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A8.857 Student Scholarship/Grant/Loan Payments

1. Purpose

To establish procedures for processing scholarship/grant/loan
payments to students.

2. Objectives

To assure that proper controls are exercised in processing
payments of student scholarships, grants, and loans.

3. Definitions

a. Scholarship/Grants - 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 loans are low-
interest loans with long-term repayment schedules available
to students in pursuit of a college education.  

c. Short-term Student Loans - Short-term student loans are
generally limited loans with short-term repayment schedules
that are available to registered, regular students.  No
finance charges are assessed on the short-term loans to
students.

4. Applicability/Responsibilities

a. The campus Financial Aids Office is responsible for
determining the student's eligibility, for reviewing and
approving student scholarship and loan applications with
appropriate promissary note (part of application form
processing) as applicable, and for processing the
scholarship/grant/loan payments.  The campus Financial Aids
Office is responsible for guidelines and policies governing
scholarship/grants, long-term student loans, and short-term
student loans.
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b. Fiscal Officers and Program Managers (Approving Authority)
who approve Student Scholarship/Grant/Loan payments are
responsible for compliance with applicable Federal and
State laws, rules, regulations, and University policies and
procedures.

c. The Disbursing Office, Accounts Payable Section is
responsible to issue a check for the amount designated by
the Financial Aids Office.

d. The Manoa Cashier's Office, West O‘ahu and O‘ahu Community
College Business Offices are responsible to pick up their
checks from the Disbursing Office, Clerical Section.
Checks to the outer islands (Hawai‘i, Kaua‘i, and Maui)
will be mailed by the Disbursing Office, Clerical Section
to the Business Offices.  All of these offices are
responsible to distribute the scholarship/grant/loan checks
to the applicable students according to their procedural
guidelines.

5. Procedures

a.  Electronic Feeds Process

1) Refer to the Disbursing/Accounts Payable and Payroll
APM A8.807 - Encumbrance and Payment Electronic Feeds
to FMIS.

b. Hard Copy Process

1) The campus Financial Aids Office and corresponding
fiscal officer will prepare and process FMIS-26,
(Attachment 1) Student Scholarship/Grant/Loan Payment
Request.  List student name in alphabetical order.
Prepare Form FMIS-26 utilizing proper object codes
(Attachment 2).  Prepare FMIS-26 for grant by types
(keep one type of grant on each form).  A sample is
attached (Attachment 3). 

2) Place an X in the New Record field of FMIS-26 whenever
a student is a first-time recipient of a scholarship or
grant.  This will assist the Disbursing Office in
creating a new vendor record.

3) Submit the original FMIS-26 with appropriate documents
if required (short-term loans) to the Disbursing Office
for preparation of the student scholarship/grant/loan
check.  

4) The Accounts Payable Section will pre-audit submitted
FMIS-26 (for students not processed on the electronic
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feed process) and data enter the transaction on-line.
This transaction will issue a check on the next
scheduled mechanical check run. 

5) The various offices mentioned above are responsible to
distribute the individual checks to the corresponding
students according to their procedural guidelines.

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

c. Imprest Check Process

1) Student Loans less than or equal to $500 (restricted to
two weeks preceding the actual registration period to
four weeks immediately following the actual
registration period) may use the  Imprest Checking
account procedures to obtain a check promptly. Refer to
APM A8.829 for Imprest Checking Account Disbursement
procedures. 

2) Refer to APM A8.830,  "Replenishment of the Imprest
Checking Account", for the specific requirements for
student loan replenishment.

6. Availability of Forms

Supplies of the Student Scholarship/Grant/Loan Payment Request
(FMIS-26) are available upon request from the Disbursing and
Payroll Office. 










