-aid may be compensated with
institutional funds for tuition-related fees
and monthly living allowances in accordance
with the following provisions:

(a) reimbursement of tuition-related fees may
not exceed actual maintenance fees or
tuition. Tuition-related fees may
include maintenance fees, tuition, debt
service fees, service charges and
incidental fees payable at the time of
registration, but shall not include room,
board, and supplies.

(b) monthly living allowances may not exceed
50% of the grantee’s monthly salary.



Academic year salaries are to be divided
by nine to derive an equated monthly
rate.

Stipulations The conditions of a grant-in-aid shall comply
with the following minimum requirements:

a.

The recipient shall be required to return
and be employed by the institution for no
less than three months of full-time
employment for each month of grant-in-aid
awarded. Repayment of time shall commence
immediately after completion of the period
of study or withdrawal from program. In
exchange for reimbursement of allowable
expenses, a participant will commit to
work for the sponsoring institution or if
no appropriate employment is available, at
one of the other Tennessee Board of
Regents institutions or within the
University of Tennessee System.

Failure on the part of the recipient to
remain employed for the period of time
agreed upon in the contract shall result
in a financial obligation to the
institution based upon the terms of the
contract. The contract specifies that if
employment is terminated prior to
fulfillment of the employment obligation,
the final paycheck and check representing
the amount of accrued, but unused annual
leave may be withheld as repayment of the
financial obligation. If such amounts are
insufficient to recoup the amount owed by
the employee, the institution has the
option of pursuing one of two methods to
achieve repayment as stated below:

(1) The amount or balance owed shall
become an accoiunt receivable and the
institution shall follow the
procedure outlined in Guideline
B-010, Accounts Receivable - Employee
Receivables. If payment in full is
not obtained, the debt shall be
assigned to a collection agency; or

(2) The employee will be regquired to
execute a promisory note (Appendix E)
acknowledging receipt of the
grant-in—aid and containing repayment
terms and conditions consistent with
the grant-in-aid contract prior to
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the employee leaving the institution
should he/she fail to fully complete
the employment requirements of the
contract.

Summer or short-term employment shall be
considered part-time employment in cases
where the employee holds an academic year
appointment. No part-time employment
shall be creditable toward the fulfillment
of the contract.

No grant-in-aid shall be awarded for a
period more than twelve (12) months.

In general, a full grant-in-aid will be
awarded on a one-time basis.

Grant recipients must be placed on an
approved leave of absence and enrolled as
full-time students during the grant period
except where less than full-time is needed
to complete the program.

Requests for grants-in-aid shall be submitted
(using the form in Appendix A) to the
President prior teo the beginning of the
semester. After approval, the institution may
issue and execute the contract (Appendix C)
stating to the recipient the conditions under
which the grant-in-

aid is awarded.

a.

The number of grants—-in-aid of each
institution shall not exceed three percent
(3%) of the number of full-time faculty
and administrative/professional staff at
the institution at the time the awards are
requested.

In addition to these guidelines concerning
grant-in-aid recommendations, it is
recommended that complete materials
supporting the individuals’ requests be

‘maintained on campus. It further is

recommended that each grant recipient be
required to provide the president with
official grade reports during and upon
completion of the grant period. Continual
participation is dependent on the
recipient’s satisfactory progress toward
completion of a course of study.



c. Participants may attend public and private
institutions of higher education. Regquests
for grant-in-aid for participants will be
reimbursed at the current semester hour
rate for that institution.

(2) Faculty or Administrative/Professional Staff Tuition or
Maintenance Fee Reimbursement Program

Eligibility

Criteria
for
Selection

Level of
Support

a. Any regular part-time or full-time faculty
administrative/professional staff member
who has been employed by a TBR institution
for at least six months may, upon the
approval of the president, be eligible to
participate. Employees with temporary
service immediately preceding regular
employment shall receive credit for such
service if they gualify for leave accrual
and longevity adjustments.

b. Regquest for tuition or maintenance fee
reimbursement shall be submitted at least
two weeks prior to the enrollment
(appendix B). Regular part-time employees
may receive a pro rata portion of
assistance based on percentage of contract
for employment.

c. Employees who retire with at least 10
years of service maintain eligibility
under this program.

d. The status of an employee on the published
first day of classes for each term
determines eligibility for participation
in this program. Any change in status
after the first day of classes shall not
affect eligibility for that term or the
amount of assistance received.

