

ECU Foundation Scholarship Submission Procedures

*Note: As with all scholarships, there will be some instances where exceptions apply. If you have questions or concerns about your submission and the following information, please contact Mandy King at kinga@ecu.edu.
	Timeliness in Awarding


1. Scholarship committees and departments should be timely in both selecting recipients and submitting scholarship information to the ECU Foundation.
	Departments should determine available funding and select scholarship recipients by these deadlines each year:

	Fall/Spring
	April 15

	Spring Semester only
	October 1*

	Summer I
	Late April

	11-week summer
	Late April

	Summer II
	Late April


*The Oct. 1st deadline for scholarships is only for those scholarships that are ‘stand alone’ meaning that they are not part of a scholarship being distributed over an academic year (½ for fall and ½ for spring). The October 1st deadline is NOT meant for current ECU students; the October 1st deadline is for a recipient who is new to ECU for the spring semester (such as a transfer student).  Any spring-only scholarships for current ECU students should be submitted by the June 1st deadline.  Do not wait until Oct. 1st to select a spring-only scholarship recipient who was already enrolled during the fall semester.  Financial aid packages are determined based on an academic year – if a department knows that a scholarship will be split between fall and spring, this information must be submitted to the Funding Sources by April 15th.
2. Please do not submit scholarships for 2 different academic years at the same time. Forms submitted for future academic years will not be accepted, nor will they be kept on file.
(For example:


If a department is trying to award SPRING 2011 and then FALL 2011, the deadline for spring 2011 was June 1, 2010 (already past), and the deadline for fall 2011 would be April 15, 2011.

3. If the department does select a student on a spring-to-fall basis, they should make sure that they tell the recipient that each of the disbursements is for a different academic year.  The recipient should not include the entire spring-to-fall amount on his or her FAFSA form (if applicable) for one academic year.  For instance, if a student is to receive $500 for spring 2012 and then $500 for the following fall 2012, then that student would include $500 on his or her FAFSA as known financial assistance for the fall 2011/spring 2012 academic year, and then another $500 on his FAFSA as known financial assistance for the fall 2012/spring 2013 academic year.  Scholarships awarded this way should be considered separate scholarships, and it is the department’s responsibility to make sure that it is following the criteria as established in the Fund Authority.
	Filling out the Scholarship Information Form


1. The department should prepare an  ECU Foundation Scholarship Information Form by the corresponding deadlines above and send via email to Mandy King, kinga@ecu.edu– use a good email title (Example: ‘Dept. of History Scholarships 2009-2010’).  The form can be found at on the Systems Coordination website under ‘Helpful Forms’.
Navigating the ECU Foundation Scholarship Information Form:
· The ECU Foundation Form is set up by academic year. Select the appropriate year using the drop-down arrow. You may not know summer scholarships or spring only scholarship for new students at the time you submit fall and spring information. Please submit additional awards by the due dates indicated on the first page of this document.  
· Scholarship Name – Abbreviate this if need be.  
· Internal Scholarship Name- If you are awarding out of a pool fund, discretionary fund, etc, you may choose fill in this field. Note: The ECU Foundation does not use this information, but it may assist departments and colleges in record keeping. 
(For example:

If a student is to receive the ‘John Doe Scholarship,’ but the scholarship is to be awarded from the Department of History Scholarship Pool fund, put the ‘John Doe Scholarship’ under ‘Internal Scholarship Name’ and put ‘Dept. of History Scholarship Pool’ under ‘Scholarship Name.’ On the student’s tuition statement and in OneStop he or she would see ‘Dept. of History Scholarship.’ 
· F-O-P  (Fund   Orgn   Prog) – Put the FOP that will be charged with the scholarship; this should match the ‘Scholarship Name’.


· Detail Code – Specific to each fund and is only for scholarship purposes.  Please refer to your list of these by ORGN, or contact the ECU Foundation for this information.

· Minimum Disbursable Hours – Use this column ONLY if a student’s scholarship should disburse at less than full-time enrollment.  Please indicate the MINIMUM status a recipient could be enrolled and still receive a scholarship.  Leave this field BLANK if full-time enrollment is required by the fund agreement.

(For example:



If an undergraduate student is receiving a scholarship from the department’s scholarship pool fund, and the department scholarship committee stated that this scholarship could be awarded to a student taking only 6 credit hours, then place ‘1/2 time’ in this field for the student receiving this scholarship. Therefore, as long as the student is taking at least 6 credit hours, (during the semester applicable to the disbursement of the scholarship), the scholarship will disburse.  If the student is taking less than 6 credit hours, the scholarship will not disburse.

Let’s say you have a scholarship that can be awarded no matter the number of enrollment hours.  In this case, you would want to put ‘<1/2 time’ in this field for this scholarship/recipient.  This would mean that the scholarship would disburse even if the student is enrolled for 1 credit hour.


