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Policy 305 Application

1. From the Workday Home Page click on ‘Benefits and Pay’ 
under apps, then click on ‘Policy 305 Application’ under 
suggested Links

2. On the Policy 305 Application window, select My Policy 
305.

3. Select Create New Request on the Policy 305 
Application – Employee page. 

4. Select the check box next to the course for which you 
would like to apply the Policy 305 benefit. You may select 
multiple courses if desired. 

5.  Select Next. 

The Policy 305 Application is used by workers to request tuition waiver for the 
Simon School Executive MBA Program at UR. For any questions regarding Policy 
305, contact Total Rewards.
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6. When requesting waivers for graduate courses, 
employees will need to respond to all questions located in 
the Course Information – Graduate table. 

7. Review the supervisor information to ensure the correct 
supervisor is listed. 

8. Use the Select Files button or drag and drop required files 
to the Sponsorship documents box. 

9. Select the check box under Certification to agree to the 
Certification for the Policy305 terms and conditions.

10. Select Submit to Supervisor. 

The Policy 305 Application is used by workers to request tuition waiver for the 
Simon School Executive MBA Program at UR. For any questions regarding Policy 
305, contact Total Rewards.
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Next Steps: Once you have submitted the request, the process will automatically 
be routed to your supervisor for review.
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