[image: image1.jpg]RISK

MICHIGAN MUNICIPAL

RISK MANAGEMENT
AUTHORITY




MICHIGAN MUNICIPAL RISK MANAGEMENT AUTHORITY
RISK AVOIDANCE PROGRAM (RAP)

TRAINING REIMBURSEMENT GUIDELINES

1. Cover letter or fax cover sheet requesting reimbursement and including the name of the course, dates of the course, name of employee completing course, and municipality of employment  - i.e. City of Escanaba.
2. Proof of payment of all tuition expenses – i.e. check stubs or copy of check issued.
3. Copies of all lodging and meal receipts if applicable. Not all training reimbursement RAP grants provide for lodging and/or meal stipends.

4. Copy of certificate of completion. (Reimbursement will not be issued without this documentation)

5. Completed evaluation from employee completing course.  Evaluation can be completed on MMRMA standard form or in a one-page written format from training attendee.
Mail, fax, or e-mail all documentation to:



Cara Kowal



Risk Control Coordinator



MMRMA



14001 Merriman



Livonia, MI  48154



(734) 513-0300; FAX (734) 513-0318



ckowal@mmrma.org
