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Alcatel-Lucent Tuition Assistance Plan 
Frequently Asked Questions

You will find that many, if not all, of your questions about the Alcatel-Lucent Tuition Assistance Plan are addressed here and in the Alcatel-Lucent Tuition Assistance Plan Policy.  If you still have questions after reviewing these materials, please contact a CAEL customer service representative at (866) 517-2235 or Alcatel-LucentTAP@cael.org. 

Below are categories of Questions and Answers in this FAQ related to Alcatel-Lucent Tuition Assistance Plan.

· CAEL Contact Information

· General Policy Questions
· Application Processing
· Prepayment Processing and Course Completion

· Reimbursement Processing and Course Completion
· Tax Implications

CONTACT INFORMATION

Who administers the Alcatel-Lucent Tuition Assistance Plan?

Alcatel-Lucent has contracted with CAEL (Council for Adult and Experiential Learning), a Chicago-based, non-profit organization that has been administering Tuition Assistance Programs since 1986, to administer our Tuition Assistance Plan. CAEL will be the point of contact for helping you understand and manage your tuition assistance benefits. 

How can I reach CAEL, the Program Administrator?
Website:
http://tamsonline.org/Alcatel-LucentTAP.  You are able to check the status of your application 24 hours per day, 7 days per week via this website.

IVR:            (866) 517-2235

You are able to check the status of your applications 24 hours per day, 7 days per week via our Automated Interactive Voice Response telephone system.  

Phone:        (866) 517-2235
A customer service representative will be available to assist you Monday through Friday from 9:00 a.m. to 5:00 p.m. Central Time.  After hours, you may leave a voice mail which will be returned by 5:00 p.m. the next business day.

Fax:
(866) 517-2235

Email:
Alcatel-LucentTAP@cael.org
Address:
Alcatel-Lucent Tuition Assistance Plan
PO Box 2505 
Chicago, IL 60690-2505

GENERAL POLICY QUESTIONS

Who is eligible to participate in Alcatel-Lucent Tuition Assistance Plan?

To participate in the Alcatel-Lucent Tuition Assistance Plan (TAP)::
1. You must be an active, regular (not term), U.S.-based full-time and part-time Alcatel-Lucent employees.
2. You may participate in coursework begun on or after date of hire.  .
3.  You must remain on the active payroll through completion of each course to maintain eligibility,.

Those out on disability and on unpaid Leave of Absence are not eligible for TAP and cannot apply until they return to work. This policy does not apply to students in the Alcatel-Lucent Co-op Education or intern program, contractors, vendors, non-employee workers and temporary or term employees.

What educational programs and degrees are covered under Alcatel-Lucent Tuition Assistance Plan?

Educational decisions should reflect current job and career related goals. It is strongly recommended that employee development plans and objectives be reviewed periodically with managers in conjunction with all educational and learning opportunities available to the employee.
Eligible courses and educational programs include:

· Associate’s, Bachelor’s and Master’s, Executive MBA and Doctoral degree programs; eligibility includes all coursework required to complete an approved degree.  

· Recognized certification programs (programs must have a measurable course completion requirement beyond attendance and participation e.g. passing a certification exam and obtaining a grade).  

· Courses required for admission to an approved degree or recognized certificate program (e.g., refresher course or non-credit remedial course).
To qualify for tuition assistance:

· Educational programs must be related to the scope of Alcatel-Lucent’s business operations.  Examples of generally accepted courses of study include, but are not limited to: Accounting, Business, Computer Science, Economics, Engineering, Finance, Human Resources, Management, Marketing, Mathematics, Systems Management/Information Systems, and Telecommunications.

· Educational programs must be in a field of study that would to qualify the employee for a reasonably attainable position within the organization.

· Educational programs cannot be in a field of study designed to prepare the employee for a new profession (e.g., law, counseling, etc) unless the degree would qualify the employee for a career move within Alcatel-Lucent.
· Courses must be taken for college credit at a regionally accredited institution of higher education. 

