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SUBJECT: Investigation of Yonkers Parking Authority based on 
  Board of Ethics Referral dated June 4, 2007 
 
DATE: August 15, 2007  
 
 
 The Yonkers Inspector General’s Office has conducted an investigation into 
allegations of misconduct by the Executive Director of the Yonkers Parking 
Authority (“YPA”). This memorandum sets forth our findings.  
 
Overview and Methodology  
 
 On June 4, 2007, the Yonkers Board of Ethics referred an anonymous 
complaint to the Inspector General’s Office consisting of numerous allegations of 
alleged misconduct by YPA Executive Director Michael Dalton. The Board 
requested that the Inspector General conduct a full investigation of the allegations 
and issue a report. The Inspector General’s Office has jurisdiction of this matter 
under Yonkers City Charter §C7-2-D.1 

                                                 
1During the course of our investigation, we did not learn the identity of the anonymous letter writer. 
We did not attach a copy of the letter to this report in order to avoid unnecessary speculation as to 
the identity of the writer and to avoid unwarranted stigma that could result from the publication of 
unsubstantiated allegations. The Ethics Board released a copy of the anonymous complaint to the 
Chairman of the YPA who provided a copy to Mr. Dalton. 
   With respect to anonymous complaints in general, the Inspector General’s Office recognizes 
that employees with information regarding official misconduct are sometimes reluctant to openly file 
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Initially, we conducted a preliminary review of YPA documents for the time 
period of January 1, 2006 through May 31, 2007. (Mr. Dalton was appointed 
Executive Director on January 1, 2006.) We reviewed the YPA’s policies, 
procedures and directives including the Ethics Code; collective bargaining 
agreements; organizational charts; payroll salary reports; the payment register; 
Monthly Budget Status Summaries and Operating Budget and Monthly Status 
Reports; all petty cash expenses; credit card payments; employee 
reimbursements of $50 or more; tuition payments; Mr. Dalton’s employment 
contract, and relevant personnel records. We also reviewed Police Department 
and City of Yonkers documents and records, and all applicable State laws and 
regulations pertaining to the YPA including the YPA authorizing statute2 and the 
Public Authorities Accountability Act of 2005. 
 
 After our records review, we had questions concerning the appropriateness 
of tuition payments to Mercy College and of certain credit card charges. Based on 
these and other questions regarding the allegations in the anonymous letter, we 
conducted a series of interviews with YPA staff members including Mr. Dalton. All 
formal interviews were conducted under oath. We also spoke informally with City 
of Yonkers officials, and YPA Board Member Dr. Brian Nicoletti. Finally, we 
reviewed Mr. Dalton’s written submission dated July 27, 2007. (A copy without 
exhibits is attached.)  
 
Findings 
 
Allegations that Mr. Dalton Made Improper Decisions Regarding Certain Employee 
Hirings, Raises and Promotions are Unfounded. 
 
 The anonymous letter writer alleged that YPA Executive Director Michael 
Dalton ignored policies and procedures and violated Civil Service regulations 
when he hired, promoted and gave raises to several YPA staff members.  
 
  We found that all hires, raises and promotions that were made at the YPA 
from January 1, 2006 to the present were consistent with applicable policies and 
procedures, including Civil Service requirements, and when necessary were 
approved by the YPA Board of Directors. Thus, allegations that Mr. Dalton 
                                                                                                                                                 
complaints with oversight agencies for fear of retaliation or other personal reasons. We also 
recognize that anonymous complaints are sometimes used to unjustly attack an official’s reputation. 
As a result and as a matter of policy, the Inspector General’s Office conducts a preliminary review 
of all anonymous complaints to determine if there are any questions raised that require further 
investigation. The preliminary investigation is generally a two-part inquiry: 1) We evaluate the 
anonymous complaint itself to determine whether the statements are specifically detailed and on 
their face raise questions that require further review. We consider whether there appears to be 
substance to the complaint or whether the allegations are unsupported ad hominem attacks. 2) We 
conduct reviews of relevant documentation which would tend to support or refute the allegations in 
the complaint. If after the preliminary inquiry we believe that there are questions that need to be 
answered, we will conduct a full review of those issues. 
2Public Authorities Law §1596. 
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engaged in improper employment decisions are unfounded. 
 