Same as for Faculty or Administrative/
Professional Staff Grant-In-Aid Program,
except for retirees, who must only meet
eligibility guidelines based on

service described in (2)c. above.

Reimbursement may not exceed actual
maintenance or tuition for a maximum of six
credit hours per semester or quarter.
Tuition-related fees may include maintenance
fees, tuition, debt service fees, service
charges and incidental fees payable at the
time of registration. This maximum does not
apply to summer study.



Stipulations

Deadline
for
Submission

Additional
Note

a. The recipient, unless retired, shall be
required, after completion of the course or
courses, to be employed by the institution for
not less than one (1) month of full-time
employment for each month of the term of par-
ticipation in the Faculty or Administrative/
Professional Staff Tuition Reimbursement
Program.

b. Participants must complete with passing grades
all courses in which they enroll under this
program in order to take subsequent courses in
this program. A grade of Incomplete or
withdrawal from a course after the drop/add
deadline is not considered as achieving a
passing grade. The employee must pay for and
successfully complete the same number of
semester hours before again being eligible for
this program. Exceptions will be made only in
cases (1) where a course is failed for valid
health reasons or (2) where another substan-
tial reason has been approved by the president
or his/her designee.

¢. Except for retirees, courses should be
scheduled in counsel with supervisors to
assure maintenance of optimum job performance.
Courses should be scheduled at times other
than during regularly scheduled work
assignments unless annual leave or flextime,
based on the institution’s needs have been
approved.

Recommendations for Faculty or Administrative/
Professional Staff Tuition or Maintenance Fee
Reimbursement Program shall be submitted to the
president prior to each academic term, using the
form which appears in Appendix B. A separate
contract is not necessary.

The institution may provide reimbursement at the
time fees are due: however, it is the obligation
of the recipient to repay them if course work is
not satisfactorily completed. If the employee is
required to pay fees when due, fees may be paid in
accordance with the provisions of Deferred Paynment
Plan Guideline B-070, provided a Deferred Payment
Plan has been implemented a the insititution the
employee is attending.

Tt is recommended that complete materials
supporting the individuals’ requests be main-
tained on campus. It is further recommended that
each recipient be required to provide the



president with affirmed grade reports for the
course(s) taken.

(3) Emplovee Audit/Non-Credit Procgram

Eligibility

Criteria
for
Selection

Level of
Support

Stipulations

a. Any regular full-time or part-time
employee, including faculty at a TBR
institution/techni- cal center, who has
been employed by the institution for at
least six months is eligible - with the
approval of the president - to partici-
pate. Employees with temporary service
immediately preceding regular employment
shall receive credit for such service if
they gqualify for leave accrual and
longevity adjustments. In addition,
contingent upon space availability,
retired state employees with 30 or more
years of service are eligible to audit
courses at state insittutions of higher
education without charge.

b. Employees who retire with at least 10
years of service immediately preceding
retirement maintain eligibility under this

program.

€. Regular and temporary employees who have
attained age 60 are eligible to partici-
pate in this program, regardless of their
length of service.

d. The status of an employee on the published
first day of classes for each term
determines eligibility for participation
in this program. Any change in status
after the first day of classes shall not
affect eligibility for that term or the
amount of assistance received.

Any individual who meets the eligibility
criteria may continue to develop his or her
skills and knowledge through participation in
educational programs that are available on a
formal and organized basis.

The employee may request sponsorship from

his or her department or administrative unit
for support or maintenance or tuition related
fees for courses taken.

a. Employees, in counsel with their immediate
supervisors, should limit the number of



courses audited so as to maintain an
optimum level of job performance.

b. Except for retirees, courses should be
scheduled at times other than during
regularly scheduled work hours unless
annual leave or flextime, based on the
institution’s needs, have been approved.

¢. Course enrollment will be permitted on a
"gspace available" basis.

d. An employee may register only after the
formal registration period as defined by
the institution.

Deadline Request shall be submitted on an Employee
for Audit/Non-Credit Program form (Appendix D) at
Submission least two weeks prior to enrollment in the

course Or Ccourses.

