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Overtime/Backfill Reimbursement Instructions
1. Submit an application for a student to attend a CIT Statewide training class.

a. Classes with eligibility for overtime/backfill reimbursement are:
CIT-Statewide 40-HR Basic – up to 16 hours/pp at $55/hour ($880)
CIT-Statewide 8-HR In-Service – up to 8 hours/pp at $55/hour($440)
2. A notification of acceptance to training is sent via email approximately 2 to 4-weeks prior to the start of the class.

3. Within a week of the class to the start of class you may submit an invoice for your student that is taking training.  Complete the form as follows;

· Full name of officer that completed the class.

· Date and location of the class.

· Requested amount ($440.00 for 8 hour class or $880.00 for 40 hour class.)

This form is subject to disclosure and by signing you attest that your student is in need of overtime/backfill as listed on the form.
4: Submit the form via fax, mail, or email to CITregistrar@cjtc.state.wa.us 
.
[image: image2.png]



TRAINING THE GUARDIANS OF DEMOCRACY