The Allegation that Mr. Dalton and a Member of the Yonkers Police Department 
“covered up” an Incident of Misconduct Involving the Use of a Weapon by a YPA 
Security Guard is Unfounded. 
 
 The anonymous letter writer alleged that Mr. Dalton and a member of the 
Yonkers Police Department “covered up” an incident where one YPA security 
guard threatened another with a gun.  The anonymous letter appears to be 
referring to an event that occurred on July 15, 2004, which was approximately a 
year and a half before Mr. Dalton became Executive Director of the YPA.   
 
 After a YPA investigation, a YPA employee was suspended for 20 days 
without pay after being found to have made “a gross error of judgment in off-duty 
conduct, by recklessly engaging in intentional misconduct to frighten, and harass, 
a fellow employee.”  According to the YPA staff who knew about the 2004 incident, 
then Executive Director Robert Jean handled the YPA’s administrative review and 
made all administrative decisions. We found no evidence that Mr. Dalton or a 
member of the Police Department engaged in a cover up of the incident. 
 
 We note that the YPA did not generate or maintain an official report 
describing the facts of the July 15, 2004 incident. We recommend that the YPA 
Board establish policies and procedures for investigating and documenting 
incidents of employee misconduct, and that the YPA maintain such records in the 
appropriate personnel files. 
 
The YPA’s Payment of $9,351.75 in Tuition Reimbursements without an 
Established YPA Policy and Procedure Created an Appearance of Impropriety. 
 
 During the course of the investigation we learned that between June 2006 
and June 2007, the YPA made four tuition payments totaling $9,351.75 to Mercy 
College on behalf of one of its employees.3 The only YPA document referencing 
the decision to make these payments is a letter dated January 20, 2006 from 
Executive Director Dalton to Mercy College, in which the YPA agreed to pay tuition 
on behalf of Ms. Sarita Gonzalez up to 80% of the cost provided that she 
maintained a “C” average.  Ms. Gonzalez is the Office Manager and a longtime 
YPA employee. She was enrolled in a Bachelor of Arts program at Mercy College. 
In 2006, she changed her major to business administration organizational 
management.  
 
 Mr. Dalton testified that his approval of the tuition payments was proper. Ms. 
Gonzalez approached him in January of 2006 and asked whether the YPA would 
assist her in paying for her tuition because the City of Yonkers had such a program 

                                                 
3The four payments were made on June 6, 2006 ($2,284); December 20, 2006 ($2,806.50); 
January 4, 2007 ($2,897.75); and on June 8, 2007 ($1,363.50). 
 



 4

for City employees. Based on this request, Mr. Dalton said he spoke to Gerard 
Serpico, the City’s Deputy Commissioner of Personnel, about the City’s tuition 
reimbursement program and to the Chairman of the YPA, Deputy Mayor William 
Regan. According to Mr. Dalton, Mr. Regan told him tuition payments were 
appropriate because the YPA had a budget line designated for “tuition, board and 
travel.” 
 

Mr. Serpico told us that he could not recall such a conversation with Mr. 
Dalton.  Deputy Mayor and YPA Board Chairman, William Regan advised us that 
he remembered discussing tuition reimbursement with Mr. Dalton.  Mr. Regan was 
unsure when the conversation with Mr. Dalton occurred, and said that he was 
unaware of how the YPA’s tuition program was administered. He stated that he 
supported the program, and that as a general matter it was the YPA Board’s policy 
to offer employee programs and benefits that “mirrored” the City of Yonkers 
programs and benefits.    

