Non – Federal Fellowship Processing Guide

Initial Questions:

· Using the Fund Classification Decision Guide is the funding Contractual or Voluntary Support? (http://www.purdue.edu/sps/pdf/fundguide.pdf) 

· Does an account already exist for these funds?

· Will the funding cover all fellowship expenses (stipends, tuition & fees, insurance)?

· Is the fellowship for an undergraduate student?  If so, treat as a scholarship.

If the check is received in DAIS or the Department (business office, faculty member, school development office, etc.):

· Obtain all possible backup documentation (donor information, intent of funds, etc.)

· Using Fund Classification Decision Guide, determine if funding is contractual or Voluntary Support.

· Determine if funds will cover total fellowship expenses.

If Contractual:


· If funds will cover the entire expense of the fellowship, fill out a Proposal Submission Form and route all documentation to SPS for account set up.  

· If funds will cover only a portion of the fellowship, determine how the remainder of the fellowship will be paid, (usually through cost sharing).  Fill out a Proposal Submission Form and route all documentation including the Form 32, to SPS for account set up.

· If funds will cover only a portion of the fellowship and no departmental funds are available to cover the total fellowship costs, it may be awarded as a scholarship.  A Proposal Submission Form is required and the funds will be set up in a 673 fund and transferred to an 820 fund when the scholarship is given.

If Voluntary Support:

· Fill out a Form 44 and route all documentation to SPS.  If a 674 account already exists be sure to reference this number.

If the check is received in SPS:

· Obtain all possible backup documentation (donor information, intent of funds, etc.).

· Using Fund Classification Decision Guide, determine if funding is contractual or Voluntary Support.  Contact Department if more information is needed.

· With Department assistance, determine if funds will cover total fellowship expenses.

If Contractual:


· Contact Department to provide information about award.  Fax documentation to business office contact.  Deposit funds into Pending and Clearing until account is set up.

· If funds will cover the entire expense of the fellowship, fill out a Proposal Submission Form and route all documentation to SPS for account set up.  

· If funds will cover only a portion of the fellowship, determine how the remainder of the fellowship will be paid, (usually through cost sharing).  Fill out a Proposal Submission Form and route all documentation including the Form 32, to SPS for account set up.

· If funds will cover only a portion of the fellowship and no departmental funds are available to cover the total fellowship costs it may be awarded as a scholarship.  A Proposal Submission Form is required and the funds will be set up in a 673 fund and transferred to an 820 fund when the scholarship is given. 

If Voluntary Support:

· Fill out a Form 44 and route all documentation to SPS.  If a 674 account already exists be sure to reference this number.

