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Fee Authorization Program

Department of Human Resources Development & Labor Relations

2121 Euclid Avenue, AC 113, 216.687.3636 (voice) 216.687.9334 (fax)



SIGNATURE


 CSU Administrative Use Only
 HR:
(Eligibility Verification)
See reverse side for program details
Active: 

FT Faculty -- minimum 1 academic year continuous service 


 Yes, Eligible
 No, Not eligible
FT Staff or PT Staff .75 FTE or greater --- minimum 2 years continuous service
 Yes, Eligible
 No, Not eligible

(Service based on most recent hire date, if more than one)

Disabled/Retired: minimum 10 years of continuous FT or PT .75 FTE service 

 Yes, Eligible
 No, Not eligible

Deceased: FT Faculty, FT Staff or PT Staff .75 FTE service



 Yes, Eligible
 No, Not eligible


(Eligibility based on active status and eligibility at time of death)

Appointment reduced to less than PT .75 FTE: reduction in scheduled hours worked
 Yes, Eligible
 No, Not eligible
Unpaid Leave of Absence:
 University Approved Leave of Absence


 Yes, Eligible
 No, Not eligible

*Layoff:   Yes 
Effective Date ___________________ 
 No 
(Registrar verifies attendance (2) two semesters preceding layoff)

Dependent Status:
Spouse 



Registered Same-sex Domestic Partner
 (Employee) Tax-Dependent Child  
 (Registered Same-sex Domestic Partner) Tax-Dependent Child

By: ___________________________________________________________Date: _________________________ 

Registrar:  (Benefit Maximum Verification) See reverse side for program details


144 (or fewer) hours at CSU under Fee Authorization Program 



 Yes, Eligible
 No, Not eligible

1st or 2nd Degree through Fee Authorization Program



 Yes, Eligible
 No, Not eligible
*Layoff: Verified student attendance last two semesters preceding layoff effective date
 Yes, Eligible
 No, Not eligible
By: ___________________________________________________________Date: _________________________ 





Treasury Services  Process Date:
 ______________________________________
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Student Fee Authorization Program Information

Description

The fee authorization program at Cleveland State University is an educational assistance program for spouses, registered same-sex domestic partners* and eligible children (dependents) of qualifying1 full-time and part-time employees. The University will cover only the cost of fees for dependents of qualifying faculty and staff that are eligible for the program on the first day of a semester.   Dependents of qualifying full-time employees receive a fee remission for the in-state portion of tuition for full instructional and general fees charged for enrollment by undergraduate students in credit courses and for half of the total instructional and general fees charged for enrollment in credit courses by graduate and professional students.  Dependents of qualifying1 part-time employees receive a seventy-five percent fee remission for the in-state portion of tuition for instructional and general fees charged for credit courses for undergraduate students and half of the total instructional and general fees charged for credit courses for graduate and professional students. Premium-priced programs (e.g. EMBA, AMBA) are waived at the normal graduate or law rate. Tuition remission benefits received by graduate students for graduate and law credit courses are subject to taxation.  Graduate students who enroll in undergraduate classes receive the 50% graduate-level waiver.   A graduate student holds an undergraduate degree.  
Application Instructions

1. Student Fee Authorization Program Applications may be obtained from the Human Resources Development and Labor Relations Office (AC 113) or at www.csuohio.edu/HRD.  
2. Complete the application including signatures of both student and employee.
3. Present the completed and signed application to Human Resources (AC 113) for verification of employee and dependent eligibility. 
(Eligibility verification will be provided at least (3) three weeks prior to first day of each semester)
4. Submit the application to Registrar’s office to verify:

a.  Tuition remission within maximum benefit limits2
b.  Registration requirement for dependent of employee with a change in status due to layoff3
5. Submit the application to Treasury Services Department for processing.
NOTE:  Incomplete applications will be returned, which may result in a late registration.  If the employee and/or student fail to qualify for Student Fee Authorization Program benefits, tuition remission will not be provided.  The student may be responsible for the tuition cost and fees.
Employee Eligibility1:
Dependent eligibility must be met as of the first day of the semester to be eligible for fee remission benefits for registered course(s) 
Full-Time Faculty: 
Faculty members must have a minimum of one academic year continuous fulltime employment since their most recent hire date

 (if more than one) on the first date of the semester.

Full-time Staff: 
Staff members must have a minimum of two years continuous full-time employment since their most recent hire date 

(if more than one) on the first date of the semester.

