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Attachment #1 
Tuition Assistance Tip sheet 
The Tuition Assistance program allows eligible faculty and staff to apply for financial assistance to help defray 
the cost of tuition (excluding other fees) for one college credit course (up to four semester hours). 

1. Access the ‘My Career’
section of Employee Self Service
at https://hris.uiowa.edu and
click on the link for “Tuition
Assistance Application.”

Take note of the eligibility 
requirements: 

• Must be appointed to a
"regular appointment”,
50% time or greater; and

• Must be employed one
continuous year by the
application deadline in a
"regular" appointment.

2. Take note of the application
deadlines. Applications are
awarded in the order in which
they are completed (after
supervisor approval in
workflow), following the priority
system, until funding for that
period is exhausted. Setting a
calendar reminder to apply first
thing in the morning of these
dates is helpful, as well as
alerting your supervisor to
approve once submitted as
soon as possible:

• Spring semester -
Second Friday in
November

• Summer semester -
Second Friday in April

• Fall semester - Second
Friday in June

https://hris.uiowa.edu/
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3. Tuition assistance for UI
coursework will be credited
directly to the recipient's U-bill.
For external coursework, the
staff member will initially pay
for the coursework.  Make sure
to be aware of the
reimbursement deadlines.
Some external coursework
providers provide a discount for
University of Iowa employees—
ask!

To be eligible for 
reimbursement, at the 
completion of the non-UI 
course, refer to the 
documentation requirements 
on the tuition assistance 
website at 
https://hr.uiowa.edu/tuition/rei
mbursement 