 
The City’s program is clearly set forth in a written policy and is administered 

by the City Department of Personnel. (A copy of the City’s policy is attached.) The 
City’s program places a $2,000 cap on an individual’s tuition reimbursement 
expenses per fiscal year. The City program also reimburses tuition on a sliding 
scale. Under the City program 75% tuition reimbursement is given for courses 
directly related to the performance of an employees’ duties and functions, 50% 
reimbursement is given for courses that have applications to the work the City 
department performs but is not related to the duties of the employee, and 25% 
assistance is given for courses related to a career path or position in the City, but 
are unrelated to a departmental function.  In addition, the City program applies only 
to the portion of tuition due after financial aid and/or scholarships have been 
deducted.   

 
The benefits that Ms. Gonzalez received were not consistent with the 

benefits available to City of Yonkers employees under the City’s tuition 
reimbursement program. In contrast to the limitations in the City program, Ms. 
Gonzalez received tuition assistance in excess of $2,000 in both fiscal years 2006 
and 2007. Moreover, the YPA paid the entire tuition balance due after scholarship 
money and financial aid had been deducted. 
 
 Also contrary to the City’s program, the tuition reimbursement given by the 
YPA to Ms. Gonzalez was not administered by the Authority’s personnel director.  
Susan Maros-Victoria is the YPA’s Human Resources Director and is responsible 
for administering the YPA’s employee benefit programs.  Ms. Maros-Victoria 
testified that she was unaware of the existence of the YPA’s tuition reimbursement 
program.  She knew that Ms. Gonzalez was enrolled in school, but did not know 
that the YPA was paying a portion of her tuition until the facts of this investigation 
became public in June.4 Ms. Maros-Victoria said she was surprised to learn about  
                                                 
4It is probable that Ms. Maros-Victoria did not initially hear about the tuition reimbursement program 
because she was out of work for medical reasons for most of the first six months of 2006. 
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Ms. Gonzalez’s tuition benefit because it is her job to administer all YPA employee 
benefits and she has implemented other YPA training initiatives.   
 
 Haitham Gammoh, the YPA Chief of Finance and Administration, testified 
that he was not aware that the YPA was making tuition payments for Ms. Gonzalez 
until he spoke to Mr. Dalton about them in December of 2006.5 Mr. Gammoh 
testified that the YPA had never authorized such an employee benefit and claimed 
that in June of 2007 he told Mr. Dalton that he would not sign off on them. Mr. 
Gammoh said that the tuition, board and travel budget line had always been used 
for approved travel by Board members and staff, and not tuition reimbursement.  
 

During his interview Mr. Dalton stated that he required Ms. Gonzalez to 
change her major to business so that her degree would be helpful for YPA 
administration. Mr. Dalton admitted, however, that he was not familiar with the 
specifics of the City’s program. He erroneously believed that the City’s program’s 
only guideline was that an employee could receive 80% tuition assistance provided 
that the employee maintained a “C” average. Mr. Dalton also acknowledged that 
the YPA did not have any written policies and procedures regarding tuition 
reimbursement. While he stated that he had spoken to Mr. Regan and to two other 
YPA Board members about implementing a program, and believed that he had 
authority to approve the tuition payments, he acknowledged that he never 
submitted a program to the YPA Board of Directors for their review and approval.6 
In hindsight, Mr. Dalton said it would have been better if he allowed the YPA’s 
human resources administrator to oversee the program.7 
 

In reviewing all the evidence we find that, no matter how well intended, Mr. 
Dalton’s grant of tuition assistance to Ms. Gonzalez was irregular and that 
appropriate administrative protocols were not in place. The failure to establish 
formal tuition reimbursement policies and procedures and to seek formal approval 
from the YPA Board of Directors for such a program before its implementation 
created the appearance of impropriety. 