(4) Clerical and Supporting Staff Maintenance Fee Payment Program

Eligibility a. This program is available to all regular
part-time and full-time clerical and
supporting staff members who have been
employed for at least six months. Staff
members shall be defined as not including
faculty, administrators/professional
staff, graduate assistants, post-doctoral
fellows, or personnel holding faculty rank
or status. Regular part-time employees
may receive a pro rata portion of assist-
ance based on percentage of contract for
employment. Employees with prior tempor-
ary service immediately preceding regqular
employment shall recieve credit for such
service if they qualify for leave accrual
and longevity adjustments.

b. In addition, employees who retire with at
least 10 years of service maintain eligi-
bility under this program.

¢. The status of an employee on the published
first day of classes for each term
determines eligibility for participation
in this program. Any change in status
after the first day of classes shall not
affect eligibility for that term or the
amount of assistance received.
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Level of
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Stipulations

Deadline for
Submission
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The program has as its general goal to
encourage staff members to develop their
skills and knowledge through participation in
educational programs.

This program is designed to provide
maintenance or tuition-related fees for a
maximum of six (6) credit hours per term.
Tuition-related fees may include maintenance
fees, tuition, debt service fees, technology
access fees, service charges and incidental
fees payable at the time of registration. The
employee will be responsible for application
fee and required deposits, laboratory fees,
ete.

a. Personnel must meet the requirements for
admission and are subject to institutional
regulations and academic procedures.

b. Except for retirees, courses should be
scheduled at times other than during
reqularly scheduled work assignments
unless annual leave or flextime, based on
institution’s needs, have been approved.

c. Regquests for approval to participate in
the Clerical and Support Staff Maintenance
Fee Payment Program shall be submitted on
a Clerical and Support Staff Maintenance
Fee Payment Program form (Appendix F).

d. Participants must complete with passing
grades all courses in which they enroll
under this program in order to take
subsequent courses in this program. 2
grade of Incomplete or Withdrawal after
the drop/add deadline is not considered as
achieving a passing grade. The employee
must pay for and successfully complete the
same number of semester hours before again
being eligible for this program. Excep-
tions will be made only in cases (1) where
a course is failed for valid health
reasons or (2) where another substantial
reason has been approved by the president
or his/her designee.

After the employee has made application and
received final acceptance, the employee must
submit the request to his or her supervisor
two weeks prior to registration. Employees,
in counsel with their supervisors, must limit



2dditional

Note

the number of credit hours in which they

enroll so as to maintain an optimum level of
job performance.

It is recommended that complete materials
supporting individuals’ requests be maintained
on campus. It is further recommended that
each recipient be required to provide the
president with affirmed grade reports for the
course(s) taken.



Appendix A
TENNESSEE BOARD OF REGENTS
FACULTY OR ADMINISTRATIVE/PROFESSIONAL STAFF
GRANT-IN-AID PROGRAM RECOMMENDATION FORM

This program is designed to provide tuition or maintenance fees and/or

living allowance for an individual who -- on an approved leave of
absence —- is enrolled on a full-time basis in credit courses.
Employee Name Soc. Sec. No.

Department Budget Account No.

Current Degree Status

(Degree and Area) (Additional Hours Beyond
Degree [No.])

Please provide answers to the following guestions:

(1) Is the employee a full-time faculty or administrative/profes;
sional staff member who has been employed at the nominating
institution/school two or more years?

Yes [ ] No [ ]

(2) Will the proposed study for which support is recommended enhance
the employee’s value to the institution/schocl as defined below

(Check appropriate purposes)?

[ ] Support for person working toward the doctorate or other
terminal degree

[ 1] Support for person pursuing a degree below the doctorate in
a technical or professional description

[ ] Support for personnel training or retaining to enhance
expertise needed by the institution/school

[ ] Other (Explain)

(3) In choosing to recommend the employee from those eligible, has
the institution/school recognized the following priorities?

(a) redquests for minority and female personnel,

(b) requests for tenured faculty,



(4)

(5)

(6)

13

{c) requests for tenured/non-tenured personnel of departments in
which the institution/school desires further development.

[ 1 Yes [ 1] Ro

What is the institution at which the individual will be studying?

What is the name of the program and degree level goal in which
the individual will be studying?

(Name of Program) (Degree Level: Bacc., Masters,
Specialist, Doctorate, other)

For which terms is the individual seeking grant-in-aid support as
a full-time student (check appropriate terms in A or B below,
depending on the calendar of the institution in which the
individual is studying)?

