FEE WAIVER DOCUSIGN PROCESS

1. Go to Human Resources website:

a. Select the “Benefits & Pay” tab

b. Select the “Fee Waiver” section

2. Select Fee Waiver Application (Employee or Dependent)

Human Resources

Job Opportunities What's New Get Started ~ Benefits & Pay Employee Life Events Professional Development ~ AboutHR COVID-19 (coronavirus)

Fee Waiver & Reduction Program

FEE Waiver Summer 2020 and Fall 2020 Deadlines Related Links
« Summer 2020: May 29" 2020 « FeeWaiver FAQs

- (Payment deadline is July 17t First day of instruction is June 15f) * Professionsl Developmen:
« Fall 2020: July 312020

- (Payment deadline is August 12t First day of instruction is August 24t)

Related Forms

Emplovee (Staff & Faculty) Fee Waiver Application
Individual Career Devel t Plan (ICDP)
Dependent Fee Waiver Application

Disabled Dependent Fee Waiver Eligibility Form
Employee Fee Waiver Change of Course(s) Form
CSU $70 Application Fee Reimbursement Form

waiver program provides an opportunity for eligible employees to take courses at a CSU campus for career
t: to attain a credential, undergraduate or graduate degree to enhance current job-related skills.

Job-Related Trainina: A iob-related course is taken for the purpose of improving

3. Log into DocuSign with your SF State credentials and Duo Authentication
4. Fee Waiver Application will open (Employee or Dependent)

5. Select “Use” to open form
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a. Employee

b. Supervisor

c. Department Administrator/Dean

Fee Waiver Application - Employee

Upon entering of name(s)

Recipients SF State email will
automatically populate.
Your Supervisor can / may

1 ‘ Employee be the same individual.

Name *

| =]

Email

| Zsfsu.edu ‘
2 ‘ Supervisor

Name =

| =]

Email *

| @sfsu edu ‘
3 Department Administrator/Dean

Name ~

| -]
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| @sfsu.edu

7. Select “Send”

HReciplents

1 Employee
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| @sfsu.edu

2 Supervisor

MName =

# MNEEDS TO SIGN
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| &@sfsu edu

3 Department Administrator/Dean

Name ~

# MNEEDS TO SIGN

Email *

@sfsu.edu

4 Fee Waiver Coordinator

Signing Group Name *

HF Benefits & Retirement
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6. Complete your signature routing (Employee Fee Waiver Application Only):
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8. Select “Sign Now”

x
Fee Waiver Application - E
Do you want to sign this document now?
-
Recipients
SIGN LATER

U Employee # NEEDS TO SIGN  MORE v

Name *

‘ Crirlea laskenn . . |

9. Select “Continue”. Document will open

HUMAN RESOURCES
DEPENDENT aeWwe-szauan
Plaase Comphels Appication O

HUMAN RESOURCES
M= Fee Waiver Applicat

Please Complete Application Onll
REQUIRED

SECTION 1 - EMPLOYEE INFORMATION
Last Name First Name SF State Email Address. SF State ID Semester | Vear

erickaj@sfsu edu

Classification Bargaining Unit College or Department # | Campus Phone Number h J] I 1
| Twiah o iransier miy fea waiver eigibAly, 23 providod in o Coniract, 15 Ty SpoUSS. FOgSTERed BmRIE PATTeT of Gepencant i
oted bolow. | understand tho transfor prahibits my personal e of lee waiver benefils during the semostar of enrclimont indicatod.

Dogree Eamed T Institution I Date [SECTION 2: DEPENDENT INFORMATION
I I I W of SpouseDomestc Parr o Depoodsn CFHIT o = e
Do you have an approved Individual Career Development Plan on file? CSU Campus to Attend N - T -
Yed) ol N yesplease nicatemajr - il i
SECTION 2 — LIST COURSES FOR WHICH YOU ARE ENROLLING REQUIRED oo T —
Department | Course ID | Schedule No. Course Titlo Units | Days | Time | Oheckone p
| A | a Check this box if the dependent is 25 years or okder, and incapabie of self-suppon due to disabilty.
I L Y [SECTION 3: STUGENT STATUS
Seloct one choice from columns &~ B & C
Notes: Effective with the 2019 tax year, all graduate/doctorate level courses taken by employees or their dependents, which exceed the 55,250 A B s
threshold will be taxable and withheld from the employee's pay warrant. Graduate courses deemed job related, pursuant to Internal Revenue —~ -
Code Scetion 132(), will no longer be excludable from W-2 wages. Employees may consult a personal tax advisor to determine () New Student Number of Ciasses|___]
are job deduction on their p tax return. All courses taken by an employee's domestic partner ) Continuing Student Number of Enroliing Units[_____]

through the CSU Fee Waiver program are also tavable. ]
SEGTION 3 — JUSTIFICATION FOR COURSES REQUIRED"
WORK-RELATED — courses which have a direct link to employees job; taken to enhance skills required o perform current job duties. 7 ;:
for SF U ol [

QCAREER DEVELOPMENT — Matriculating student of a CSU Campus pursing a degree/credential program. (ICDP HR Form #510-8)

riefly descrine how this course work is work-elated o part of your Individual Career Development Plan (ICDP) s requesting for tition fees praviously paid.
My dependent is receiving financial aid for e semester indicated in risform,
: o
e y e bl fro -

ige. e L Further, Iagree nformati T by shorng Envolct
Sarvices to roloass sources, Safoty & CSUFee voluntary basis and
my parcpaion i not mandated by my .mw-r 1 carbfy that | have read the Fee War famaion Shetor h eurns Somabr st s ot shou | posome

i tha above information 1 irue 1o the bast af my knowledge and ta the inaividual mentioned above is My
istered domestic partnes or dependent child.

o )
¥ 04/20/2020 | 11:24 AM PDT
Date

Signature of Applicant

10. Complete & Sign (If you do not have an electronic signature on file, you will be
prompted to create one.

11. Select “Finish”. The document will route to the authorized individuals / departments.

12. Upon completion of all signatures, the employee will receive an email notification and
will be able to download for their records.
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