
TUITION 101
Part Time Employees

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 requirements 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:





APPROVAL REQUEST FORM:
Tuition Assistance Approval Request - Part Time

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


REIMBURSEMENT REQUEST FORM
Tuition Assistance Reimbursement Request - Part Time

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