What types of programs and degrees are not covered under Alcatel-Lucent Tuition Assistance Plan?  Examples include, but are not limited to:
· Courses for Continuing Education Units (CEU’s) are not covered.

· Courses related to games, hobbies, or other leisure activities are not acceptable.
· Skill based courses, such as PC courses, that are not related to a degree program.

· Examples of courses of study not approved under the Tuition Assistance Plan include, but are not limited to: Aviation, Biology, Clinical and Community Psychology/Counseling, Contractor Licensing, Education-Elementary/Physical/Secondary, Fine Arts, Food Science, Gerontology, Hotel/Travel Management, Insurance, Law/Paralegal, Medicine/Nursing, Public Administration, Real Estate Licensing, Social Services, and Theology.  
CWA employees may apply to the Alliance for educational assistance for courses not covered by TAP by contacting their Alliance Committee. Those employees represented by the IBEW may be eligible for educational assistance through ETOP by contacting their local ETOP Committee.
If your degree program is not on this list, contact a CAEL representative at (866) 517-2235 for more information. 

What are the eligible educational providers for degree programs and individual courses?
Degree programs and individual courses must be provided by an educational provider accredited by one of the Regional Accreditation agencies listed below.  

· Middle States Association of Colleges and Schools
· New England Association of Schools and Colleges 
· North Central Association of Colleges and Schools 
· Northwest Commission on Colleges and Universities 
· Southern Association of Colleges and Schools

· Western Association of Schools and Colleges 

Featured Provider Network

CAEL has established a network of Colleges and Universities to increase the value of your tuition assistance dollars.  Essentially, each institution has agreed to provide a discount and/or other meaningful benefits to each of CAEL’s client companies.  The list of institutions participating in the CAEL FPN program will be available on http://tamsonline.org/Alcatel-LucentTAP.  Click on Search for Tuition Discounts on Step 3 of the application process.
How can I find out if my school is accredited?

Generally, most state and city universities and colleges hold appropriate accreditation. You can verify your school's accreditation by:

· Checking the school’s website to verify their accreditation, 

· Calling your school and asking for the name of their accrediting agency, or  
· Using the Office of Post Secondary Education College Search Tool
· You may also email Alcatel-LucentTAP@cael.org or call TAP customer service at (866) 517-2235 to verify that your school is regionally accredited.  
When may I take courses?

Courses approved for the Tuition Assistance Plan are taken during non-work hours. If business conditions permit, however, managers may give employees time to take a course that is available only during work hours. This exception does not apply to groups of courses or an entire course of study that requires regularly scheduled classes during work hours.

Is there a limit on the number of courses that can be taken through the Tuition Assistance Plan?

There are no course limits for full-time employees enrolled in a degree/certificate program. Non-degree students are required to declare a degree after 12 credit hours.

The number of courses allowed for part-time employees per calendar year is dependent upon regularly scheduled work hours

  Working 20 hours or more

  Up to three approved courses

  Working less than 20 hours
  Up to two approved courses

Is there a tuition expenditure limit ? 
Employees are eligible for the cost of all approved courses taken in a calendar year, based on the course start date, up to:
· $7,000 for undergraduate and other education (Associate’s, Bachelor’s, and certification programs)
· $9,000 for graduate education (Master’s, MBA and PhD programs) 
Note: There will be no exceptions for exceeding the dollar limits listed above.
What expenses and fees are covered under Alcatel-Lucent Tuition Assistance Plan?

Eligible expenses include: 

· Tuition 
· Required instructional books, CD Rom or audio/video tapes up to a maximum of $100 per course. The reimbursement for textbooks and other eligible course materials cannot exceed a total of $100 per course. Remember, reimbursement of books in conjunction with non-job related courses is taxable income.
· Prior learning assessments and tests used to document knowledge for the purpose of granting credit toward an approved degree, along with fees for posting these credits. Examples are College Level Examination Programs (CLEP), ACE, DANTES and portfolio preparation. 