(A) For semester insititutions

Summer semester, 19
Fall semester, 19
Spring semester, 19
Other: Explain:

Lo B e B e B pn |

(B) For quarter insititutions

Summer quarter, 19
Fall guarter, 15
Winter quarter, 19
Spring quarter, 19
Other: Explain:

e
bl bt i bmd L

A grant-in-aid shall not be awarded for a period longer than
twelve (12) months.

What is the amount and purpose for the requested grant-in—aid
support?

(A) Tuition~related fees requested for terms
checked in #6. (Total)

Reimbursement of tuition-related fees may not exceed actual
maintenance fees or tutition. Tuition-related fees may
include maintenance fees, tution, debt service fees, service
charges and incidental fees payable at the time of
registration, but shall not include room, board, and
supplies.
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(B) Monthly living allowance requested {(Total)

Monthly living allowances may not exceed 50% of the
grantee’s monthly salary. Academic vear salaries are to be
divided by nine to derive an equated monthly salary rate.
Base salary?

FY or AY?

Monthly salary?

(C) Grant-in-aid support requested (Total)

(8) Indicate below the source and amount of any additional support
the individual will have for expenses incurred during the period
indicated in #6.

Amount Source

(9) Provide information requested belwo concerning any other
grant-in-aid the individual may have had.

(A) Has the individual previously held a grant-in-aid?
[ ] Yes [ 1 Xo

{(B) If "yes", when?

(C) If "yes", where was the study?

(D) If "“yes"™, describe what was achieved.

(E) If "yes", has the individual fulfilled the "return to
employment” obligation?

(10) Is an exception to TBR Guideline P-131 requested?

[ ] Yes [ ] No
If "yes", explain exception requested.



) APPROVAL OF GRANT-IN-AID:

INSTITUTION

President/Director

Date

15
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Appendix B

TENNESSEE BOARD OR REGENTS
FACULTY OR ADMINISTRATIVE/PROFESSIONAI, STAFF
TUITION OR MAINTENANCE FEE RECOMMENDATION/CONTRACT FORM

This program is designed to provide tuition or maintenance fees only
for an individual who takes credit courses on a part-time basis--

- wither at his or her own or at another institution -- while continuing

work responsibilities at the home institution/shool.

Employee Name Soc. Sec. HNo.

Department Budget Account No.

Current Degree Status

(Degree and Area) (Additional Hours Beyond
Degree [No.])

Please provide answers to the following questions:

(1) Are you a full-time faulty or administrative/professional
(exempt) staff member who has been employed at the nominating
institution/school six (6) months or more?

[ ] Yes [ ] No

(2) Will the proposed study for which your support is requested

enhance your value to the institution/school as defined below

{Check appropriate purposes)?

[ ] Support for working toward the doctorate or other terminal
degree

[ ] Support for pursuing a degree below the doctorate in a
technical or professional description

[ 1 Support for training or retraining to enhance expertise
needed by the institution/school

[ ] Other (Explain)

(3) Intent for use of tuition or maintenance fee reimbursement:

{(a) Location of proposed study

(b) Term of proposed study
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(c) Course(s) Credit Hours Maintenance Fee or Tuition

Total Reimbursement Reguested

Reimbursement may not exceed actual maintenance fees or tuition
for maximum of six credit hours per semester or gquarter. This
maximum does not apply to summer study.

{4) In requesting support for tuition or maintenance fee
reimbursement, do you agree with the stipulations listed in a-d
(below)?

[ } Yes [ ] No

a. The recipient, unless retired, shall be required, after
completion of the course or courses, to be employed by the
institution/school for not less than one (1) month of
full-time employment for each month of the term of
participation in the Faculty or Administrative/Professional
Staff tution Reimbursement Program.

b. Satisfactory completion of coursework must be demonstrated
to receive reimbursement and to remain eligible for
additional assistance. Institutions/schools may provide
reimbursement at the time fees are due; however, it is the
obligationof the recipient to repay them if coursework is
not satisfactorily completed.

c. Courses should be scheduled in counsel with supervisors to
assure maintenance of optimum job performance. Courses
should be scheduled at times other than during reqularly
scheduled work assignments unless annual leave or flextime,
based on the needs of the institution, have been approved.

d. It is recommended that complete materials supporting the
individuals’ requests be amintained on campus. It is further
recommended that each recipient be required to provide the
president with affirmed grade reports for the course(s)
taken.



