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PURPOSE

The purpose of this program is to promote career and professional development for eligible staf employees and
their dependents through the CSULB Research Foundation Educational Assistance Program.

STAFF ELIGIBILITY

The program is available to full-time regular and part-time regular CSULB Research Foundation employees upon
completion of six (6) months of employment in an eligible category.

EMPLOYEE EDUCATIONAL ASSISTANCE PROGRAM

The CSULB Research Foundation Educational Assistance Program allows eligible CSULB Research Founda-
tion employees to receive reimbursement of the State University tuition enrollment fee (other fees excluded)
equivalent to six (6) units of instruction at the prevailing CSULB State University rate per semester (Fall Aca-
demic Semester and Spring Academic Semester). All classes must either be taken for grades (C or better) or for
credit/no-credit (proof of passing required). Course work completed must be in pursuit of an individual’s initial
Bachelor’s degree, Master’s degree and/or credential.

Since this beneft is entirely funded by direct program funds, approval is contingent upon availability of funds,
program sponsor approval (if required by sponsor) and Project Director approval. Written approval for Educa-
tional Assistance must be received by the Research Foundation Human Resources Department prior to course
enrollment. Reimbursement is not limited to the CSU system. Educational Assistance Program requests based
upon non-CSULB academic calendars may submit a total of two (2) requests per CSULB academic year — one
(1) equivalent to the CSULB fall semester and one (1) equivalent to the CSULB spring semester.

Employees who wish to take classes during normal business hours must have the prior written approval of their
Director/Manager in order to alter their work schedule. A copy of this approval must be submitted to Research
Foundation HR for documentation in the employee’s personnel fle. The employee will be required to either
make-up the time spent away from work or use accrued vacation or OPA hours in order to be compensated.
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If the employee chooses to take classes in addition to those covered under the Educational Assistance Program,
the employee will be responsible for all fees associated with the additional units/classes. The employee is re-
sponsible for all late registration/course fees if appropriate registration deadlines are not met.

DEPENDENT EDUCATIONAL ASSISTANCE PROGRAM (Effective July 1, 2008) -
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According to the Internal Revenue Code sections under the CSULB Research Foundation Educational
Assistance Program, the following tax-free or taxable benefts are available to CSULB Research Foun-
dation employees and their children, spouses and/or domestic partners:

Eligible Participant Course Level(s) Tax Status
CSULB Research Foundation Employee | Undergraduate and Graduate | Nontaxable
Employee’s Spouse/Dependent Child Undergraduate Nontaxable
Graduate Taxable
Employee’s Domestic Partner Undergraduate Taxable
Graduate Taxable

*Nothing contained herein should be construed as tax advice. Employees are advised to consult their tax advisor regarding
taxes associated with this beneft.

SEPARATION/CHANGE OF EMPLOYMENT

Employees who separate from the CSULB Research Foundation or otherwise become ineligible (i.e,
change in employment status) prior to completing the semester and submitting the necessary reim-
bursement documentation shall become ineligible for the Educational Assistance Program and will not
be reimbursed.

REQUEST/APPLICATION PROCEDURES

Prior to enrolling in a course, the employee must complete and submit the CSULB Research Founda-
tion “Request for Educational Assistance Form” (form available on Research Foundation website or
from Research Foundation HR Department) to the Research Foundation Human Resources Depart-
ment with necessary back-up documents for approval. These documents include, but are not limited to
the following:

e Program description

e Course description

e Verifcation of dependency status (as applicable)

e Signature approval from the employee’s program sponsor (if required by sponsor) and Project Director/

Manager associated with the employees’ department
*Program description and course description information may be copied from a course catalog or the institution’s website.

REIMBURSEMENT PROCEDURES

Reimbursement by the CSULB Research Foundation for pre-approved academic units will only be
made once proof of successful course completion has been submitted. For reimbursement, the em-
ployee is required to submit the following documentation within one (1) month of course completion:

e Proof of successful course completion (grade of C or better; or proof of “passing” the course if the
course was taken as credit/no credit)

e Itemized proof of course payment/registration
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