
 
 

POLICY #: 249  TITLE: Professional Development 
Reimbursement Policy  

EFFECTIVE DATE: January 1, 2024 REVISED DATE: September 15, 2023 
MANAGED BY: Operations APPLIES TO: Staff 
APPROVED BY: President & CEO SIGNATURE:  
PURPOSE: 
   
Rasmuson Foundation recognizes that investing in the ongoing development of staff 
enhances organizational effectiveness and contributes to the achievement of our mission.  
The purpose of this policy is to provide opportunities for staff to acquire and enhance skills, 
knowledge and competencies relevant to their roles within the Foundation.  
 
POLICY: 
 
Eligibility 
Full-time permanent staff members are eligible for reimbursement for professional 
development costs that are approved by the organization. 
 
Types of Professional Development 
Professional Development activities may include, but are not limited to: 
 

 Conferences, workshops and seminars 
 Courses, certifications and training programs 
 Webinars, online courses and e-learning modules 
 Professional memberships and subscriptions 

 
Eligible Expenses 
It is the staff member’s responsibility to seek out the courses and other training mediums that 
will enhance his or her career development and are in line with the Foundation’s mission. 
Professional development can be obtained through attendance at seminars, educational 
courses or webinars, and some degree or certification programs that will assist the staff 
members in performing his or her essential job functions and increase the staff member’s 
contribution to the organization. Internal Revenue Service (IRS) regulations require that there 
be a nexus between the professional development activity and a staff member’s performance 
of essential job responsibilities. 
 
Due to IRS regulations, employees may not utilize professional development benefits for 
training or formal education that would qualify the individual for a new career field.  Extracts 
from IRS publications are appended to this policy for additional guidance. 
 
Membership fees to professional organizations, subscriptions for scholarly journals, books 
and computer-based resources related to staff’s duties at the Foundation are also eligible for 
reimbursement. 
 
Procedure 
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Staff must request permission from their immediate supervisor for review and approval to 
receive reimbursement for the desired training, coaching and/or other professional 
development resources. The request must include a description of the requested course, 
instruction, service or item, its job relevance, cost, dates, times of coursework and the name 
of the institution or source of training. Upon approval, staff may procure the desired 
professional development or subscription utilizing their Rasmuson-Foundation issued credit 
card. 
 
Extent of Benefit and Potential Recovery 
The maximum reimbursement amount will be $5,000 per calendar year, which will be 
prorated for new employees in their first calendar year. The amount does not roll into the next 
calendar year; it is forfeited if unused.  Note: this $5,000 is cumulative of benefits received 
under this and the tuition assistance policy. 
 
In a graded program where at least a “C” is received is or a “pass” is received in a pass/fail 
course, staff is eligible for 100% costs paid by the Foundation.  For grades less than a “C” or 
a fail in a pass/fail course, the Foundation may recover the costs it has paid on behalf of staff. 
If staff has experienced extenuating circumstances, staff may appeal to the President and 
Chief Executive Officer to avoid recovery. 
   
RELATED POLICIES: Tuition Assistance 

REVIEW PERIOD: The Foundation reserves the right to grant exceptions to this policy based 
on business needs. This policy will be reviewed annually, or as necessary for needed revisions.  
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