 
 

 

                                                 
5Mr. Gammoh was absent from work for extended periods for personal reasons in the latter part of 
2006, but was present when Ms. Gonzalez first began to receive the benefits in June 2006. 
6The tuition reimbursement payments that Mr. Dalton authorized involved underlying policy 
considerations that were usually made by the YPA Board of Directors. A review of the Board’s 
minutes from January 24, 2006, to April 24 2007 revealed that matters concerning personnel 
policies, procedures and employee benefits were regularly submitted to and voted on by the Board. 
7In his written response, Mr. Dalton provided additional background information regarding his 
thinking with respect to implementing the tuition reimbursement program. He further explained how 
the YPA has benefited from Ms. Gonzalez’s enrollment in the Mercy College Organizational 
Management Program. He also listed employees to who he recommended the program and 
training opportunities that could potentially be available under the program. 
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Supporting Documentation for Restaurant Charges on the YPA Credit Card was 
Inadequate, and Raises Policy Questions for the YPA Board of Directors. 
  
 The anonymous letter writer alleged that Mr. Dalton’s use of a YPA credit 
card was improper and that expenditures were made for drinks with YPA 
employees at local bars.    
 
 Our investigation revealed that the YPA has one Citibank credit card 
account which only the Executive Director is authorized to use.  We reviewed the 
credit card statements and supporting materials from March 2006 through April 
2007. It is a well established requirement that in order for a restaurant charge to 
qualify as a reimbursable expense, supporting documentation that sets forth the 
items purchased, the people in attendance, and the specific business purpose 
must be submitted. In a government setting, the purchase of alcoholic beverages 
is generally not considered a proper expense. Our review revealed that there was 
inadequate documentation for 48 charges at local restaurants totaling $2,176.49. 
(A list of the charges is attached.) 
  
 Mr. Dalton testified that all of the charges were YPA business-related and 
stated that he was unaware of the requirements for submitting documentation for 
restaurant charges. He stated that he did not have a YPA credit card before 
becoming Executive Director, and he believed that all that was required was that 
he submit a credit card receipt for the payment. Mr. Dalton also stated that his 
predecessor, former Executive Director Robert Jean, did not regularly use the YPA 
credit card for restaurant expenditures. Although records indicated that the 
charges include the purchase of an alcoholic beverage on two occasions, Mr. 
Dalton stated that alcohol was generally not consumed, and that he was unaware 
of the policy prohibiting reimbursement for alcoholic beverages. 
 

We provided Mr. Dalton with a list of the unsupported restaurant charges, 
and thereafter he provided us with a spreadsheet that set forth the business details 
of the charges in question. The spreadsheet was reported to have been created 
from other YPA documentation, but not the original restaurant receipts, which 
could not be located. Mr. Dalton also provided a spreadsheet and credit card 
statements from his personal credit card account which showed that during the 
same time period, he personally paid for charges at some of the same restaurants 
that appeared on the YPA’s credit card statements. 
 

In his written submission Mr. Dalton explained that missing supporting 
documentation could be attributable, in part, to staffing vacancies and extended 
staff absences at the YPA. He further explained that all of the YPA expenditures 
were business-related, and that, as evidenced by his personal credit card 
expenditures, he differentiates between personal and business expenses. 
 

Mr. Gammoh, the Chief of Finance and Administration, stated that he was 
generally aware of the restaurant charges on the YPA credit card, but did not 
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review them. He believed that it was not his place to question the Executive 
Director’s expenditures. Generally, Mr. Gammoh’s said it was his practice to only 
review expenditures that exceed several hundred dollars. He often did not review 
the YPA Executive Director’s credit card payments.8 

 
The Inspector General’s review of the 48 charges was triggered by the lack 

of supporting documentation. Although the after-the-fact submissions by Mr. 
Dalton generally support a conclusion that YPA business was being conducted at 
the restaurants, they do not resolve the problem of the missing documentation. 
Moreover, the restaurant charges as described by Mr. Dalton raise a policy 
question for the YPA’s Board of Directors. Most of the charges were for YPA and 
City employees. Despite Mr. Dalton’s explanation that these meetings were 
business-related and that there was a reason for them being held out of the office, 
there is a policy question as to whether the Board wants to sanction such 
expenditures. As a general matter, meetings with YPA and City employees should 
be held during work time. 

