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INDIVIDUAL LICENSE OR CERTIFICATION FEES

  I.
PURPOSE:

To identify guidelines for reimbursement of professional licenses or certification fees.

 II.
SCOPE:

Department wide.

III.
POLICY:

A.
The Department will not reimburse or directly pay individuals for the application for professional licenses or certifications or annual renewal fees when these licenses or certifications are required by state or federal law to perform the job.  It is assumed that the license or certificate is a condition of employment and employees are responsible for assuming this cost.  This includes the fee required by state or federal authorities for a license or certification that is required, by law, for the employee to specifically perform their job.  Examples of this situation would include nurses and physicians.
B.
When state or federal law does not require the employee to have the certification or license to perform the job function but the Department requires specific credentials,  the fee or annual renewal fee may be reimbursed to the employee or paid directly to the licensing or certifying organization.    Examples of this situation may be if the Department requires a position to hold a Certified Public Accountant (CPA) license or a commercial driver’s license (CDL).
C.
Request and justification for payment of such fee requires approval of the division director or their designee prior to submission to the Division of Administration.  The employee must have successfully passed the exam for certification or licensure, if applicable, prior to being reimbursed.
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