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Annual Nursing Education Allotment for                      
Non-Tuition Reimbursement Education Expenses 

UCM Resources Supporting Non-Tuition Reimbursement Education 

1. Annual Nursing Education Allotment funds can be used for attendance at nursing conferences, 
seminars, webinars and other web-based education, and certification review courses. You must 
earn nursing contact hours at these events/learning experiences. You may also use these funds 
towards reimbursement of the cost to take a certification exam (if passed) and help to reimburse 
the cost of renewing your certification. Please note that these funds cannot be used for travel, 
meals, or lodging expenses. 
 

a. For less than 5 years of continuous service, ALL nurses receive $250 per calendar year 
b. For 5 years or more of continuous service, ALL nurses receive $350 per calendar year 

 
Please contact the Center for Nursing Professional Practice and Research (CNPPR) office @ 773-
702-3752 for more information. 

2. Additional funds may be available for travel and other expenses for nurses that have been 
chosen to present at out of town conferences (lecture or poster). Your manager will provide you 
with this information when there are applicable opportunities. 

3. Throughout the year, there may be additional opportunities to attend conferences paid for with 
resources from UCM. Please let you manager know if you are interested in attending additional 
education when the opportunity arises. 
 

Reimbursement Processing Instructions 

1. Reimbursement for conferences, seminars, webinars and other web-based education, and 
certification review courses: 
 

a. Required documentation: 
i. Proof of payment (i.e. receipt, cancelled check) 

ii. Proof of attendance (typically a CE certificate) 
 

b. Bring or fax the required documentation to the main CNPPR office: 
i. Office location: C135 (off Wyler Lobby) 

ii. Fax #: 773-702-8690 
 

c. Once approved, an email will be sent with instructions on how to submit an expense 
report in Oracle for reimbursement. 
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i. This process for receiving instructions generally take no longer than one week, 
please contact the CNPPR office @ 773-702-3752 if an email has not been 
received. 

ii. The reimbursement will be processed through payroll and appear on your regular 
paycheck. 
 

2. Reimbursement for initial certification exam and renewal fees: 
 

a. Required documentation: 
i. Proof of payment (i.e. receipt, cancelled check) 

ii. Proof of certification achievement or renewal (copy of the certification or letter 
from certifying body that verifies certification) 
 

b. Bring or fax the required documentation to the main CNPPR office: 
i. Office location: C135 (off Wyler Lobby) 

ii. Fax #: 773-702-8690 
 

c. Once approved, an email will be sent with instructions on how to submit an expense 
report in Oracle for reimbursement. 

i. This process for receiving instructions generally take no longer than one week, 
please contact the CNPPR office @ 773-702-3752 if an email has not been 
received. 

ii. The reimbursement will be processed through payroll and appear on your regular 
paycheck. 
 

 


