
Workflow for Approval to Participate in Tuition Refund Program
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submits “Approval to 
Participate in Tuition 

Refund Program”

Reviews for 
completeness and 

eligibility

Meets with 
employee.  

Verifies 
compliance with 

A.O. 7-4

Complete?

Approves?

Eligible?  
Completed 

13 pay period and “satisfactory” 
or higher on performance 

evaluation

Yes

End of ProcessNo

Notifies employee 
of disapproval

No

No

Yes

Yes

HR (Employee  
Development 

Division (EDD)) 
reviews and 

approves

Approves?

Copy sent to  DPR/ 
TRC  & original  sent 

to HR (Payroll & 
Information 

Management Division 
(P&IM)

Yes

No

Creates employee 
folder and files form

Notifies employee of 
approval
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