· Evaluation of Life Experience Portfolio if evaluation results in college credits 
· Continuous registration fee for up to 6 semesters beyond completion of courses/program while working on thesis/dissertation 
· Required prerequisite courses for admission to higher level approved courses, degrees or certificate.
· Registration and Nonresident Fees

· Admission and Application Fees

· Laboratory and Library Fees

· Technology Fees

· Mandatory Student Health Fees

· Graduation fees 

What expenses and fees are not covered under Alcatel-Lucent Tuition Assistance Plan?

Specific disallowed expenses include the following:
· Admission Tests 
· Book reimbursement without tuition approval 

· Calculators

· Cap, Gown, Tassel Rental or Purchase

· Change of Program

· Computers 

· Convenience/Handling Fees

· Drafting Instruments

· Dropping or Adding Courses

· Educationally Related Services

· Equipment and Kit Costs 

· Financing or Installment Service Charge, Deferral Fees

· Foreign Credential Fees

· Insurance 
· Late Registration/Filing

· Meals/lodging 
· Nonacademic activity fees (athletics; field trip…)
· Optional Fees

· Orientation (could be allowed, if it carries college credit)
· Parking/Parking Decals

· Personal student health insurance 
· Physical Examination/Immunizations          

· Postage/Shipping

· Reference Books

· Refundable Breakage Deposit

· Reinstatement

· Reschedule Examination

· Review or Prep Classes for any program or exam

· School Rings

· Seminars/Boot Camps/Workshops

· Student Union
· Subscription to School Paper 

· Supplies 

· Test review classes (e.g., SAT, GMAT, CPA, Bar Exam) 
· Thesis publication/binding/filing
· Transcript/Transcript translations

· Transportation 
· Travel, Meals or Lodging

· Tutoring/Directed Study
· Any Fee not specifically listed as “eligible” in this policy
What if I receive a grant or other financial aid from my school or other sources?

An employee receiving grants, scholarships, and/or Veterans benefits should fully utilize these sources prior to requesting tuition assistance.  All financial aid must be disclosed on the tuition request form when used concurrently with the Alcatel-Lucent Tuition Assistance Plan.

APPLICATION PROCESSING

What do I need to do in order to participate in Alcatel-Lucent Tuition Assistance Plan?
First, engage in development discussions with your manager since the Tuition Assistance Plan (TAP) application is a process that requires the approval of your manager. It is the manager’s responsibility to assess the appropriateness of utilizing TAP or alternative opportunities as a development tool for each employee. Then, verify you meet all of the eligibility requirements for TAP.  To be eligible, you must answer True to each of the following statements: 

1. I am an active, regular (not term), U.S.-based full-time or part-time Alcatel-Lucent employee.
2. I intend to participate in coursework that began on or after my date of hire.  

3.  I am not out on disability nor on unpaid Leave of Absence
Next, verify you are submitting your application within the required time frame:

· Your application must be submitted at least 2 weeks but not more than 2 months prior to each academic term.

If you have met all of the requirements above, you may submit your tuition application via the Alcatel-Lucent Tuition Assistance Plan website at http://tamsonline.org/Alcatel-LucentTAP.  You are encouraged to submit tuition applications for approval prior to course registration to ensure timely tuition payment and reimbursement.
How do I process an application online?

You need to link to the Alcatel-Lucent Tuition Assistance Plan website at http://tamsonline.org/Alcatel-LucentTAP. 

Log on to the website using your HRID.  First time users click the link on the login page to obtain a password.  You will be required to enter your work email address.  An email containing a unique password will be sent to you.  You will be required to change your password after your initial login.

1. Select “New Application” from the Main Menu.

2. Click the “Create New Application” button and complete Steps 1-6 of the application wizard.
3. Choose “Tuition Prepayment” or “Tuition Reimbursement” as appropriate in step 1.
4. Once you have completed Step 6 and you are ready to send your application to CAEL for review, click the “Submit” Button.    You will receive an on-screen confirmation and application number when you have successfully submitted your application. 
Additional information when submitting an application:
· A maximum of 4 courses taken at the same school with the same term dates may be submitted on one application.  A separate application will need to be submitted for more than four. 

