Memorandum of Agreement and Promissory Note for Tuition Credits in Accordance with
Tuition Assistance and Reimbursement for Salaried Employees - Policy 4800 (HR form P188)

Please note that this form has two components: 1) Agreement and 2) Promissory Note

Employee Name Virginia Tech ID number

College or Senior Management Area Department and Mail Code

Check appropriate boxes: D Faculty D Staff DFUII—Time I:IPart—Time

Tuition Credits Requested for: (Check One) [__| FALL []sPRING [JsuMMER__(tori) [ ] WINTER  Year20

Program Start Date Expected Program Completion Date

(Check One Box Only)[] PMBA[_]EMBA[CJXMNR [_]other:

Agreement

1. This agreement is for the use of tuition assistance credits in conjunction with enroliment in an accelerated graduate
program at Virginia Tech. Tuition assistance credits are awarded to eligible employees enrolled in accelerated
graduate programs where either 12 credits hours per year or 6 credit hours per academic term are insufficient to
cover the enrollment requirements.

2. The undersigned employee agrees to the terms of the attached promissory note agreeing to repay the pro
rata portion of the unearned credit hours (tuition credits) provided by Virginia Tech if the undersigned employee
separates from salaried employment prior to restitution through standard tuition benefit allocation. This applies only to
tuition assistance provided for credit hours beyond the standard amount (12 per year/6 per term), and does not
apply to differential program fees that may have been reimbursed by the employee’s department. In addition to
this promissory note, Virginia Tech may utilize other collection methods including but not limited to the Virginia
Debt Setoff program in the event that the undersigned employee fails to pay the rata portion of unearned credit
hours provided by Virginia Tech.

3. The undersigned employee acknowledges that Employer provided tuition assistance (waiver and/or
reimbursement) exceeding $5,250 is taxable in most cases. The value of the benefit exceeding the allowable
exclusion (per IRS) will be added as non-cash earnings for W-2 reporting and taxed accordingly.

Memorandum of Agreement Approval for faculty employee:

Department head/Director signature Date

Department head name (please print)

AVP/Dean signature Date
Vice President signature Date
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VIRGINIA TECH.

Memorandum of Agreement Approval for staff employee:

Supervisor signature Date

Supervisor name (please print)

Director/Senior Administrator signature Date

Assistant Vice President for Human Resources signature Date
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Promissory Note

In accordance with the attached Tuition Agreement, incorporated herein by reference, and use of
tuition assistance credits in conjunction with enrollment in an accelerated graduate program at Virginia

Tech, the undersigned Employee, , as Maker of this instrument, hereby
promises to pay Virginia Polytechnic Institute and State University (“Virginia Tech”) the sum of
Dollars ($ ), said

amount being the current in-state tuition value of any credit hours of educational assistance received by
the employee beyond twelve (12) credit hours per academic year or six (6) per academic term as
allowed by employer policy. Said amount shall become due and payable on a prorated basis upon
separation from employment at Virginia Tech if separation occurs prior to August 9, . The
laws of the Commonwealth of Virginia shall govern the interpretation of this promissory note.

1. Homestead and all other exemptions, presentment, demand, protest and
notice of dishonor are hereby waived by the undersigned.

2. The undersigned agrees to pay all costs and fees of collection, including late
payment fees, returned check, e-check or electronic debit fees, finance charges
or interest, collection fees of third party collections agencies or attorneys
(collection fees of third party collections agencies or attorneys shall consist of
33.33% of the combined sum of the principal, finance charges or interest and late
fees accrued prior to referral to such agency or attorney), court costs and or any
other charges necessary for the collection of this debt.

3. The holder of this note may grant to the undersigned extensions of the time
for payment of subject debt, or any part thereof, without notice to any other
person, and no such extension shall impair or affect the ability of Virginia Tech
to collect the subject debt.

4. In the event of death or approved long-term disability, this note is canceled.

Date signed and witnessed

Signature of employee

Notary Public Information
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