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This guide is to familiarize employees with First Data Corporation’s Tuition Reimbursement Policy and the procedures related to the tuition. Refer to the complete Tuition Reimbursement Policy located at http://www.firstdatabenefits.us. or the Information section of the Edcor Web site at https://firstdata.tap.edcor.com. 



[bookmark: taplan]What is the Tuition Reimbursement Policy?

First Data encourages employees to enhance their training and skills through the Tuition Reimbursement Policy. In the event that a conflict exists between the Q & A’s below and the official Policy, the official Policy will control. You can review the Policy at http://www.firstdatabenefits.us or through the Edcor Web site under Information.  First Data retains the right to terminate or amend the policy at any time for any reason.
 
[bookmark: howtoapply]How do I apply for Tuition Reimbursement?
First you must complete the tuition reimbursement application process located in the Submit section of the Edcor Web site.  Within two weeks of the course start date, complete the on-line application.  You’ll include your course begin date, major field of study, school, anticipated tuition cost, and finally the begin and end dates of your current term.  This process is required before each term or session.  Upon course completion, you will again log onto the site and print the Edcor Processing Request Form.  This form is required to complete the reimbursement process as described later in this document.
[bookmark: deadlines]Are there any deadlines for Tuition Reimbursement?
The on-line application must be submitted within 2 weeks of the start of the course(s), while reimbursements must be submitted within 60 days of course completion.

Completion of the on-line application is required for all courses.  
[bookmark: tuitionlimit]
Is there a limit on tuition or courses?
The annual limit for undergraduate programs is $5,250 for full-time employees and $2,625 for part-time employees.  The annual maximum available for graduate level programs is $10,000 for full-time and $5,000 for part-time employees.  The only expenses that will be paid are those that have been approved and considered eligible expenses.  Per the terms of the policy, only two classes may be taken per term or academic period, unless otherwise approved by your manager.
[bookmark: expensescovered]
[bookmark: supervisorcomplete]What is my manager required to complete for my application to be processed? 
Your completed application will be forwarded to your manager, who will evaluate the application and determine whether or not you meet the requirements for plan participation.  Your manager will submit the decision to approve or reject your application directly to the Tuition Reimbursement Administrator.

Please note that manager approval is only the first step in the process and does not guarantee you will receive reimbursement for all claimed expenses.  You must satisfy all other requirements of the policy, including submitting only eligible expenses, meeting all applicable deadlines and staying within applicable reimbursement limits.



Can my Manager just sign my application and reimbursement form?
No, Managers will now receive an email from Edcor stating their review and approval is required before an application or reimbursement claim can be paid.


Why does my Manager need to approve my Tuition claims?
Your Tuition reimbursement expenses are ultimately paid by your cost center.  Your Manager needs to be aware of the expenses that will be charged back to the department, and must validate your employment is in good standing.


What happens if my Manager is on a leave of absence when I submit my application?
Please contact the First Data Employee Resource Center at 888-348-4835. The Service Center will confirm your managers’ status, and will work to establish an alternate approval route for your tuition reimbursement application. 

What expenses are eligible for Tuition Reimbursement? 
The following expenses are eligible for tuition reimbursement:
· Tuition
· Text Books / Lab fees
· Examination fees (if the exam is in lieu of an approved credit course)
· Library fees 
· Technology fees
· Registration fees
[bookmark: expensesnotcovered]
What expenses are ineligible for Tuition Reimbursement? 
Ineligible expenses include, but are not limited to, the following:
· Entrance exams
· Graduation expenses
· Transcript fees
· Activity fees
· International fees
· Typing or printing
· Fees for course audits
· Meals / Travel
· Late registration
· Transportation
· Parking fees
· Supplies such as:
·  software
·  computer equipment
·  calculators
·  art supplies
·  periodical subscriptions
·  notebooks, folders, pens and pencils
· Deferred payment charges
· Exams for obtaining or renewing a professional license or certification
· Finance charges
· Company approved expenses paid by other financial aid sources, such as grants and scholarships
· Bus / Shuttle
· Application fees
· Photo ID fees
· Facilities fees


How do I submit a reimbursement request?
After you complete the course, you will need to log on to the Tuition Reimbursement Web site at https://firstdata.tap.edcor.com to complete and print the Processing Request Form. Submit the following tuition information within 60 days of the course end date via fax to Edcor at: (248) 732-1300:
	Edcor Processing Request Form	
Evidence of satisfactory grade
	Tuition/Registration Statement and Proof of Payment
	Textbook receipts
[bookmark: istataxable]
If proof of course completion is not provided or if successful completion of coursework is not obtained, associated expenses become your responsibility. If you leave the company prior to the course completion, all expenses related to that course remain your responsibility.

My school offers a deferment option, which requires First Data approval, will Edcor complete this paperwork going forward?  No, deferment forms should be directed to Benefits at 402-222-7889.  The form will be completed by a company representative and returned to you for delivery to your school.  Please retain a copy of the agreement for your files, as this document may be required to satisfy the Policy proof of payment requirement.

What if I fail one or more of the classes that I take? 
If successful completion of coursework is not obtained, it is your responsibility to ensure the school is paid for all associated charges. If you leave First Data while participating in the program, all expenses related to a course become your responsibility.  

Is the tuition reimbursement that I receive considered taxable income? 
Section 127 of the Internal Revenue Service Code currently allows an employee to receive from their employer up to $5,250 annually in tax-free educational assistance for undergraduate and graduate coursework. Tuition reimbursement beyond $5,250 is considered taxable income when a course/degree is not directly job related. To determine whether tuition reimbursement benefits above $5,250 are taxable, you must complete the tax questionnaire located within the application submission process. Tax laws often change and withholding varies accordingly.  First Data follows IRS regulations in determining the tax treatment of graduate-level reimbursements above $5,250.


What if I have a change in employment status?
Your manager will update your employment status information in the People Data Manager Tool on FirstWeb. Files are then updated at Edcor on a weekly basis.  If your status on Edcor’s site has not changed, please discuss with your manager or local HR representative.


What if I have an address change?  How do I ensure Edcor has my current address on file for check distribution purposes?
As with all of our vendors, address updates must be processed through FirstWeb. Once your address has been updated with First Data, the weekly file feed will update Edcor’s database.



What if I have questions about Tuition Reimbursement?
If you have any questions, please call Edcor at 1-888-622-0150 or you may contact First Data’s Employee Resource Center at 1-888-348-4835.




If I disagree with a decision, how do I make an appeal?
Employees may submit an appeal via fax to Edcor at (248) 732-1300.  The appeal paperwork must include:
· Corresponding Process Request Form
· Letter or memo outlining reason for appeal
· Backup documentation

Edcor will consider any materials you wish to submit in support of your appeal.  Edcor has sixty days (subject to a one-time sixty day extension) to decide your appeal.  If in the event you disagree with Edcor’s appeal decision, you have the right to pursue other remedies, including a suit in federal court.  



