You Can Fill Out This Form Two Ways:


Tuition Reimbursement Plan of Work Form 

Wayne County - Department of Personnel/Human Resources
Instructions:  All County employees who utilize Tuition Reimbursement to pursue an accredited degree program must have a Plan of Work on file with the Recruitment/Selection Unit prior to submitting applications for payment.  Complete this form or use an approved Plan of Work obtained from your college or university. Updates and/or changes to your Plan of Work must be submitted to the Tuition Reimbursement Office (Guardian Building) 500 Griswold, 9th Floor; Detroit, MI. 48226 as soon as possible.  The information provided must represent your entire degree program, not just one semester.  Attach additional sheet(s) if needed. 

	Name       

	Date       
	Employee ID #      

	College/University      


	Degree Sought      


	Major       

	Minor       

	Total Credit Hours Required      

	Anticipated Completion Date      
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	Course Title
	Credit Hours
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Elective/Required

	Course #
	Course Title
	Credit Hours

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Applicant Signature:
__________________________________________
Date:
__________________




You can fill out the form electronically by:





Double-click on the form file.  Here, the form will open in Microsoft Word.  As you open the form, you will notice gray areas in each field.  These are electronic fields that when you use the “Tab” Key will navigate (move) you throughout the form. The insertion point “blinking line” should be in the first field of the form.


Type in the data requested in each field. When you are completed with each field, use the “Tab” key to go to the next field.


If you notice that you want to change what you have typed in any field, use the “Tab” key and navigate to the area that you want to change, click in the field or box and re-enter the information.  Continue this process until you are done filling out the form. 


When all data is entered, fax your completed application to:


Tuition Reimbursement Office - (313) 967-6027 or (313) 967-1228.





This process is only for initial submission of application for approval.





Note:  This electronic process in a testing phase.  We need your input and/or


suggestions.  If you cannot process this form electronically, please notify the Tuition Reimbursement Office at (313) 224-0889. Thank You!
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You can fill out the form manually by:


Making a copy of the form.


Filling it out manually.


Upon completion, fax the form to the Tuition Reimbursement Office at (313) 967-6027 or (313) 967-1228 for initial processing. 





This process is only for initial submission of application for approval.
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