· Separate applications are required for courses at different schools. 

· Separate applications are required for different term dates. 
I tried to apply online and received a message stating that only active participants may apply.  What is an “active participant”?  

An active participant is an employee who has met the requirements to be eligible for Alcatel-Lucent Tuition Assistance Plan – in short, benefits eligible at the start of the course.  Eligibility is described further in this FAQ and in the Alcatel-Lucent Tuition Assistance Plan Policy.

If you are unable to access the online application and believe you are eligible to apply for tuition assistance, please contact the Program Administrator via e-mail at Alcatel-LucentTAP@cael.org or phone (866) 517-2235.
How would I proceed with my application if my manager is not U.S. based?

If your manager is not U.S. based, you must submit a paper application with your manager’s signature to the Program Administrator.  You can obtain a paper application via the website at http://tamsonline.org/Alcatel-LucentTAP.  You’ll find the paper application under the Resources tab.  After you complete your application and obtain your manager’s signature, you can fax, email or mail your application to the Program Administrator.
How long does it take CAEL to process my application?

Your application will be reviewed within 5 business days of receipt, presuming all information is entered by you correctly.  You will receive an email communication stating the status of your application.  If additional information is needed, we will notify you and the review will resume and may take longer depending on the information needed. 

What happens if my application is incomplete?
You will receive an email (or letter if no email address available) to request any missing information we need to continue the review process.  The review process will resume upon receipt of your missing information.
What if I can’t find my school using “Search for Provider” on Alcatel-Lucent Tuition Assistance Plan website application?

If you can’t find your school location using the “Search for Provider” tool on Step 3 of the website application, please select the nearest location.  As long as the name of the education provider matches the location will be updated when the payment is processed.

If you are unable to find your education provider, please contact the Program Administrator at Alcatel-LucentTAP@cael.org or call us at (866) 517-2235 for assistance. If the school meets the policy guidelines for accreditation, your school will be added to the list of eligible educational providers.  

How do I find out if my application has been approved?

You will receive an approval notification via email.  We also encourage you to monitor the status of your application online at http://tamsonline.org/Alcatel-LucentTAP or through the IVR at (866) 517-2235.

My application was denied by the Program Administrator, what do I do now?
If you feel your tuition application was denied in error, you may submit a request for reconsideration to the Program Administrator by e-mail at Alcatel-LucentTAP@cael.org. Reconsideration requests must be submitted within 30 days of the original denial of tuition assistance and must include:
· Your name and Employee ID,
· Your manager’s name,
· An explanation of why you should be reconsidered, and
· Any relevant documentation to substantiate your claim 

How do I make a change or correction to my application?

In some cases, you may drop, withdraw, change, or reschedule a course that you originally submitted on your application.  Also, course numbers or titles may be different than what you originally entered.  If this occurs, in order to be reimbursed you must correct your originally submitted application by:

Accessing your account on the website and selecting the appropriate application from “My History”.  You can only make on-line changes to an application in one of the following statuses: 

“Submitted – Pending Review”
“Saved – Not Submitted”
“Application Incomplete”  
Make your desired changes, proceed to Step 6 of the application wizard, and click “Submit” to resubmit your application.

For applications in any other status, if the course information originally submitted on your application changes (i.e., you drop, withdraw, change, or reschedule a course), you must notify the Program Administrator immediately by contacting a customer care representative at (866) 517-2235 so that your application can be updated.  The customer care representative will provide you with instructions or next steps.

If your application is in a paid status or is being processed for payment a change can not be made.    On occasion, you may get a bill from a provider for a fee or some other charge that wasn’t on your original proof of payment that Alcatel-Lucent will pay.  If this occurs, we treat this as a correction and it must be sent to the Program Administrator to process.