(5) If the recipient should receive a student scholarship, he/she
will notify the Office of Human Resources immediately.

Signed: Date:
Applicant
Approved:
(Institution)
Date:
Supervisor
Date:

President/Director

*If any exception to TBR Guideline P-130 is requested please esplain
the request (below).
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: Appendix C

TENNESSEE BOARD OF REGENTS

FACULTY OR ADMINISTRATIVE/PROFESSIONAL STAFF GRANT-IN-AID
CONTRACT

THIS AGREEMENT, by and between '
‘ hereinafter referred to as "Institution" or "School" and
, hereinafter referred to as "Employee";

WITNESSETH:

In consideration of the mutual promises herein contained, herein the
parties have agreed and do hereby enter into this agreement according
to the provisions set out below:

a. The Employee agrees to:

1. Pursue additional training and/or education at

(Institution/School)

terminating with satisfactory accomplishment of the
following academic abjectives:

beginning ; 19 ;
and ending ; 19
2. Render full-time employment service (exclusive of summer and

intersession employment) to Institution/School for a period
of three (3) months for each month of grant-in—-aid awarded
and paid commencing at the completion of the above-specified
period.

3. To reimburse the Institution the total amount or pro rata
portion of the awarded grant plus interest at the rate of
eight percent (8%) per year in the event: (1) that employee
fails to return to the service of the Institution for the
period stated herein; ro (2) that Institution terminate
Employvee’s services for cause. The employee agrees that



13

20

his/her last paycheck and any amount representing accrued,
but unused annual leave shall be used toward paying off any
amounts which mey be left owing if the employee leaves or is
terminated without fulfilling the employment obligation.

To comply with, all terms and conditions of the award of
grants-in-aid under TBR Guideline P-130, as amended and in
effect on the date of this contract.

If requested to execute a promissory note (Appendix E)
acknowledging receipt of the grant-in-aid and containing
repayment terms and conditions consistent with this
agreement prior to the employee leaving the institution
should he/she faild to fully complete the employment
requriements of this contract.

Utilize the grant-in-aid only for costs that are directly
related to tuition-related fees and monthly living expenses
consistent with the academic objectives outlined herein.

Prepare and give a written report to Institution/School on
progress achieved during each term of sponsored enrocllment.

Provide all information requested by Institution/School or
its representative for the purpose of assessing employee’s
progress toward the designated academic objective.

Institution/School agrees to:

1.

Furnish to employee for a period of months the sum of
S per month as a monthly living allowance plus
actual tuition or enrcollment fees in the maximum amount of

$ per (semester/quarter) for terms, to enable

employee to complete the stated training and/or education.

It is mutually agreed:

1.

That employee meets the requirements for eligibility for
participation in the faculty or professional staff
grant-In-Aid program as outlined in TBR Guideline P-130.

Institution/School may terminate the employment of Employee
prior to the commencement of or during the employment
service period provided herein. In the event such
termination by Institution/School is without cause, Employee
shall be relieved of further liability under this contract.
In the event of termination of Employee for cause, the
Employee shall be liable to Institution/School pursuant to
the provisions of this agreement.

This agreement will not become binding upon either party

~until approved by the President of the Institption or

his/her designee.
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4. All amendents and/or modifications to this agreement of the
dates their signatures are set forth below.

5. If the recipient should receive a student scholarship,
he/she will notify the Office of Human Resources
immediately.

Employee Date
APPROVED:
Date

President
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Appendix D

TENNESSEE BOARD OF RECENTS
EMPLOYEE AUDIT/NON-CREDIT FPROGRAM

This program is designed to provide maintenance or tuition-related
fees for an employee who takes courses on an audit/non-credit basis at
a Tennessee Public institution while continuing work responsibilities
at the home institution/technology center.

INSTRUCTIONS: Please complete Section I below and forward this form
to your immediate supervisor for proper processing prior to
registration. If approved, the original and two copies will be
returned to you for use when registering. The original and one copy
of this form must be presented by you to the fees cashier at
registration.

