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UNIVERSITY of HOUSTON Replacas Le
MANUAL OF ADMINISTRATIVE POLICIES AND PROCEDURES

SECTION: Academic Affairs | Number 12.01.01
AREA: General

SUBJECT: Scholarship Administration

L Purpose and Scope

The purpose of this document is to define andéset orth mini :
administration and oversight of college andgmﬁﬁ%honal scholz '~ bs. This

document assigns respon51b111tles and assr ists umversr[y personnels mplying

1L Definitions:

This document will address th: admini
forms of student financial suppoﬁgz arc defit
appropriate administering office o%%»policy

or on be alf of a student for purposes of
may include, but is not hmlted to:

ter of eligibility, and six (6) credit hours for the summer. The
ate Ass1stant Tuition Fellowshlp program (GATF) does not cover
man ;&,ry or course fees, which remain the obligation of the student. (The
GATPis offered each semester subject to funding availability). For more
information on the university’s graduate assistantship/fellowship program,

see MAPP 05.03.02.

c. - Stipend (Compensation): A payment made to an individual for purposes of
living or maintenance, most commonly associated with the educational
activities of a student or scholar. A stipend may or may not require
performance of services; however, to the extent services are associated
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with and/or required as a condition of receiving the stipend payment, the
“fair market value” for the services is classified as “compensation” for tax
purposes. Because a stipend does not typically refer to amounts provided
as or for tuition, it is generally not excludable from tax as a qualified
scholarship. Compensation is administered through the university’s
payroll processes.

II.  Minimum Criteria for College-Administered Scholarships:

a. Written guidelines, provided and maintained®y the college which state
how the scholarships are awarded, includi
college scholarship committee(s).

estimated cost of attendan:é@“ an
by the Ofﬁce of Scholarshmps

sﬁ%é?

llege an@i

the expectéigfamﬂy contribution.
ndance: Cos?%*gnelated toa student’s enrollment ina

$

1@121; swith other apphcable expenses such as loan fees,
dep dent cgf% costs, costs related to a disability, and study abroad
costs as outlined in Section 472 of the HEA.
ed Family Contribution (EFC): A calculated amount, based
o1 ayF ederal formula, of how much the student’s family can be
)}Mpected to contribute toward the cost of the student’s education in
}" an award year.

d. Application criteria and requirement to publicize must be documented.
The college must be specific as to how they will provide notification of
available scholarships.

e. Documentation standards for the scholarship awarding process must be
publicly available. The college is responsible for maintaining a record of
the standards used in determining awards.
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f. A mechanism and timeline for notification to the Office of Scholarships
and Financial Aid of the awardees must be defined within the college’s
written guidelines.

g The actual awards to students will be provided through the Office of
Scholarships and Financial Aid through the university’s financial aid and
student accounting systems.

h. The college criteria must be reviewed and appreyed by*the University

Scholarship Committee.

The Office of Scholarships and F 1na.n01al<§&1d is re§p0n31ble for
criteria that comply w1th federal, stateﬁ%mwersrty K}:ﬁmHouston Syst

University Scholarship Commnii
Affairs/Provost or his/her dele

V.

and, the,a%%unt of the award are to be reported

rtot e Office" ofS%wardshlp by the Office of Scholarships
for purposes of donor reporting.

es may,not be released by the university or its staff if the
eria contain a component of financial need and/or if the
dent has opted out from the release of directory information.

d. Dlstr];}luteﬁ income from endowment funds will be retained in individual
accounits whose spending may be traced back to the endowment corpus.

€. The Office of Stewardship and the Office of Academic Budgets and
Administration will review scholarship income accounts periodically to

ensure that scholarship funds are expended.

VI.  Requirements for Management and Accounting for Scholarship Funds
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All funds received or disbursed for scholarships will be recorded with the
appropriate fund codes and program codes (function) in the university’s
financial records.

All funds received for scholarships should be awarded within the period
specified by the donor or fund source. Awards should be made by the end
of the fiscal year following receipt in cases where the period has not been

specified.

Year end equity balances will not exceed the apfount necessary for total

award commitments plus a reserve of twent ercent (25%) of the
funds received the previous fiscal year. Tof al dcommitments may
mean either the awards for the follomng year or thetotal commitments for
AM*%

y the.donor or fund'source.

e for aw%rds in the follo ﬁ?jea:r or, in
’sﬁgﬁ?jd\ll be returned#o the




