Pre-Approval for Work-Related Educational Support

	1.
	Name of individual requesting support:
	

	2.
	Employer (NPC, VA, other):
	

	3.
	Current job title:
	

	4.


	Primary job responsibilities:

	

	5.


	Name of Education Program (include Course Number/Title):



	6.


	Name of Education Institution:



	7.


	Provide Description of Education Program:



	8.


	Enter amount of education support requested:

Description

Amount

  Tuition

  Fees

  Books

  Supplies

  Other

Total



	9.


	The education program(s) listed qualifies under “working condition fringe”  benefit exemption under  IRC Section 132(d) for one of the following reasons:

	
	a. The course will maintain or improve my skills in performing my job because:



	
	b. The course is necessary to meet the express requirements of the position established by the Department of Veterans’ Affairs or NPC and/or applicable law imposed as a condition of retaining my employment status and/or compensation rate because:



	10.


	Describe how this education program furthers the mission of the Department of Veterans Affairs:



	11.
	Certifications and Signatures

	REQUESTOR

	I understand that this education activity may not result in an increase in pay (step or award).  I also understand and agree that the NPC’s approval of my request does not change my responsibility for the payment of any taxes the IRS may decide are payable.

	
	

	Signature of Requestor
	Date

	
	

	Department and Title
	Office Phone

	
	

	Home Address
	Social Security Number

	SUPERVISOR

	
	Yes
	No

	a. The education activity listed above is required by the Department of Veterans Affairs or the NPC? (If yes, go to b; if no, go to c)
	
	 

	b. Does the requirement serve a bona fide business requirement? (If yes, go to d; if no, go to c)
	
	

	c. Does the education maintain or improve skills needed in the requestor’s present work? (If yes, go to d; if no, the education does not qualify as work-related education)
	
	

	d. Is the education needed to meet the minimum educational requirements of the requestor’s present trade or business? (If no, go to e; if yes, the education does not qualify as work-related education)
	
	

	e. Is the education part of a program of study that will qualify the requestor for a new trade or business? (If no, the education is work-related; if yes, the education does not qualify as work-related education)
	
	

	If the response to c, d, or e above indicates that the education does not qualify as work-related education, then the NPC may not pay for the educational expense as a working condition fringe benefit.


	I, the supervisor of the above identified employee, hereby certify that the education program listed above is related to the requestor’s current job; will maintain or improve the requestor’s job performance; or is necessary to meet the express requirements of the Department of Veteran’s Affairs or NPC and/or applicable law imposed as a condition of their continued employment. In addition, the expenditure of such funds are not personal and do not constitute an inseparable aggregate of personal and/or capital expenditure to the requestor.

	
	

	Signature of Supervisor/PI
	Date

	IF THE EXPENSE IS AN EDUCATION ACTIVITY: APPROVAL OF EDUCATION COMMITTEE

	This The Education Committee has reviewed this educational activity and determined that the activity will:

__________     Improve the performance of the requestor’s current duties

__________     Assist in maintaining or gaining specialized proficiencies

__________     Expand the requestor’s understanding of advances or changes in patient care, technology or 
                         health care administration

AND the Education Committee has determined the following with respect to the activity:

(1) The extent of its value to VA
(2) Its furtherance of the VA healthcare mission
(3) Its enhancement of the efficacy and efficiency of VA
(4) Its promotion of patient health, improvement of patient care, or improvement of employee performance

	
	

	Signature of Education Committee Chair
	Date

	IF THE EXPENSE IS RESEARCH RELATED: APPROVAL OF PRINCIPAL INVESTIGATOR

	The above identified educational activity is related to ______________________ VA approved research project.

	Describe how this education activity is research related:


	

	
	

	Signature of Principal Investigator
	Date

	NPC AUTHORIZING OFFICIAL

	
	

	Signature of NPC Authorizing Official
	Date


