[image: ]Employee Tuition Assistance Program
Available through Kentucky State University (KSU)
- Employee Request for Verification of Employment-
This form should be initiated by the requesting employee and submitted electronically to the agency HR Office for processing/approval. 
	Date of Request
	[bookmark: _GoBack]     

	SECTION I – TO BE COMPLETED BY EMPLOYEE
(Employee Information)

	
KSU Student Identification Number:
	
[bookmark: Text3]     

	Name:
	     
	PERNR:
	     

	Job Title:
	     

	Cabinet/Department Name:
	     

	SECTION II – TO BE COMPLETED BY EMPLOYEE
(Course Information)

	
Verification requested for semester beginning:
	
     
	
REGISTRATION DEADLINE:
	
     

	SECTION III – TO BE COMPLETED BY AGENCY HR OFFICE
(Verification of Employment)

	
[bookmark: Check4]|_| Employment has been verified.
	
By: 
	
[bookmark: Text4]       
	
on
	
      

	Agency HR Administrator  
	Date

	

	Copies of completed verifications should be given to the requesting employee and sent to:
	KSU Bursar’s Office: Bursarmail@kysu.edu (preferred)
 Or mail to: Julian Carroll Academic Service Building
                    400 East Main Street, 3rd Floor
                    Frankfort, KY 40601
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