MEMORANDUM

To:
      All Contingent Category II Staff Employees

From:
      David A. Curtis,

                 Manager, Benefits, Leave and Timekeeping

Subject:     Tuition Remission Benefits

In accordance with the USM policy on Contingent Status Employment for Nonexempt and Exempt Staff Employees (as amended by the USM Board of Regents October 22, 2004), all Contingent Category II staff members are eligible for tuition remission benefits under the following guidelines:

· Tuition remission benefits are available only for the TU employee, not for spouses or dependent children;

· Tuition remission benefits are available for eligible undergraduate and graduate courses taken only at TU and are limited to 8 credits per semester.  Part-time, 50% or greater Contingent Category II staff employees are eligible for a pro-rated benefit;

· Programs exempt from tuition remission at TU include one-on-one courses such as advanced studio and private lessons; self-support programs such as computer certification courses, College of Education closed contract courses, courses offered through The Towson Learning Network and courses offered during Minimester.

· Tuition remission request forms, which are available from both the TU OHR and the TU Bursars Office, must be completed and submitted to the TU OHR before the semester payment deadline in order to be processed.

Please contact me at x46018, (email:dcurtis) or Gail Price, x46017, (email:gprice) with any questions concerning this information.
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