
Tuition Claim Form Sample
Download our Tuition Claim Form Sample along with a comprehensive supporting document checklist to ensure a
smooth and accurate submission process. This resource helps you prepare all necessary paperwork for tuition
reimbursement efficiently. Use the checklist to avoid common errors and expedite your claim approval.

Sample Tuition Claim Form
Employee Name:

Employee ID:

Department:

Course Name/Code:

Educational Institution:

Course Start Date:

Course End Date:

Amount Claimed:

Signature:

Date Submitted:

Supporting Document Checklist
Completed Tuition Claim Form
Proof of Course Enrollment (e.g., registration confirmation, acceptance letter)
Official Receipt or Invoice (from educational institution)
Proof of Payment (e.g., payment receipt, bank statement)
Course Outline or Syllabus
Grade Report or Certificate of Completion (if claiming for completed courses)
Approval Notification from Supervisor/HR (if required)
Any Correspondence Relevant to the Claim
Copy of Organization's Tuition Reimbursement Policy (if requested)
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