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A8. 857 Student Schol arshi p/ G ant/Loan Paynents

1. Pur pose

To establish procedures for processing schol arshi p/grant/| oan
paynments to students.

2. bjectives

To assure that proper controls are exercised in processing
paynments of student schol arships, grants, and | oans.

3. Definitions

a. Scholarship/Gants - Scholarship/grants are types of
financial assistance available to students to defray the
costs of a college education that do not have to be repaid.

b. Long-term Student Loans - Long-term student |oans are | ow
interest loans with |ong-termrepaynent schedul es avail abl e
to students in pursuit of a college education.

c. Short-term Student Loans - Short-term student |oans are
generally limted | oans with short-termrepaynent schedul es
that are available to registered, regular students. No
finance charges are assessed on the short-term loans to
st udent s.

4., Applicability/Responsibilities

a. The canmpus Financial Ads Ofice is responsible for
determning the student's eligibility, for review ng and
approvi ng student scholarship and | oan applications with
appropriate promssary note (part of application form
processing) as applicable, and for processing the
schol arshi p/ grant/| oan paynents. The canpus Fi nancial A ds
Ofice is responsible for guidelines and policies governing
schol arshi p/ grants, |ong-termstudent |oans, and short-term
student | oans.
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b. Fiscal Oficers and Program Managers (Approving Authority)
who approve Student Schol arship/ Grant/Loan paynents are
responsi ble for conpliance with applicable Federal and
State laws, rules, regulations, and University policies and
pr ocedur es.

c. The Disbursing Ofice, Accounts Payable Section is
responsible to issue a check for the anount designated by
the Financial Ads Ofice.

d. The Manoa Cashier's Ofice, Wst O ahu and O ahu Community
Col | ege Business Ofices are responsible to pick up their
checks from the Disbursing Ofice, Cderical Section.

Checks to the outer islands (Hawai ‘i, Kaua'i, and Maui)
will be mailed by the Disbursing Ofice, Cerical Section
to the Business Ofices. All  of these offices are

responsible to distribute the schol arshi p/ grant/| oan checks
to the applicable students according to their procedural
gui del i nes.

5. Pr ocedur es

a. Electronic Feeds Process
1) Refer to the Disbursing/Accounts Payabl e and Payr ol
APM A8. 807 - Encunbrance and Paynent El ectronic Feeds
to FM S.
b. Hard Copy Process

1) The canpus Financial Aids Ofice and correspondi ng

fiscal officer will prepare and process FM S-26,
(Attachnment 1) Student Schol arshi p/ Gant/Loan Paynent
Request . Li st student nanme in al phabetical order.

Prepare Form FM S-26 wutilizing proper object codes
(Attachnment 2). Prepare FM S-26 for grant by types
(keep one type of grant on each form. A sanple is
attached (Attachnent 3).

2) Place an X in the New Record field of FM S- 26 whenever
a student is a first-time recipient of a schol arship or
grant. This will assist the D sbursing Ofice in
creating a new vendor record.

3) Submt the original FM S 26 with appropriate docunents
if required (short-termloans) to the D sbursing Ofice
for preparation of the student schol arshi p/grant/| oan
check.

4) The Accounts Payable Section will pre-audit submtted
FM S-26 (for students not processed on the electronic
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feed process) and data enter the transaction on-1line.
This transaction wll issue a check on the next
schedul ed nechani cal check run

5) The various offices nenti oned above are responsible to
di stribute the individual checks to the correspondi ng
students according to their procedural guidelines.

6) For student recipients, who decide not to participate
and/or cancel, individual checks wll be cancelled
(Refer to GALC APM A8. 647, Request for Cancell ation of
UHGA checks.)

c. Inprest Check Process

1) Student Loans |less than or equal to $500 (restricted to
two weeks preceding the actual registration period to
f our weeks i mredi atel y foll ow ng t he act ual
registration period) nay use the | nprest Checki ng
account procedures to obtain a check pronptly. Refer to
APM A8. 829 for Inprest Checking Account D sbursenent
pr ocedur es.

2) Refer to APM AS8. 830, "Repl eni shnment of the I nprest

Checki ng Account", for the specific requirenents for
student | oan repl eni shnment.

