
PARTICIPANT'S INSTRUCTIONS: Submit a copy to your Immediate Supervisor for signature (not required for FOP). Official grade notice for 
last course(s) completed under Tuition Assistance must be submitted as soon as it is received from the educational institution or at the time of application 
whichever comes first. It is the employee's responsibility to submit grade notices. Submit completed and signed application to the Office of Human 
Resources, Training & Organizational Development Team, Executive Office Building, 7th Floor. For further information call (240) 777-5116. 

DEPARTMENTAL INFORMATION AND RECOMMENDATIONS: Please provide the requested information on 
applicant by checking the appropriate box. 

IMMEDIATE SUPERVISOR (not required [or the Police Bargaining Unit FOP and IAFF) 

1.	 Employee is Full-time merit employee _ Part-time merit employee _ 

Other Please define) 

2. Employee	 Has Permanent Status _ Does Not Have Permanent Status _ 

3. Employee's Educational Objective (please check the appropriate statement) : 

____ Career Development/ Degree or Certificate Program
 

___ Job Improvement / Maintains or Improves Skills for Current Position
 

RECOMMENDATION: APPROVAL DISAPPROVAL 
(A non-approval recommendation shall be based on substandard work performance or misconduct by the employee (which is 
documented in the employee's performance evaluation) or other reasons which clearly need to be described. Please briefly 
describe the basis for a disapproval. 

Signature and title	 Date 

DEPARTMENTAL REPRESENTATIVE OR DIVISION CHIEF (not required [or the Police Bargaining Unit FOP and 
IAFF) 

I concur do not concur _ with the recommendation of the immediate supervisor. 

REMARKS: 

Signature and title	 Date 

OFFICE OF HUMAN RESOURCES ACTION
 

Previous tuition assistance received under tuition assistance by applicant during the fiscal year for which this application is made.
 
.$ 
__,--_ Application Approved for $ , Application Disapproved 

THIS COURSE(S) IS IS NOT PART OF A PROGRAM OF STUDY THAT COULD QUALIFY THE 
EMPLOYEE FOR A NEW TRADE OR BUSINESS 

Coordinator's Signature	 Date 


