SEIU 1199NE Training and Upgrading Fund 
Application Submission Requirements
(Revised January 2023)

To apply for reimbursement, eligible employees (see Reimbursement Policy) must submit the following items to be considered complete:
For Credit-bearing/College Courses: 
· [bookmark: _Hlk40106751]1199 Education Fund Reimbursement Application – Applicant Signature required 
· Proof of Payment, showing any financial aid, payments, and semester credits 
· Proof of course dates – ex. Academic calendar, syllabus
· Final grades – To be eligible, final grades must be “C” or better

For non-credit-bearing/workshops/seminars and other professional development courses:
· 1199 Education Fund Reimbursement Application - Applicant Signature required 
· Course description/brochure/flyer/website showing date(s) of program, cost and fees, or an invoice from program host showing service cost and description
· Proof of Payment, including itemized receipts, credit card statements, cancelled checks (Please ensure proof of payment includes method of payment, i.e., credit, check, cash.)
· Proof of Program Completion, including certificates, CEUs, confirmations of attendance 

For material expenses (up to $500 is available towards the purchase of computers or textbooks): 
· 1199 Education Fund Reimbursement Application – Applicant Signature Required
· Proof of Payment, including itemized receipts, credit card statements, cancelled checks
· (For computers) Proof of online course or program registration
· (For Books) Required course booklist or syllabus showing the text is required

· Documents submitted with HANDWRITTEN names will not be accepted. All documents must contain the applicant’s name in print.
· Applications MUST be submitted WITHIN 60 days of course/program completion date. 
· Applications and materials can be sent to Lorina Harte, RI 1199 Training and Upgrading Fund Director, via email: LHarte@1199trainingfund.org.  
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