Availability of Forns

Supplies of the Student Schol arshi p/ G ant/Loan Paynent Request
(FM S-26) are avail abl e upon request from the D sbursing and

Payr ol |

Ofice.
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CAMPUS; ——
FMIS-26
- DATE: ____ ) g ...
UNIVERSITY OF HAWAII {MMDDIYY )
STUDENT SCHOLARSHIP/GRANT/LOAN PAYMENT REQUEST DOCUMENT NUMBER
( Shaded items represent information tc ba completed by Disbursing. See reverse side for instructions ) G
CHECK ONE:
SCHOLARSHIP/GRANT
STUDENT LOAN
DEFARTMENT : ACCOUNT CODE SUBCODE
SOCIAL SECURITY STUDENT'S NAME P/FIN AMOUNT
" NUMBER ( LAST NAME, FIRST NAME, MIDDLE {NITIAL)
9
TOTAL |[$
PREPARED 8Y: o
FINANCIAL AID OFFICER DATE
APPROVED BY: :
FISCAL OFFICER DATE F.Q. CODE

Mriminotinn Nata: A1 08 Druviminm Piaba. #4000
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Attachment 1
UNIVERSITY OF HAWAL

FORM INSTRUCT!ONS
STUDENT SCHOLARSHIP/GRANT/LOAN PAYMENT REQUEST (FMiS-ZB)

PURPOSE: To process student loan or scholarship/grant payments.
DATA ITEM COMPLETION INSTRUCTIONS

All fields must be completed unless noted as optional.
Shaded items represent information to be completed by
Disbursing. Refer to APM AB.857 for detailed policies
and procedures.

CAMPUS - Enter campus code. Refer to Table A12.099.
DATE _ Enter date form prepared.
DOCUMENT NUMBER Enter 6-digit document number after "G". First 3 digits,

3-digit Fiscal Officer code. Last 3 digits are sequential control
number assignment,

CHECK ONE Check appropriate box. Process only one type of payment per
' form.

DESCRIPTION Enter description of scholarship/grant or loan payment.

DEPARTMENT Enter department name. |

ACCOUNT CODE Enter 6-digit account code.

SUBCODE Enter 4-digit subcode.

Enter voucher number.

- NEW RECORD Enter "X" if the student is a first time recipient.

SOCIAL SECURITY NUMBER Enter student’s social security number.

STUDENT'S NAME | Enter studeﬁt's last name, first name, m'idcﬂe initiat.

P/FIN Enter "N” for direct payment. if a miscellaneous encumbrance has
been issued, enter a "P" for partial payment or "F" for final payment
{any remaining encumbrance deleted).

AMOUNT Enter amount of scholarship/grant or loan awarded to student.
TOTAL ' Enter total payment amount.
SIGNATURES Signatures and dates are required by appropriate Financial Aid

Officer and Fiscal Officer.

Submit the original Student Scholarship/Grant/Loan Payment Request
to the Disbursing Office after approvals have baen obtained.
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cAMPUS:
-26
FuIs-2 pate: 97, 01, 96
UNIVERSITY OF HAWAII { MM/DDAYY )
STUDENT SCHOLARSHIP/GRANT/LOAN PAYMENT REQUEST DOCUMENT NUMBER
{ Shaded items reprasent information to be completed by Disbursing. See reverse side for instructions } G 056122
CHECK ONE:
X SCHOLARSHIP/GRANT PELL GRANT
STUDENT LOAN
DEPARTMENT ACCOUNT CODE SUBCODE
UH HILO 320566 6500
SOCIAL SECURITY STUDENTS NAME PIFIN AMOUNT
NUMBER [LAST NAME, FIRST NAME, MIDDLE INITEAL) .
X KXX-XX-KXXX BUTLER, Cameron % |n 198.86
. KXX-XX-XXXX CHCW, Elden N 452 .53
EXX-XX-XXXX FUAMATUA, Tony N 362.19
X b 4.6 6.0 #.4.¢ 4 SMITH, Karen N 449.12
XAX~-XX~-XXXX THOMASON, Aaron N 179.03
TOTAL |$ 1641.73
PREPARED BY: 07/01/96
DATE
R 224 __07/01/9%6 001 _
FISCAL OFFICER DATE F.O0.CODE

Origination Date: 4/11/95

Revision Date: 2/15/96



