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Department Award Request Form Guidelines

Purpose: To explain how to process awards given to students by departments.  This form is to be used for awarding of scholarships or awards not stipends.  

General Instructions

· All information on the form must be completed for Financial Aid to process.

· All PeopleSoft data must be filled in and accurate for Financial Aid to process. (If this information is not accurate, there will be a delay in processing.)

· If the funds are housed at the University, the forms should be sent directly to Accounting Services for approval in a timely manner.  Accounting Services will confirm funds are available in the account you indicated and then forward the form to us.  Financial Aid cannot post without the appropriate signature.
· If the funds are housed at the Foundation, please submit the UNO Foundation check request directly to the Foundation in a timely manner.   The Foundation will process and send us authorization to post to the student’s account.  (We can-not post to a student’s account until we receive this authorization from the Foundation.  The Foundation verifies funds are available in your account to distribute to the student.)

· If the funds are housed with Sponsored Program, please forward the form directly to Sponsored Program, in a timely manner.  Afterwards, Sponsored Program confirms funds are available in the account indicated and that the request is for an award/scholarship, it will forward the form to Financial Aid to post to the student’s account.   Financial Aid cannot post until Sponsored Program confirms funds are available and the funds are for an award.) 

Notes:   

*Please DO NOT send form directly to Financial Aid.  It will create delays in posting to the students’ accounts. Financial Aid will have to forward the form back to the appropriate departments for authorization prior to processing. 

*If the entire PeopleSoft account field is complete and accurate, the normal processing time is 3-5 business days AFTER the form is received in Financial Aid.  (During Centralized Enrollment, forms must be submitted at least 2 weeks in advance of Centralized Enrollment to ensure funds are posted to the students’ accounts in a timely manner. Otherwise, we cannot guarantee a timely posting.)

Important Note:

*Students must be enrolled at the University to receive funds through Financial Aid processing.

Our system requires students to have a minimum GPA and minimum hours number.  Therefore, the system cannot accept N/A or “0” as requirements. Please do not place a “N/A” or “0” on the form.  This will delay processing.

If you have any questions regarding completion of the form or the process, please contact the Office of 
Enrollment Services at 504-280-6603/6595.

SAP Policy:  


The SAP policy can be viewed on-line at www.finaid.uno.edu.
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