(Always check the Fund Agreement/Fund Authority for a fund to make sure that a particular scholarship can be awarded at less than full-time – if it states that full-time enrollment is required, then this must be followed).
· ECU ID – do not leave this area blank, and make sure to double check for accuracy.  Also:  Make sure that you submit the student’s full name (i.e. don’t submit ‘Bobby Jones’ when the recipient’s name is ‘Robert Jones.’)  If you are not sure of an ECU ID, check with the student first.
· Special Instructions Box – Use this box to notate things such as:

· 7000-level Courses – For financial aid purposes, a student enrolled in a thesis-level course (7xxx) is considered FULL-TIME; however, the system does not recognize that the student is full-time. Scholarship recipients enrolled in 7xxx-level courses must be noted this in this box for the scholarship to disburse.
· Book Scholarships – If a particular scholarship to a recipient is to be used to purchase books at the Student Stores, please indicate this information here.
· Split-coding – If a scholarship is to be split among 2 or more FOAP’s (but still all within the same Funding Source), please indicate such information here.
Note!
The department should verify that NO NON-RESIDENT ALIENS are included on the Scholarship Information Form – scholarships to non-resident aliens should be communicated to the ECU Foundation for further review, as reporting requirements are different.

	To Submit the Scholarship Information Form


1. Scholarship Information Forms should be submitted to funding sources. Once submitted, the Foundation will send a verification report via email (within 5 business days) to the College/Academic unit designated scholarship reporting officer and the fund manager. Both recipients need to respond to the email within 2 business days to verify that the information submitted is correct and valid. 
2. Scholarship Committee Chairs are required to submit the Scholarship Committee Reporting Form (found at https://ecu.qualtrics.com/SE/?SID=SV_bgzPBZZ9rHS1SIs) for all ECU Foundation Scholarships.ECU Foundation Scholarship Submissions will be considered incomplete until both the Scholarship Information Form and Scholarship Committee Reporting Form have been submitted. 

3. Once the ECU Foundation has reviewed and approved the information submitted and verified on the Scholarship Information Form, they will notify Student Financial Aid of the specific scholarships, recipients, etc. that the department submitted – DO NOT submit this information to the Cashier’s Office or Student Financial Aid directly, as this could potentially cause a duplication in the awarding of a scholarship.

	Disbursement Information


1. DURING THE WEEKS PRIOR TO EACH SEMESTER, the departments should verify that each recipient is both enrolled and still eligible to receive any scholarships.  Remember:  The ECU Foundation will have already submitted the pertinent information to Student Financial Aid, so the students’ accounts will already have a ‘scholarship pending’ applied to them.  The students will be responsible for paying the remainder of their tuition, fees, etc. (amount not covered by the scholarship amount(s) applied).  
2. All sources of financial assistance (loans, scholarships, grants, etc.) generally disburse 5 to 7 business days before the day classes actually begin.  
3. Departments should notify the College/Academic Unit reporting officer of changes immediately (not the ECU Foundation, Cashier’s Office or Financial Aid directly). The College/Academic Unit reporting officer will submit this information to the ECU Foundation. For instance, do not wait until January 3rd to notify the ECU Foundation that a spring scholarship should be removed – this should be submitted just after all fall semester information (such as grades) have been reported.
a. If the department waits and the scholarship gets keyed into the system, this will set into motion the ‘actual’ (no longer ‘pending’) scholarship processing.  And if a student has already paid their balance, any residual amount will be refunded to the student via the Higher One card.  The scholarship CAN be reversed in the system, and will add back that amount as being owed by the student. This more or less forces a student to pay back the scholarship amount that he or she should not have received.  Accounts can be flagged, such that further registrations cannot occur, transcripts will not be released, etc.
4. MOST scholarships require FULL-TIME enrollment.  This means that the recipient must maintain full-time enrollment status during the academic semester/year for which the student was awarded a scholarship. It doesn’t matter that the student was enrolled full-time during the semester in which the scholarship was announced; what matters is that he or she maintains full-time status for the academic period to which the scholarship is applied.
a. For example: In March 2011 the Department of History selects the recipient of the John Doe Scholarship for the Fall 2011-Spring 2012 academic year – the recipient will receive $500 per semester for this scholarship.  The recipient is Mary Smith, an undergraduate student.  Mary Smith enrolls for 12 hours for Fall 2009, (which is full-time for an undergraduate).  In August (or even after), Mary drops one class and is left taking only 9 hours – she has dropped below full-time status.  The system recognizes that Mary has dropped below the requisite 12 hours for her scholarship, and has removed her scholarship.  Mary now owes the amount of the scholarship for that semester or, $500.
5. It is extremely important that the criteria for each scholarship be met and maintained by the recipients; it is the responsibility of each academic area to make sure that :
a. It has a copy of the criteria for each scholarship (Fund Authority), AND
b. That the criteria are communicated or advertised to possible applicants

The academic area should contact the ECU Foundation for this information if it does not have adequate information on specific scholarship criteria.

6. There are SOME scholarships that specifically allow for less than full-time enrollment; however, MOST scholarships do require full-time enrollment.
a. If your department or program has such scholarships, please inform the particular ECU Foundation so that they can get the scholarship coded appropriately at the Office of Financial Aid.  That way, it will not be necessary each year to indicate the minimum disbursable hours for these scholarships each year on the Scholarship Information Form.  For example, sometimes entire departments/programs are designed for students who are not full-time students – the ECU Foundation often must rely on departments to notify them of such programs.  
7. Departmental scholarship ‘POOL’ funds and departmental ‘discretionary’/’priority’ funds will default to a FULL-TIME enrollment requirement.
a.  If scholarship pool funds or discretionary/priority funds are to be used for scholarships, please indicate which specific ones (if any) can disburse at less than full-time enrollment on the ECU FOUNDATION SCHOLARSHIP INFORMATION FORM (see section above for ‘Minimum Disbursable Hours’).
Note:
Not every scholarship awarded from such funds should be disbursed at less than full-time enrollment – the scholarship committees should consider each scholarship carefully.
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