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Occupational Therapists and Physical Therapists Tuition Reimbursement Application

Please submit the following documents:

□
an original “Therapist Tuition Reimbursement Form” signed by your supervisor;

□
an original “Authorization for Imprest Fund Expenditure Form” for each tuition application reimbursement;

NOTE:
You must enter your Employee Reference Number in the Vendor/SS# area on the Imprest form. This number can be found on your pay stub. Directions to locate this number can be found at:

http://www.nyc.gov/html/opa/html/getting_paid/statement_explained.shtml#Area2 

□
a copy of school transcript, or conference/workshop brochure/agenda;

□
a copy of certificate of completion/attendance at conference/workshop;

□
proof of payment: a copy of cancelled check (front and back), or credit card statement, or Bursars receipt, or cash payment receipt;

□
a copy of “Application for Excuse of Absence with Pay” (PD-19) approved by your Principal and Supervisor if conference/workshop is held during the school day.  This form is not required for after school (e.g. evening or weekend) sessions.

Please mail the above documents to 

Kris Pinon
or
Patricia Simmons
Queens ISC / D75

Queens ISC/D75
28-11 Queens Plaza North, 4th Floor

28-11 Queens Plaza North, 4th Floor
Long Island City, NY 11101-4008 

Long Island City, NY 11101-4008
If you have any questions regarding processing of your tuition reimbursement request, please contact:

Kris Pinon
or
Patricia Simmons at:

Telephone: 718-391-8049

Telephone: 718-391-8194

Fax: 718-391 8315

Fax: 718-391-8315
Email: kpinon@schools.nyc.gov 

psimmon1@schools.nyc.gov 
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