Policy #305 Application

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.

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.
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Policy 305 Application - Employee

Policy 305 Application
Employes Name:  Carrie Steiner Employes iD; 271931

‘fou must walt 1 least one business day after registering your course(s) before submitting a Palicy 305 Application
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Policy #305 Application - Continued

The Policy 305 Application is used by workers to request tuition waiver for the

ROCHESTER

Name Carrie Steiner  Employee ID 271931 Student ID 31480697  Policy3051D0  New
Simon School Executive MBA Program at UR. For any questions regarding Policy
305, Contact Total Rewards . Course Information- Graduate 6 items a e
Course Titke Course Section Prograrm Of Study juestion 01 Question 02 Question 03 Question 04 5 Course Taxable Additional Info
P o I I cy 30 5 Ap p I I catl o n - C o n tl n u ed STR421- STR421 Business Administratior Ia the course re- o the course partof  Will the course help Iz the course re- Academic Period
Competitive for Executives [BUE] quired to meet the a program of study mae maintaln or im- quired as a condi- Fall 2023 Simon
Strategy Masters minimum education  that will qualify me prove skills in my tion to retaln my
requirements of my for a new trade or current pasition? current position or
pasition? business? pay rate?
6. When requesting waivers for graduate courses, ks s | rpininnas | o ioraa i Jareas.
employees will need to respond to all questions located in select one select one T select one
the Course Information — Graduate table. i

Supervisor Information

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

X Kathleen Parrinello i= I

Supervisor Title  COO SMH, Exec Vice President SMH ~ Supervisor Email  kathy_parrinello@urme.rochester.edu

ship d ts (Self ination, Nomination from VP and Dean Recommendation)

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

Upload Attachment in jpg, pdf, png

Drop files here
e . Select files
9. Select the check box under Certification to agree to the Bl
Certification for the Policy305 terms and conditions.

10. Select Submit to Supervisor.

Certification

king this checkbox, | agree to the Certification for the Employee Policy305 and accept the terms and conditions of the plan documents

Next Steps: Once you have submitted the request, the process will automatically
be routed to your supervisor for review.
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