JB Pritzker, Governor Raven A. DeVaughn, Acting Director

RE: INA Tuition Program
Dear INA Participant:

Please review the RC-23 Tuition Policy, maintain a copy for your records, and adhere to the policy
for future tuition participation. The other items include the following: an INA Tuition Application,
the INA Work Commitment Form, and the Education Plan all which must be completed and
returned to the INA Tuition Coordinator prior to applying to the program.

The Work Commitment is referenced in the 2023-2027 agreement. Once you have filled out the
form, you will need to return it to the INA Tuition Coordinator. (After it is approved, a completed
copy will be sent to you for your records.) You will need to complete this form only once, and it
will become part of your permanent INA Tuition Program file.

The Education Plan must include the classes you have taken previously, and those you plan to
take in the future. (It is understandable you can only estimate what semesters you be taking
future classes. However, estimate to the best of your ability.) Once this is completed, you will
need to return it to the INA Tuition Coordinator and it will also become part of your permanent INA
Tuition Program file. You will need to complete this form only once.

Once you have completed and returned all required forms, please continue to submit future
requests following the procedure as outlined in the RC-23 Tuition Policy. Application must be
sent to the INA Tuition Coordinator prior to the start of the semester/quarter. Failure to complete
and return any required form in a timely manner may prevent participation in the Tuition Program.

Once the course(s) are completed, please forward a copy of your grades to the INA Tuition
Coordinator. Grades must be submitted to the coordinator in order to receive approval for future
courses. At that time, please also include an itemized receipt from the school that reflects
payment you have made for the corresponding course(s).

All of the aforementioned documents can be found at www.state.il.us/cms. Click on employee
services, click on Labor Relations, under the Personnel section. You can print the documents as
needed at this site.

Thank you for your interest in the INA Tuition Program.

Sincerely,

Jack Roither
INA Tuition Coordinator

555 W. Monroe, #1300  Chicago, IL 60661
Stratton Office Building ¢ 401 South Spring Street * Springfield, IL 62706
cms.illinois.gov
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