 
Based on our review of the evidence, we find that Mr. Dalton was remiss in 

not originally submitting the detailed documentation which supported the business 
nature of the restaurant charges. We also find that there is a policy question as to 
whether it was appropriate to charge meals for YPA and City employees. In 
addition, Mr. Gammoh’s failure to review or question these payments did not meet 
his obligations as the YPA’s fiscal manager. The YPA’s payment of these charges 
without proper documentation or review highlights the need for a credit card policy, 
and improved internal controls to ensure that only appropriately documented 
expenditures are approved for payment. 
 
Recommendations 
 

1. The Board of Directors Should Take Appropriate Administrative Action 
Based on the Findings of this Investigation. 

 
  The YPA Board should review the facts and conclusions of this 
 report and take whatever administrative action that is deemed necessary.  
 

2. The Board of Directors Should Review and Update the Authority’s 
Administrative Policies and Procedures.  

 
  As part of our investigation, we reviewed the YPA’s policies and 
 procedures. Currently, the YPA does not maintain an updated policy and 
 procedure manual. The policies and procedures are to be found in 
 numerous separate documents including an old manual from 1986, 

                                                 
8According to both Mr. Dalton and Mr. Gammoh, the general, longstanding YPA practice is that all 
claims should be reviewed by both the Executive Director and the Chief of Finance and 
Administration before payment is authorized. However, as a practical matter, claims are often paid 
when only one and not both has reviewed a particular bill. 
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 resolutions of the Board of Directors, Bylaws of the YPA, and directives of 
 the Executive Director. We believe that these policies and procedures 
 should be reviewed, updated and collated in a new policy and procedure 
 manual that is issued to all YPA employees. 
 

3. The Board Should Issue New Policies and Procedures to Address Current 
Deficiencies and to Create Clear Guidance for YPA staff and to Meet the 
Requirements of the Public Authorities Accountability Act.  

 
  The Board should adopt policies and procedures with respect to a 
 tuition assistance program and the use of the YPA credit card. The Board 
 should give clear guidance as to what are acceptable uses of the credit 
 card with respect to restaurant charges, and also set forth the approval 
 process necessary before claims are paid. In addition, the Board should 
 review policies and procedures for investigating and documenting 
 incidents of employee misconduct. These recommended new policies are 
 important in light of the Board’s responsibility under the New York State 
 Public Authorities Accountability Act of 2005. Section 2824(1) of the Act 
 requires that board members of state and local authorities exercise direct 
 oversight of the authority’s chief executive and establish policies and 
 procedures for effective and ethical management of the authority.  
 
  Section 2824(1)(e) of the Public Authorities Accountability Act also 
 requires that the Board establish “policies protecting employees from 
 retaliation for disclosing information concerning acts of wrongdoing, 
 misconduct, malfeasance, or other inappropriate behavior by an employee 
 or board member of the authority.” The YPA currently does not have a 
 whistleblower policy, which is required under this provision. Such a policy 
 is important given the nature of the complaint that triggered this 
 investigation. 
 

4. The Board Should Request that the Inspector General Conduct a Follow Up 
Review to this Investigation in Six Months to Ensure that New and Revised 
Board Policies are being Followed. 

 
  As a matter of quality control, the YPA Board of Directors should 
 request the Inspector General to conduct a compliance review of YPA 
 operations to ensure that new and revised policies have been fully 
 implemented. 
 