You will receive a response from the Program Administrator within ten business days of receipt of your request.

What payment options does the Tuition Assistance Plan offer? 
TAP offers employees two payment options for tuition and eligible expenses: "Prepayment" when the school bills Alcatel-Lucent directly or employee "Reimbursement" where the employee pays the school directly and is then reimbursed by Alcatel-Lucent.

PREPAYMENT PROCESSING AND COURSE COMPLETION

How do I use the Prepayment program?

· To apply for tuition advance, log onto https://tamsonline.org/Alcatel-LucentTAP and complete an online application as directed in the Application Processing section above.

· The application will be reviewed by the Program Administrator to ensure that the educational institution, courses and fees are covered under the Alcatel-Lucent Tuition Assistance Plan policy.  

· After the Program Administrator reviews the application, the employee's manager will receive an e-mail with a link to the Tuition Assistance Plan website to provide his/her approval.

· Upon approval of your application, a Letter of Credit (LOC) will be sent to you as a pdf attachment on your application approval email notification.  The Letter of Credit (LOC) includes your name, the name of the educational provider, the name of the approved courses and the maximum payment amount for the approved courses.  

· You must submit the LOC to the school upon course registration. The school accepts the LOC in lieu of payment and will invoice Alcatel-Lucent for the tuition amount. 

· Alcatel-Lucent will arrange for direct payments to the school for the eligible tuition and fees within 30 days of receipt of invoice. You are responsible for any expenses not covered under the Alcatel-Lucent Tuition Assistance Plan.
What expenses are eligible for Prepayment?

Prepayment is available for the payment of tuition expenses for coursework billed directly by your educational provider only.  All other expenses approvable under the Alcatel-Lucent Tuition Assistance Plan that are not billed as part of your tuition bill (i.e. - textbooks, graduation fees, etc) must be submitted as a reimbursement request.   

Can I get another copy of a Letter of Credit that has been lost?

Yes. You may access your account on the Tuition Assistance Plan website https://tamsonline.org/Alcatel-LucentTAP to print a copy of the Letter of Credit. Once the application status is set to “closed”, the Letter of Credit cannot be printed. A closed application is one in which payment has been made to your school and a satisfactory grade is recorded in the system. 

How do I change or cancel a course or request a correction to my Letter of Credit?
Course corrections and cancellations should be submitted via email to Alcatel-LucentTAP@cael.org.  You must provide written documentation that includes: 

· Your Name, 

· HRID, 

· Application Number,  

· Change requested, and

· Reason for change.

Please note: certain changes (i.e., adding or changing a course) to your course information will require that your application be resent to your manager for approval.  Upon approval, you will be issued a new Letter of Credit. Changes can not be made to applications after the course end date on the application has passed.  

If you have already submitted a Letter of Credit to your school, you will be advised by the Program Administrator of the next steps you will need to take based on the payment status of your application.  If payment has already been made to your school, it is your responsibility to work with your school to ensure that your tuition payment is refunded.  If your school requires a partial tuition charge for a dropped course, you may be required to repay this amount to Alcatel-Lucent.  

How soon will my school be paid once I provide the Letter of Credit to them?
The Alcatel-Lucent Tuition Assistance Plan should receive the invoice from your school along with the signed Letter of Credit Form within 45 days of the course start date.  Most schools will submit invoices after the drop/add period for the stated semester.  Payment will be processed within 30 days of receipt of your complete billing information from your school.
How do I find out if my school invoice has been paid?

You may check the status of all of your applications by accessing your account on the website. The “My History” page will indicate the application status and will include check number, amount and issue date for all paid applications. You may also call (866) 517-2235 and follow the instructions to receive the automated answers for the status of your applications.

Under what circumstances would I be required to repay Alcatel-Lucent for tuition prepaid on my behalf?

