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Employer Tuition Assistance Program-Guidelines and Student Responsibilities 

 
The purpose of this document is to outline special billing guidelines and student responsibilities.  

If your tuition and fees will be paid by an outside agency or by your employer, we can bill them 

directly. Simply: 

 Work with your employer to meet their process/requirements - be sure to clarify if their program 

will pay for all classes, specific classes, books etc.  

 Work with your NAU advisor to enroll in the classes you'll need.  

 Once enrolled, work with the Extended Campus staff to arrange for billing.  Your employer will 

provide the university with authorization to bill them for a student’s charges.  

Important to note: Authorizations are considered guaranteed funds from the sponsor.  NAU does 

not accept authorizations with stipulations on grades or course completion. This does not apply if 

a student and employer have a reimbursement agreement set up. 

 

SPECIAL BILLING GUIDELINES 

 

Extended Campuses, Special Billing must receive a purchase order, payment voucher, or other 

written documentation stating the organization’s intent to pay for the student’s tuition and/or fees 

prior to the contract being set up with the company. To avoid late fees, enrollment into the 

payment plan or from being dropped from courses, these must be received prior to the 

payment deadlines. These may be emailed, faxed or mailed to Extended Campuses. 

1. Paperwork should include the following:  

 Student name and ID# 

 Clarification on whether all classes or specific classes will be paid for by the outside 

agency (please provide specific course name and number if possible) 

 If there is a specific amount the outside agency is willing to pay this should be stated 

in the paperwork. Specific charges covered like tuition, fees, etc. 

 Contact name, phone number, fax number and address. 

 To avoid late fees, enrollment into the payment plan or from being dropped from 

courses, these must be received prior to the payment deadlines. 

STUDENT RESPONSIBILITIES  

1. Student’s must apply and be admitted to Northern Arizona University prior to enrollment 

or special billing contract can be set up. If students are not admitted prior to the add 

deadline a petition to add after the deadline and late add fee are required. 
 

Undergraduate Admissions:  http://nau.edu/apply-now/   

Graduate Admission: http://nau.edu/GradCol/Admissions/  
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2. Holds such as academic advising, financial aid and Bursar as well as any other 

documentation that may prevent enrollment and/or deferment of tuition and fees must be 

taken care of.  Students can log into their student center and view their holds and to do list 

for more information. https://nau.edu/louie/   

 

3. Students are responsible for communicating with their employer and special billing 

representative regarding any changes in their schedule that may impact tuition charges on 

their account.  
 

 

4. Students are responsible for payment, drop/add and refund deadlines associated with their 

courses and any consequences as a result of the missed deadline(s).  

http://nau.edu/Registrar/Important-Dates/  

Other helpful links: 
 

 Extended Campuses Home Page - http://ec.nau.edu/    

 Office of the Registrar - http://nau.edu/Registrar/  

 Office of Student and Departmental Account Services - http://nau.edu/sdas/  

 Undergraduate Admissions-http://home.nau.edu/admissions/undergrad.asp  

 Graduate College - http://nau.edu/gradcol/  

 Disability Resources - http://nau.edu/Disability-Resources/  
 

 

Contact Information: 
 

Northern Arizona University Extended Campuses 

Box 4117 

Flagstaff, AZ 86011-4117 

800.426.8315 x7462 (ph) 

866.644.3519 (fax) 

EC.Billing@nau.edu 
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