I. {(To be completed by the employee):

Employee Name: SSN:

Insititution/Department:

This 1is to request that I be granted a scholarship to cover in-state
mainteenance or tuition-related fees or non-credit course fees for

listed class(es) offered in the semester, 19
at (institution/technology center).
The class(es) will be taken for: [ ] audit [ ] non-credit

Course Class

Number Title Cr.Hrs. Period

or CEU’s Hours Day(s)

i.
2.

Reason for this request:

Signature: Date:

II. (Approval Recommendation)

Account Number to be charged:

Immeiate Supervisor: Date:

Administrative Supervisor: Date:
(If Applicable)




—

. _/‘M

ITT. (Employment Certificaiton)

Date of Regular Employment:

(6 months of service required)
Percentage of Employment:

Signature: Date:

23

Director of Human Resources
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Appendix E

PROMISSORY NOTE
(Grant~In-Aid; Black Faculty/Staff Development) Progran
of the
Tennessee Board of Regents

I, ;, hereinafter called the
Maker promise to pay to
(Instltutlon/Technology Center), here1nafter calle dthe Lender, that
principle sum of money as recorded in the (Instltutlons/Technology
Center’s) Business Office in connection with the

(title or type of agreement), or as
specified in, or attached as an exhibit to the

(title or type of agreement) entered

, 19 which terms and provisions are incorporated

herein as though specifically set forth, and which amount is %
together with all interest accruing, and any attorneys’ fees and other
costs and damages necessary for the collection of any amount not Pald
when due.

MAKER further understands and agrees and 1t is understood between the
parties that:

1. The entire amount of principle became due and payable on the
day of ; 19
2. Maker shall repay this sum in equal monthly installments of
$ each, and continuing for such
payments, with all unpaid principle an dinterest being paid
in full years fro the date hereof. Payments shall be
made at or mailed to:

3. Each monthly payment is due on the day of each month.
The payment due for each month becomes delinquest on the

day of the month.

4. Interest shall accrue at the rate of eight (8) percent per
annum. Nothing herein shall entitle Lender to charge,
collect or otherwise receive interest in excess of the
maximom limit imposed by applicable laws or regulations in
their present form or as they may be amended.

5. The entire principle together with interest thereon, shall
be due and payable upon demand, an dinterest shall begin to
accrue on the date specified above for commencement of
payment.

6. If maker fails to make payment as specified herein, all
amounts then remaining unpaid on this Note may be declared
to be immediately due and payable without notice, at the
option of Lender. Lender may waive any default before or
after the same has been declared and restore this Note to
full force and effect without impairing any rights
hereunder, such right of waiver being a continuing one.

7. Demand, notice and protest are expressly waived. '
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In the event this Note is placed in the hands of a
collection agency and/or one or more attorneys for
cellection, the Maker agrees to pay all collection costs,
attorneys’ fees and court or other costs incurred.

This note shall be construed in accordance with the laws of
Tennessee and may not e changed or terminated except in
writing.

Executed this day of . , 19 .
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Appendix F

TENNESSEE BOARD OF REGENTS INSTITUTION
CLERICAL AND SUPPORT STAFF MATNTENANCE FEE PAYMENT PROGRAM

This program is designed to provide maintenance or tuition-related
fees for an employee who takes credit courses at any Tennessee public
institution while continuing work responsiblities at the home
institution/technology center.

INSTRUCTIONS: Please complete Section I below and forward this form
to your immediate supervisor for proper processing prlor to
registration. If approved, the original and two copies will be
returned to you for use when registering. The original and one copy
of this form must be presented by you toc the fees cashier at
registration.

I. (To be completed by the employee):

Employee Name: SS8N:

Insititution/Department:

This is to request that I be granted a scholarship to cover in-state
maintenance or tuition-related fees for listed class(es) offered in
the semester, 19 at
(institution/technology center).

If I receive a student scholarship, I will notify the Office of Human
Resources immediately.

Course Class
Number Title Period
Cr. Hrs. Hours Day(s)
1.
2.

Reason for this request:

Signature: Date:

IT. (Approval Recommendation)

Account Number to be charged:

Immeiate Supervisor: Date:

Administrative Supervisor: Date:
(If Applicable)
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ITI. (Employment Certificaiton)

Date of Regular Employment:
Percentage of Employment:

Signature:

(6 months of service required)

Date:
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Director of Human Resources