Employees will be required to repay Alcatel-Lucent for tuition and paid expenses under the following circumstances:
· Failure to meet the program course completion requirements, 

· Withdraw from a paid course after the add/drop period, 

· Failure to submit grades within 60 days of the course end date, 

· Failure to convert a grade of incomplete to a passing grade (C or better) within 120 days of the course end date

· Leave Alcatel-Lucent (except under a Reduction In Force/Forced Management Program) 

Under these circumstances, an employee must contact the Program Administrator as soon as possible, but not later than 60 days after course completion, to arrange repayment.  If an original passing grade report is not received within 60 calendar days after the course end date, the Program Administrator will process the employee's authorization (in the TAP application) to have the amount due deducted from the employee's pay over a three month pay cycle.
Under what circumstances may the obligation to repay Alcatel-Lucent for tuition prepaid on my behalf be waived?

An employee's obligation to repay Alcatel-Lucent may be waived in the following circumstances (requires the supervisor or higher manager to submit a written explanation with approval):
· Employee's extended sickness or accident disability absence 
· Employee transfer to a distant Alcatel-Lucent location 
· Termination of employee's employment under a Reduction In Force/Forced Management Program

· Employee's military service 
· Employee going on leave of absence (except personal leaves) 
· Job requirements, (e.g., unforeseen business travel, approved overtime, such as a business
 emergency assignment) 

Proof of Successful Course Completion (Grades)

· Employees must receive a grade of “C” or higher, a “pass” grade in a pass/fail course, or a certificate or official documentation indicating achievement of professional certification.  Proof of successful course completion must be received by the Program Administrator within 60 days of the course end date.   

· Grade reports must be legible and must include your name (first and last), school's name and logo, grade, course name and number.  Be sure to include your Employee Number when you submit your grade.  This official document from your education provider must indicate a C or better, or a Pass for a pass/fail course. 

· If the educational institution provides official grade reports on their website, you may email it or print a copy and fax to (866) 517-2235, attn: Alcatel-Lucent Tuition Assistance Plan. In order to be accepted via email, grade reports must be posted to the web by the school in a format that cannot be altered.
· Note: The grade report must clearly list the employee’s name in order to be accepted.

Grades and receipts may be submitted via fax, email, or US mail.  

Fax:  
(866) 517-2235
E-mail: 
Alcatel-LucentTAP@cael.org   

Mail:
Alcatel-Lucent Tuition Assistance Plan

Attention: Grades


PO Box 2505


Chicago, IL 60690-2505

Please remember to keep a copy of these documents for your records, they will not be returned to you.  Documentation that is not legible or that has been altered in any way will not be accepted by the Program Administrator.
REIMBURSEMENT PROCESSING AND COURSE COMPLETION 

How do I use the Reimbursement program?

· To apply for tuition reimbursement, log onto https://tamsonline.org/Alcatel-LucentTAP and complete an online Reimbursement application as directed in the Application Processing section above.

· The application will be reviewed by the Program Administrator to ensure that the educational institution, courses and fees are covered under the Alcatel-Lucent Tuition Assistance Plan policy.  

· After the Program Administrator reviews the application, the employee's manager will receive an e-mail with a link to the Tuition Assistance Plan website to provide his/her approval.

· Upon approval of your application, an Approval Notification will be sent to you via e-mail.  This document verifies that you will be reimbursed for the courses indicated upon submission of the required successful course completion documents (see How do I get reimbursed for my approved courses? below for a list of required course completion documents)
How do I get reimbursed for my approved courses?
To receive reimbursement, submit the following documents via fax to (866) 517-2235 within 60 days of course completion:
Proof of Successful Course Completion (Grades)

· Upon completion of your approved courses you must submit an original copy of your grade report to the Program Administrator.  Grade reports must be legible and must include your name (first and last), school's name and logo, grade, course name and number.  Be sure to include your Employee Number when you submit your grade.  This official document from your education provider must indicate a C or better, or a “pass” for a pass/fail course. 

