> \ SAN MATEO COUNTY
) ) COMMUNITY COLLEGE
P DISTRICT

Request for Tuition Reimbursement

Use this form for reimbursements ONLY; it is not intended for equipment purchases.
You are encouraged to use your procurement card.
Do not use to pay invoices. For pre-approved expenses only.
Request must be accompanied by original receipts and proof of payment.

You must also submit course completion as well as grades in order for HR to process this form for payment.

Please note that you must submit required documents for reimbursement no later than 30 days

after semester ending or course completion.

Payable to: Requestor's Name

College Division

Extension Social Security Number or ID

List each receipt separately

Requestor's Signature

Administrator's Signature

Human Resources Signature

Date

Date

Date

Date Description

Fund No.| Org No. | Acct No.

Program| Amount

Submit this form with original payment documentation as well as
course completion and grades to proper CSD campus contacts, no
later than 30 days after course completion or semester ending.

Retain copies of your receipts until re-imbursed

Total Approved for Payment:

Campus Representative Initials:

$0.00

rev. 01/07
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