 



ATTACHMENTS 

1. Michael Dalton's Written Response 

2. City of Yonkers Tuition Reimbursement Program 

3. Food & Restaurant Charges Spreadsheet 
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~ ~ t b . ~ ~ i b i l i t i e s ; b u t m y ~ ~ i . s I I d e o t ~ I t t m s a l ~ o n  
~~~ns,~chargemg.personalmeaigontEtiscard(ex~once)~asImighth;ave 
legithbly done. I ~ W ~ a r e a b o u t 8 O t o l O i O s u c h ~ p p e r y ~ .  

Third, in many 0th instances, as a courtesy, I puchased food md bev- finr our 
~ ~ I ~ ~ I m a k e m y r o u n d s t o Y P A ~ e s , m a n y o f w h o m w o r k ~  
shifb~utintheelemats. I t i s a ~ ~ d a p p m ~ m t o d t h i e s e  
employees, and I have done it since I began supenking crews in the 1980s. Accordingly 
I d o n o t - d h e i t h e r - n o r d o I k e e p ~ k o f ~ m - -  butnow estimatethese 
have W e d  appdmakly one thnusand dollars since I baame Executive Ditector. 



THE 2004 IIY- LEADING TO A SUSPrnON 

Y o u I d e a , b r o @ u p a 2 0 0 4 ~ ( ~ & m ~ ~ l y * B m t h e  
anonymous letter), which led to the tempomy swpemhn of one of our employees then. 
I a m n r ~ t ~ h o w ~ i d ~ c s s t h e ~ ~ ~ 8 k y o u a r e i n v ~ ~  
me, and yrm. leaned irmnedhtdy that the&Exedve Dh&m Bob Jerrn addly  haudled 
theindent. Iwasawareoftheincidentatfhetime. P~someoneelseanighthave 
r e spdd  diBbdy; but I befieve h4r. Jean handled it aplnopriately, as did id Police - 
Moreover, d ~ ~ e w , y y o u p l l t s o m e q u e s t i o n s t o m e t h a t I h z a d n o t c o ~  
before. I ~ y ~ w i z y y o u ~ ~ ~ u s e t h i s a s r m i m r ~ @ e ~ l , b u t I w a s  
unfahiyputuntb8pd. 1trustgrruwillncvt~lude:itismeaningfiathatIdidnot 
i m m e d i a t e l y k n o w ~ e r I ~ e a ~ ~ b a d r h o u r ~ e s , m ~ w a s t E a e  
bushesspurposeafagiven~ayearago. Tothecorrtrary,Ididnot"eramnfirthe 
~ , I ~ l y a P p e a t . e d m d ~ ~ i n a l l r e q x & t a t k e b e s t o r f x m n y  
recollection Aamdqly, this t h i s s u b m i s s i a n  is a bit more than you asked fbr, But I f'elt that 
u n d e r h ~ I & t o t e U a m o ~ c o l l l p l e t e ~ i h a n ~ y o u M  
maaqpd to coll& through yaur ofkXJs inv-811, 

You stated during the interview that the key allegations of the 8 t l m  complaint 
were That does not go k am@. That letter's most criticad 
aUe@om (ibz elwnplq W I  gave ah ~ 1 0 y m  tiaisee witbut B o d  appmval;) Prnere 
not just '-'' they wereproyen fals. The anonymous complaint is a 
despidle, wholly malicious, personal attack intending to, and mxeedhg in, causing 
emotional dishas. It L not a  blower" comptainc the pema(s) mqmsible for it, 
is subject to criminal md civil liability under the City's Ethics Code and common h. 

One of y m  g d  criticism is that there is a gmikr need fot -4 written policies 
delimiting the use of my executive authority with regard to the above matters. I agree 
that we need to improve in that regard. While maybe not a gifted wiie, I'm a people 
person,aPldIliketodo*iircetobsrndverbally. I a m a l s o a ~ m a n a g e r ,  
who teaches and trains staffby showing how to prfbrm a task; whether paving a lot, 



rebuitding a meter, or desQ+g a fkdity. I. count on my &to help me in wrihg, and 
a s o u r ~ h a s ~ v e d , P u e b e e n c r e a a i n g ~ ~ 0 1 1  

Onamare~aalmte,aspu~~le;tlmsd~youtaudit,mystyle 
empbdss developing people in my and developing relati- outside of the 
o ~ b h d p t h e Y P A r e a c h i t s g o a b a n d ~ e l o p ~ ~  EachmemberoftheYPA 
B o a d ~ ~ m y ~ s t y 1 e , d w a y g o f a c t v a n c i n g t h e A u t h a r i f y ' s  
imtema I ~ b y d l a f m y a c t i m ~ ~ Q n s .  

cc.: Holt Philip A. hnicone 
kWlirtmRegan 
Hon. JoseghN- 

Frank J. R . 0  



ATTACHMENT 2 

I 

The City oT -Yonkers has established a TUITION REIMBURSEMENT PROGRAM for 
unrepresented employees and employees represented by SEIU. Tuition reimbursement 