Part-Time Staff:
Staff members in a position of .75 FTE (full-time equivalent) or greater must have a minimum of two years continuous employment

since their most recent hire date (if more than one) on the first date of the semester.
Dependent Eligibility:
Employee and dependent eligibility must be met as of the first day of the semester to be eligible for fee remission benefits for registered course(s) 
Eligible dependents include a spouse or registered same-sex domestic partner* and their dependent children and children of a qualifying employee (natural born or adopted) who are financially dependent on the employee.  A financially dependent child is one who currently meets the Internal Revenue Service dependency definition and is being claimed on the qualified employee’s federal income tax return for the current year.  The Fee Authorization Program will be audited on a periodic basis.  Employees or dependents using this benefit may be asked to submit a copy of appropriate documentation to demonstrate that they meet the eligibility requirements for participation.

Eligible spouses or registered same-sex domestic partners and children receiving any form of financial aid through the University or other governmental agencies will receive fee remission under this policy only to the extent that no cash disbursement of this benefit results from multiple awards.  Financial aid regulations governing the Fee Authorization Program are available in the Financial Aid Office.

Maximum Benefit2 

An eligible spouse or registered same-sex domestic partner* and child(ren) may participate in the program for no more than a total of 144 semester hours or two academic degrees, whichever is less. In the event of the divorce of a qualifying employee, eligibility for the ex-spouse is continued for a period up to two years, as long as the qualifying employee remains at Cleveland State University. Eligibility for tuition remission benefits for a registered same-sex domestic partner cease with the termination of the Domestic Partnership.  The benefit applies only to the in-state portion of any fee. 

Tax Requirements

Fee remission benefits provided under this program are subject to Federal, State of Ohio, local and, if applicable, Medicare tax.  Tuition remission received by qualifying employees for dependents that are Graduate and professional students is subject to tax withholding.  Taxable benefits received under this program are treated as taxable income of the CSU employee rather than the [dependent] student.   Applicable withholdings will be deducted in four (4) equal installments from the employee’s last four paychecks of the semester.
Changes in Employment Status3
In the event of the death of a qualifying employee or the total disability or retirement of the qualifying employee (under a state of Ohio retirement plan or Social Security), with ten (10) years of service, a spouse or registered same-sex domestic partner and eligible child(ren) retain program eligibility regardless of registration status at the time.  If an appointment is continued at less than full-time or part-time .75 FTE, or if a leave of absence without pay is granted, tuition remission is continued for two full semesters beyond the date of the change in status based on the employee’s active status (FT or PT) and eligibility at the time.  If an appointment is terminated as a result of a reduction of workforce (layoff), benefits are extended for a period of two (2) full semesters for those who have been attending CSU during the two academic terms immediately preceding layoff.  In the event of any other termination of active service with the University, the fee authorization program eligibility ceases.     
*A notarized “Affidavit of Domestic Partnership“ must be submitted to the Department of Human Resources Development and Labor Relations (AC 113)









STUDENT INFORMATION:





Student Name_____________________________________________________________________ CSU ID#_________________


	      	     Last 	                        	           First                   		     MI   





Relationship to Employee:


	Spouse 	Registered Same-sex Domestic Partner  	


 (Employee) Tax-Dependent Child   				Date of Birth ______/______/_____


	 (Registered Same-sex Domestic Partner) Tax-Dependent Child	Date of Birth ______/______/_____





Degree Program Student Enrolled:	 Undergraduate	 Graduate 	   Law						


Semester Tuition Remission Applies:	 Fall 			 Spring	 Summer 	Year__________





Total Credit Hours:  ___________





EMPLOYEE INFORMATION:





Employee Name______________________________________________________________________CSU ID#_______________


		Last 		                	First             			        MI   





Hire Date______________________________ Department _________________________________ Campus Ext. ____________


      	 	 Month          Day          Year





Employee Status:  Active  	 Full-Time	 Part-Time .75 or greater FTE– Fulltime Equivalent 


	 Retired (Date):__________________	 Disabled (Date):___________________   Layoff (Date):_____________________	Deceased (Date):________________	 Reduction in work hours (less than PT .75 FTE) (Date):___________________   











We certify that the above information is correct and that we meet the eligibility requirements to participate in the Student Fee Authorization Program.  We understand that courses taken by graduate students are taxable to the employee.  See reverse for program details. 





_______________________________________   ________________	_______________________________________ 	_______________


Employee Signature			Date		Student Signature				Date











Rev: Oct 2007