· If the educational institution provides official grade reports on their website, you may email it or print a copy and fax to (866) 517-2235, attn: Alcatel-Lucent Tuition Assistance Plan. In order to be accepted via email, grade reports must be posted to the web by the school in a format that cannot be altered.
· Note: The grade report must clearly list the employee’s name in order to be accepted.

Itemized Invoice or Receipts

Itemized invoice or receipt showing proof of payment of tuition and fees.  Receipts should identify the employee name and the educational institution attended. The receipts must also:

· Provide an itemized breakdown of tuition, fees and any financial aid received.  (If the school does not itemize, then the receipt must have documentation from the school explaining this each time you submit for reimbursement.)

· Show covered expenses have been paid in full.

· If a receipt clearly indicates you received a grant/scholarship, the grant/scholarship amount will be deducted from the tuition benefit amount.
· Proof of payment could include:

· Cancelled check w/detailed statement from institution

· Credit Card receipt w/detailed statement from institution

· Statement from institution showing payment was made

Grades and receipts may be submitted via fax, email, or US mail.  

Fax:  
(866) 517-2235
E-mail: 
Alcatel-LucentTAP@cael.org   

Mail:
Alcatel-Lucent Tuition Assistance Plan
Attention: Grades

PO Box 2505

Chicago, IL 60690-2505

Please remember to keep a copy of these documents for your records, they will not be returned to you.  Documentation that is not legible or that has been altered in any way will not be accepted by the Program Administrator.
What happens if I do not receive a C or better or fail (for Pass/Fail courses) a course, withdraw from a course?

You will not be reimbursed for your courses. 
How do I get reimbursed for my required eligible course materials?

Once you have submitted your tuition application (Prepay or Reimbursement), you will be able to enter a Book Reimbursement Application.  You may enter your Book Reimbursement Application by clicking the “Create Book Reimbursement Application” button located on the corresponding tuition application.

When you click the “Create Book Reimbursement Application,” the course information from your corresponding tuition application will be pre-populated on your Book Reimbursement Application.  To enter the cost of your textbook(s) or other eligible course materials, simply follow the instructions under “Expense Details.”  Please Note: You may not add expenses to a Book Reimbursement Application for courses that do not appear on your corresponding tuition application.

In order to be eligible for reimbursement, you must submit a Book Reimbursement Application via the website and submit the following documentation to CAEL within 60 days of your course end date:

· Fax/Email coversheet

· Proof of successful course completion (grades) for the corresponding courses.

· Original itemized receipts showing proof of payment for the materials for which you are requesting reimbursement.

You should make a copy of all reimbursement documents for your records and make sure your name is on all documents prior to submission.  Incomplete or illegible documents will not be accepted and will be returned to you
When will I receive my reimbursement? 
Tuition reimbursements are processed and paid through Alcatel-Lucent’s Payroll on the normal payroll cycle.  You should expect to receive your Tuition Assistance within 1 to 2 pay periods from the date of CAEL’s e-mail notification that payment is being processed.
What happens if I leave Alcatel-Lucent while attending courses?  
Employees will be required to repay Alcatel-Lucent for the course tuition and paid expenses if they leave Alcatel-Lucent (except under a Reduction In Force/Forced Management Program) 
TAX IMPLICATIONS

What are the tax implications for Alcatel-Lucent Tuition Assistance benefit?

Taxation of employer-provided tuition assistance is governed by the IRS tax code, Section 127. In compliance with Internal Revenue Service (IRS) regulations, tuition assistance payments are exempt from taxation up to a maximum of $5,250 for each employee per calendar year. 
The federal government permits non-taxable tuition assistance above this amount if:

· The course maintains or improves skills needed in the employees current position; 

· The course is not required to meet the minimum educational requirements of the employees current position; and 

· The program does not qualify the employee for a career in a new trade or business. 

Taxability for a given calendar year is calculated using the date the application is processed for payment.  Federal and state tax on tuition assistance, if applicable, will be withheld in accordance with current tax laws.  Please consult your tax advisor for additional information.
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