andlor educational incentives for employees who are represented by other collective 
bargaining units are subject to collective negotiations with the unit's representative. Mayor 
Spencer has authorized a $10,000 budget for Fiscal Year 200212003 for this program. 
Although this is a modest amount, the financial condition of the City will not allow 
increased funding for this program. However, it is anticipated that as the program develops 
and its advantages are validated, the funding for this program will increase. 

Tuition Reimbursement is a financial assistance program established to assist employees 
in obtaining further education. The goals of this program are: 

Q To provide opportunity to h e  employees to increase their knowledge, skills, 
and/or abilities thereby enhancing the employee's ability to perform their job 
duties and 'increasing the employee's value to the organization. 

. .. . . . . . 9 .. ...- Toprovide .. . . .  . . . employees .... ....,. wiih . the edu~tian., skill. a.nd.. . knowl.edge: required for. . , 

greater career advandemerit ~ w i ~ i , y ~ ~ e  ofQaiii,afi6n.. . ~. . . . 
. . . . . . . . . . . . . . 

1. FY 200212003 GUIDELINES FOR ELIGIBILITY 

. 1. Applicants must be full time employees with a minimum of one year of 
continuous full time service'with the City. Those applicants. who have. not 
been'city employees for at least one year may be eligible for reimbursement' 
by signing the attached waiver. ' 

2. Applicants must be employed. with the City during the length of the course'or 
. educational program for which they are. seeking tuition reimbursement and at 

the time their reimbursement checks are issued. 
. . 

3. Tuition reimbursement will be considered for courses, educational programs, 
professional development seminars, . certification programs (including 
examination fee), administered by an entity licensed by the State Department 
of Education or equivalent licensing authority. 

4. Tuition reimbursement will not be considered for conferences, and seminars ' 

sponsored by professional associatiotis (funded in individual department's 
tuition, board and travel account), hobby, lifestyle, and social courses. 



5. Reimbursement percentages will be based on the relation of the course to 
the employee's current position, as follows: 

75.% will be for courses direcNy related to the performance of employees' 
duties and functions; Course completion should strengthen the performance 
of employees' current position.. 

50% will provide for courses that would have applications in other areas o f  
th-e department the employee in working in, and not essentially required for 
the function of the employee in their current position. 

25% provides for assistance for courses that are related to a career path or 
position within the City organization, but does not have to relate to job or 
department functions as outlined above. This would provide assistance for 
courses to be credited towards a degree requirement, such as English, 
Algebra, GMAT prep, etc. 

'The Personnel ' Department will make. final determination of job 
relevance. Recommendation from Department Heads will be 
considered in this decision. 

6.' In order to encourage undergraduate and certificate. studies to distribute 
. . . . . . .  

. . .: funds_ -::- m ~ a . -  ......... _eq~iti?ak,.~~-there __ wi!! be ..a . -  $a!ooocap on. . requested . . .  . . . . . . . . .  
. . . - . . . .  ......... -. . . . . . . . . . . . .  .. . . . - . .  . . .  reimt~ursement expenses per - 

7. The only expense eligible for reimbursement is the actual tuition for the 
course or .educational prograni. No other fees qualify for reimbursement 
including registration, lab.or books. 

8. Employees receiving financial aid and/or scholarships will be eligible for 
tuition reimbursement only after the financial aid and/or scholarship has been 
