TUITION 101

Part Time Employees

TUITION REQUESTS

AFTER COMPLETION
OF CLASS SUBMIT...

FRIOR TO START RECEIVE A CHECK!
OF CLASS SUBMIT... 1. REIMBURSEMENT FORM

2. FINAL GRADES 4
1. APPROVAL FORM (Official document from school)

3. TUITION PAID

(5tatement from school showing
tuition as a separate line item)

Reimbursement is made AFTER qualifying
PROOF OF COMPLETION has been provided.

No payments are made at start of courses.

Step 1: Prior to the start of class, complete the APPROVAL FORM (shown below),
with the required Employee and Manager signatures, after confirming employee
meets requitements for TAP. Email to darla.jekich(@discounttire.com. Regional
signatures will be obtained and the form will be held until classes are completed.

Step 2: Take classes.

Step 3: Once classes are completed, email the following to Darla:

* Reimbursement Form (shown below)
* Final grades* for the classes listed on the Approval Form
* Tuition and/or textbook costs*

* Grades & costs must be official documents from the school

Step 4: The regional office will confirm all documentation and submit a check
request.



mailto:darla.jekich@discounttire.com

POLICY:

DISCOUNT AMERICAS

(TIRE’ (TIRE)

Tuition Assistance Program
For Part-time Employees (in Store, DC, Warehouse, and Maintenance)

Discount Tire { America’s Tire (the Company) recognizes that our employees’ skills and knowledge are critical to the
success of our organization. The Tuition Assistance Program encourages all regular, pari-time employees” personal
development by reimbursing up to $1,000 per year for covered educational expenses. Pre-approval is required,
see approval process below.

Eligibility
Employee Eligibility:

Regular, pari-ime employees who have completed at least wehve months of continuous employment (with
at least twehee hours per week) pricr to class start date are eligible to participate in the Tuition Assistance
Program.

Employees must remain actively employed and be performing their job satisfactoriy through completion and
reimbursement of each course, a leave of absence or extended absence from work may affect eligibility.

Tuition Assistance Program Details:

Employees must receive approval from their Manager and Regional Executives prior to ennolling in any
COoUrse/program.

Employees are reguired to receive a passing grade of C or better in order to qualify for reimbursement.
Part-time employees must maintain a minimum of six credit hours per semesker or term.

Courses need not be related to the employee's cument job duties.

Course schedules should not confiict with the employee’s work schedule or interfere with job performance.
However, special situations which might require minimal job intermuption may be considered {upon approwval
by the Manager and Regional Office).

Employees may be reimbursed up to a maximum 51,000 of tuition costs and required textbooks per
calendar year.

Individual courses or courses that are part of a degree program may qualify.

Eligiility for Master's Degree courses or higher will be determined on a case by case basis and may not

excesd the maximum reimbursement amount.

Covered Educational Expenses:

Only eourses taken at nationally recognized accredited colleges, universities and technical schools will be
approved. Mationally recognized accreditations are those from the U5, Department of Education and/or
acknowledged by the American Council on Education and/or an equivalent accrediting organization.
Additional information is availlable at hitp-\epe ed. govwaccredifation.

Oinly tuition costs and required textbooks for eligible courses at an accredited institution are covered by the

program.



Approval and Reimbursement Process:

Employees must receive approval from their Manager and Regional Executives prior to program enrollment.

Request for Approval Process:

Eligible employees must first submit a Tuition Assistance Program Approval Regquest Form to their
Manager for approval prior to the start of the course/semester.

Once approved by the Manager, the Manager will forsard the reguest to the Regional Office for
approval,

Employees will be notified directly if thers is a gquestion or if the request is denied. Otherwise, the
request is approved.

Employees must receive approval from their Manager and Regional Executives prior to program

enrallment.

Reimbursement Process:

1. Within 30 days of satisfactory completion of 3 course, employees should submit a Tuition Assistance
Program Reimbursement Form, a copy of ther transcript {with a passing grade of C or better), a copy of
the i and receipts for uition costs and reguired textbooks.

2. Please feduct any scholarships you may have received as these do not qualify for reimbursement.
Employges may be reimbursed up to a maximum $1,000 of tuition costs and textbooks per calendar
year and applies to courses taken within that same calendar year.

4. Fyou ot subrnit the reguired documents listed above within 20 days after your cowrse/semester end
date, your request for reimbursement may be denied.

Guestions:

If you have any gquestions, please contact your Regional Office.




APPROVAL REQUEST FORM:

Tuition Assistance Approval Request - Part Time

DISCOUNT AMERICAS

(TIRE (TIRE)

Tuition Assistance Program Approval Request — PT Employees
(In Store, DC, Warehouse, and Maintenance)

Employese Mame:

Employes |D4F: Store/Department:

Hire Date: Manager Mame:

Home Address: Coibyr State: Zip:
Phone: Email:

Caollege/University/Insiution Mamea:

Course Mame: Credit Hours:

Course Start Date: Course End Date:

Reminder: The maximum reimbursement far fuiffion costs and fextbooks Is §71,000 per calendar year and appiles fo cowses faken
within that 5ame calenaar year

Employes Signaturs: Date:
APPROWVAL:

Manager Signature: Date:

ANP Signature: Ciate:

WP Signature: Ciate:

OMce Usa Only:  ERgiblty Verfled? Y __ N ____ Request Approved? Y M ___

Approval Signature: Diate:



http://portalprd.discounttire.com/portal/server.pt/document/2056399/Tuition_Assistance_Approval_Request_-_Part_Time

REIMBURSEMENT REQUEST FORM

Tuition Assistance Reimbursement Request - Part Time

DISCOUNT AMERICAS

TIRE) TIRE)

Tuition Assistance Program Reimbursement Request — PT Employees
(In Store, DC, Warehouse, and Maintenance)

Employes Namea:

Employes 105: Store/Department:

Hire Date: Manager Mame:

Home Address: City- State: Zip:
Phone: Emai:

College/University/Insttution Name:

Course Start Date: Course End Diate:
CourselTextbook Mame Credit Howrs Cost
¥
¥
¥
¥
TomEi: [
Reimourse: Full Amount from Submitied Recelpis 5 Other Amaunt fexplain beiow) §

Remindsr: The maximum reimbursement for wifion costs and fexthooks s §1,000 per calendar year and applles 0 cowrses faken
within that same calendar year.

Employes Signature: Diate:

Manager Signabure: Date:

Submit this form, @ copy of your transcipt of the completed cowrss with a passing grade of C or better and a copy of the receipt for
tutlion costs and required textbooks within 30 days of the completion of the couraa.



http://portalprd.discounttire.com/portal/server.pt/document/2056401/Tuition_Assistance_Reimbursement_Request_-_Part_Time
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