
THE UNIVERSITY OF MICHIGAN

STANDARD PRACTICE GUIDE

Page 1 of 3

SECTION: Grants and Awards Number: 205.1

Revised: 8/1/91

SUBJECT: Authorization for scholarships, fellowships, grants Date Issued:
and awards Attachment(s) 1

APPLIES TO: Students, Staff Members and Others Engaged in Eff. Date 1/1/91

University Educational Programs

ISSUED BY: Financial Operations

I. Policy

Scholarships, Fellowships, Grants and Awards may be awarded to students, staff members

and others engaged in University educational programs, but not for service rendered to the

University.

II. Reference

Form SF, Authorization for Scholarships, Fellowships, Grants and Non-employee Awards.

(copy attached)

Note: The previous editions and usage of the Form E and the Form X are

obsolete and are not to be used after the effective date of this Standard

Practice Guide.

Supply of Forms is available from 1034 Administrative Services

Building, Telephone 4-8206.

III. Regulations

A. Payment of Funds through the Form SF

1. Qualification for Payment of Funds through Form SF

a) The awardee is a student who is a candidate for a degree and is

enrolled at the U of M during the period of the award.  The student

need not be registered.

b) The awardee recipient need not be currently enrolled but awardee’s

activity under the award is directed fully to the completion of his/her

scholarly program.  Faculty fellowships are to be processed on the

appointment change notice (TAD).

c) The Form SF may be used for awards to non-employees in recognition

of past achievements in educational fields.  (Employment related

awards and prizes are to be processed on the Form G)
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d) Payment must conform with all restrictive criteria specified by the

fund’s source.

2. Initiation and Authorization

a) Initiation of the Form SF is limited to individuals listed as authorized

signers for the accounts(s) being used.

b) The initiator is responsible for certifying that the commitment made

meets or will meet all of the applicable qualifications described above.

c) The initiator is responsible for ascertaining that funding is available in

the account to cover the commitment.

IV. Procedure

RESPONSIBILITY ACTION

Initiator 1. Determine whether the nature and the purpose of

the award and the credentials of the awardee

require processing through the Form SF or

alternate payroll form.

2. Complete Form SF.

3. Remove and retain the Project Director copy of the

form and forward remaining copies in accordance

with routing instructions.

Dean or Director 4. Review the recommended award for compliance

with the policies and approve or reject.

5. Retain Dean of School copy and if awardee is a

Rackham student, forward remaining copies to the

Graduate School.  If rejected, return all copies to

the initiator.

6. If awardee is not a Rackham student, forward

remaining copies to the Student Financial

Operations Office.

Dean of the Graduate School 7. Review for compliance with Graduate School

policies and approve or reject.
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RESPONSIBILITY ACTION

8. Retain Graduate School copy and forward

remaining copies to the Student Financial

Operations Office.  If rejected, return all copies to

the Dean or Director.

Student Financial Operations 9. Receive Form SF.

Office

10. Use Student Account copy as authorization to

coordinate award, effect appropriate accounting

entries to credit student’s account, and/or process

for payment.

11. Distribute copies.
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