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Instructions
· Attach printed material identifying organization, address, deadline date, amount of tuition, and date by which certificates will be issued.  

· Secure all signatures.  
· Return this form to 111 McCracken Power Plant, 2003 Millikin Road.  Payment will be made upon proof of registration.
· Furnish a certificate to your supervisor indicating satisfactory completion, within 14 days after completing the course.

· Retain copies of this form for your records with copies of receipts, certificates, and/or diplomas, etc.  A copy of this form will be kept in your personnel file.
	Request

	I wish to apply for approval of the following training programs, consisting of       hours of classroom study:
     

	How this training relates to my work assignment:

     
	How my shop/area will benefit from my participation:

     

	Course Dates

     
	Course Location

     
	Course Tuition

$     

	Reimbursement and Payroll Deduction

	In consideration of prepayment of training expenses for the above-described program, I agree that I am responsible to repay to The Ohio State University $      if I fail to satisfactorily complete the training program, which includes attendance and academic requirements.  If I do not demonstrate satisfactory completion of this training program, this authorizes The Ohio State University to implement payroll deduction at the rate of $      per pay period for a total of five payments, in order to repay the prepaid training expenses … or if I resign or am terminated from the department before completion, I agree to reimburse the university for all expenses prepaid on my behalf pursuant to this agreement.  

	Employee Name

     
	Employee ID #
     

	Employee Signature
	Date

     


	Approval Signatures

	Zone Leader or Superintendent
	Date

	District Leader or Central Services Leader
	Date

	Senior Director of Operations or Utilities
	Date
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