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The Minneapolis Finance & Property Services Department is committed to supporting the professional and educational growth of all department employees. Professional and educational experiences help employees to increase their skills, perform better on the job, enhance promotional opportunities and make contributions to overall department and City of Minneapolis goals. The Finance & Property Services Department encourages employees to participate in learning opportunities to increase skills and abilities that will enable them to develop themselves and their professional careers.

While the Finance & Property Services Department supports employees in their professional and educational endeavors, the department has a limited annual budget for staff training. A primary goal of Finance & Property Services is to ensure equitable distribution of resources and opportunity among all department staff to participate in training and development. Requests from employees for training reimbursement will be evaluated in terms of relationship of the training request to employee’s current job duties/future career endeavors within the department, budgetary limitations, requests already received, and review of training participation data, and will be subject to approval by the employee’s immediate manager or supervisor, and the Finance & Property Services Training and Education Committee (TEC).

Employees and their supervisors and managers are encouraged to outline employee training and development goals during the annual performance appraisal process in the employee’s performance appraisal document. Through this process, the employee’s training plans can be reviewed, discussed and agreed upon by the employee and their supervisor or manager. The plan can identify the skills or knowledge needed by the employee to either improve his/her current job performance, advance in the organization or attain career goals.

Training Activities Eligible for Reimbursement
Costs for coursework or programs offered by an accredited college, university, vocational/technical institution, professional association or reputable program are eligible for reimbursement as well as those for conferences, seminars and workshops that offer the employee access to new skills and knowledge that can be applied directly to the employee’s current job. Directly related means that the course would improve a job skill that is (1) mentioned in the employee’s job description or (2) is not in the employee’s job description but has been included in a departmental training curriculum or noted in the employee’s performance evaluation as an area which needs improvement.

Employees may be given time off with pay and be reimbursed for necessary expenses including registration fees, transportation, meals and lodging when attending approved training courses, conferences, seminars or workshops. Out of town training courses, conferences, seminars and workshops should not be approved if local programs that offer similar objectives are available.

Education plans will be required for employees participating in a program that will result in an undergraduate or graduate degree (please note that doctoral program coursework is not supported by the department training and education program) or other type of technical certification. The education plan should be reviewed with the employee’s supervisor or manager and include information on how the Finance & Property Services Department and the employee will benefit from such training. In addition, the education plan should include information on degree program requirements, the employee’s plan for taking coursework and expected completion date for program.

Training Program Guidelines
Regular, full-time, permanent employees who have completed their probationary period in the Finance & Property Services Department are eligible for training reimbursement. Employees are required to seek approval in advance and prior to registration for each individual training activity. Employees may participate in training programs during work time if approved by their immediate supervisor. No reimbursement will be given for training that is also available through City staff or City-sponsored programs or for expenses that are covered by grants or scholarships.

Eligibility for reimbursement will terminate if the employee voluntarily leaves City employment. If an employee voluntarily leaves the City within one year of completing a training program, the employee must repay expenditures reimbursed during the 12 months before the separation date on a pro-rated basis. Tuition for pre-approved classes in progress at the time of an involuntary separation will be reimbursed; however, no reimbursement will be made for an employee who is terminated for just cause.

Finance will reimburse up to a maximum of $2,500 per calendar year through the training and tuition reimbursement program. No employee may receive more than $2,500 per calendar year in department training funds for coursework or programs as described herein. Costs associated for training that is required by the Finance & Property Services Department will not be included in the annual limit.

Employees participating in coursework or training outlined in an approved education plan or which results in a final letter grade will be required to pay all costs upfront. To receive reimbursement, employees must receive an approved certification or a minimum grade of “C” for undergraduate coursework, a minimum grade of “B” for graduate coursework, or a “passing” grade for coursework taken as “pass/fail.” Expenses must be validated by receipts and copies of final grades or approved certifications. Tuition and lab fees are eligible for reimbursement. The following fees are not reimbursable: books, supplies, transportation, student activity fees, late registration fees, school entrance fees, graduation fees and/or other miscellaneous fees.









How to Request Approval for Training
To receive approval for training, employees must complete the following steps (this process must be completed for each individual training activity or class prior to participating in the training, seminar or conference):
1. Complete the Finance & Property Services Department, Training and Tuition Reimbursement Form.
2. Employee submits the completed form to their immediate supervisor or manager for approval and sign-off.
3. Employee submits a copy of the approved Training and Tuition Reimbursement Form to central Finance & Property Services administrative staff in Room 325M, City Hall for final approval from the Training and Education Committee (TEC).
4. TEC reviews the employee’s request and provides feedback on the outcome of the request. If the training is approved, the employee will receive an approved form back from the TEC.
5. Employee should retain original Training and Tuition Reimbursement form with all approvals.

How to Obtain Reimbursement for Training
To receive reimbursement for training, employees must complete the following steps:

To Receive a Purchase Order or Check Prior to Training:
1. Please work with central Finance & Property Services administrative staff and/or Central Requisitions and Receiving to coordinate a purchase order or check to pay for the training activity. Please include a copy of your approved Training and Tuition Reimbursement Form to ensure proper coding of the training expense.

For Training Involving a Passing Grade:
1. Once the classroom training or coursework has been completed, please provide a copy of the completed and approved Training and Tuition Reimbursement form to central Finance & Property Services administrative staff in Room 325M, City Hall.
2. Include a copy of the fee statement showing the course name(s) and charge(s).
3. If the fee statement does not show proof of payment, please provide a copy of the receipt for payment of the course(s).
4. Provide evidence of a passing grade.
5. Appropriate personnel will coordinate reimbursement and payment will show up on your bi-weekly paycheck.

· For training involving travel, please review the City Travel Policies and Procedures information at CityTalk and follow related instructions for reimbursement.

Questions about the Finance & Property Services Department Training Reimbursement Guidelines and Procedures should be directed to central Finance & Property Services administrative staff in Room 325M, City Hall or by calling 673-2079.

2
City of Minneapolis Finance & Property Services Department	Revised September 2012