used and deducted from eligible expenses. The remaining eligible expenses 
will then be considered under this program. The financial aid statement is 
part of the a~~l icat ion Drocess. Without this information, the application is 
considered incomplete and cannot be ~rocessed for approval until 
completed. 

9. Courses that hold registration prior to the end of the fiscal year, but end 
within 45 days of the end of the fiscal year will be considered for 
reimbursement for the fiscal year in which the registration occurs. This may 
affect summer courses. Courses that end beyond this window will be 
rejected for registration for that fiscal year but may be submitted for the 
following fiscal year, dependent upon approved budget. 

10. All applicants for tuition reimbursement are based on the availability of budgeted 
funds. Applications that meet all criteria will be approved on a "first come, first 
serve" basis. First priority will be given to any employee who was rejected from 
previous fiscal year due to lack of funding. Incomplete applications will be 
removed from process until complete. Applications will be considered 
incomplete if any requested information is  missing, including, signatures. 



J. . 
11. Applicants are-entitled to reimbursement for courses in which they receive a 

minimum grade of C (2.0) for undergraduate courses, a minimum of B (3.0) for 
graduate co.urses,- or written proof of successful completion. of certificate 
program courses. 

12. Any employee whose employment is terminated as a result of a disciplinary 
action shall be required to reimburse the City for funds received for educational 
purposes during the year preceding the termination. The full amount will be 
deducted from their final paycheck. 

I I .  APPLlCATlONlRElMBURSEMENT PROCESS 
1. Carefully read Guidelines to be sure you meet Eligibility Requirements. 

2. Complete 200212003 Application for Tuition Reimbursement prior to or as 
close to registration as possible. 

, 3. Give Form Appendix C: Recommendation, to your Department Head and ask 
himlher to forward completed form to the Personnel Department. 

Contact the Financial Aid Office at the schoo11college and request that they 
complete Appendix B: Financial Aid, and include it with your application for 
reimbursement. 

. . . . .  - . .  . . . .  . . . . . . .  . . . . . .  .L.- . . . .  - . . . .  . - -_ ... -. .. -.. --. - , _ _  .. 
. .  5. . Submit the following to the Personnel Department: ' "' . . . . .  

..~"....=-CI-" .2'-i.*.;.,<..;., 

*:* completed Application . : .... - 
'*:* Appendix B: Financial Aid Statement 
*:* Course Outline -from SchoolICollege Catalog 
*:* Course Fee Schedule 
*:* Appendix C: Recommendation 
*:* Paid Receipts 

6 .  You will be advised of approval or denial approximately 10 days after receipt 
of completed application in Personnel. However, it is your responsibility to. 
contact the 'Personnel ~epartment regarding your application should you not 
hear from us within that 10-day period. 

7. Employees, whose applications are not approved, may request a review by the 
Mayor or designated. representative. Such request shall be made in writing 
within 3 days of receipt of denial to the Tuition Reimbursement Program, 
Personnel. Department, Room 1 16, City Hall, 

8. The Personnel Department within 15 days of approved application (dependent 
upon registration dates) must receive proof of registration and payment or 
approval will be automatically rescinded and funds will be made available to 
other employees. 

9. Upon completion of course(s), submit a copy of your grades to the Personnel 
Department. 

10. Payment will be processed for reimbursement approximately 10 days after 
receipt of final grades. You should receive payment in approximately 30 days 
after your reimbursement claim has been processed. 
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