Ignacio Ortiz, M.Ed.
Program Manager

Biomedical Research Education Programs

PAYING TUITION FOR HSC STUDENTS




OVERVIEW

Three ways to Process Tuition Payments
Assistantship Contracts (OGS)
Tuition Payment Forms (SFAQO)
Scholarship Payment Forms (SFAO-Scholarship)

Scenarios for Paying Student Tuition

Hiring a Grad/Professional student for service

Paying tuition for a required course: Employee Training
(student, post-doc, temp) not covered by tuition remission

Departmental Scholarship
Summer Internship
Others?




ASSISTANTSHIPS (GA, RA, TA, PA)

Assistantship contracts processed by OGS

Must include salary (payment for service), includes
tuition and/or health insurance (depending on FTE)

Must be Graduate/Professional student enrolled in 6+

credits (Fall/Spring only)
Doesn’t have to be in your department
Provides Out-of-state tuition waiver

Deadlines are usually 2 months prior to term

Request access to Assistantship Processing site from
OGS, 7-2711




THE UNIVEESITY OF NEW MEXICO

Office of Graduate Studies Assistantship Form
LastMame: Doe FustMName: John Middle: SSN:2000000 EBanner ID: 10000000
Students Enrollment Status: Post-Master w/io MAMNA
College’Admm Umnit: School of Medicinge Department: Bio-Medical Research Fducation Program
Date Prepared: Org Code: 57T1B  Contract ID: 15431
Contact & Phone: Ignacio Ortiz, 505272 1921 Email: jjortizi@salod.unm.edu
PLEASETNDICATE WHETHER. THIS IS: New Appointment Chanpe the following:

Termmnate: RA Effectrve Date:

Forward W2 to:

Feazon:

DUTIES MUST BE LISTED BEFORE GEADUATE DEAN APPROVALIS GIVEN:

Fall Duties: Lab rotztions Spring Duties: Lab rotations (TAs and GAs ARE NOT ELIGIELE TO TEACH
GEADUATELEVEL COURSES. Teaching Associates may teach praduate level courses if formally advanced to
Doctoral Candidacy and have approwval for Graduate Instruction)

FALL (vear) 2009

INTEE. (wear)

SPRING (vear) 2010

SUMMER (vear)

Start Dat= 08012009
End Date 12312009

Start Dats
End Date

Start Dat= 01012010
End Date 05312010

Start Dats
End Dat=

FTE0.25 Tide RA

FTE Tile

FTE0.25 Tide RA

FTE Tile

MONTHLY AMT 500.00
SEMESTEE. TOTAL X500

MONTHLY AMT
SEMESTER. TOTAL

MONTHLY AMT 500.00
SEMESTEE. TOTAL 2500

MONTHLY AMT
SEMESTER. TOTAL

SALARY ACCOUNT
DISTEIBUTION
STIXXX20A0 100%

SALARY ACCOUNT
DISTRIBUTION
20A0 %

SALARY ACCOUNT
DISTRIBEUTION
STIXXX20A0 100%

SALARTY ACCOUNT
DISTRIBUTION
20A0 %0

TUTTION
Index
Hours 12 5STINEN
Dissertation Only No
GPS5AFesYes

TUITION
Hours Index
Dissertation Only
GPSAFes
CourzseFesz

TUTTION

Index
Hours 12 5ooywx
Dissertation Only
GPSAFes

TUITION
Hours Index
Dissertation Only
GPSAFes
CourzseFess

CourseFesz No CourseFess

TOTHE STUDENT: It is understood that cancellation of classes or other necessary changes i the work schedule of
the department may result m revision or cancsllatton of this agresment. In the event of cancellation 2 replacement
assistantship 13 not guaranteed.

1 2coept this assistamtship offer and understand my rights and responsibilities as stated in the policy for the
admmistration of assistantships. I hawe zlso read the detzils concemmg the student msurance plan offersd to
assistantship recipients at UNM and I understand that I will autematically be coversd provided that I mest the
ehigibility requirements and that my assistantship 13 zpproved by the Dean of Graduate Studies.

I wish to DECLINE enrollment m the msurance plan offered to assistantship
recipients TUNM. (Initial here to DECLINE)
O 1 decline this 2ssistzntship.

STUDENT SIGINATUERE

PIL/DEPARTMENT CHAIR

DIFRECTOER. COLLEGE DEAN

[Thiz contract is for review only]
It has not besn officially submittad.




PROCESSING ASSISTANTSHIP CONTRACTS

Access the Assistantship Contract Processing site

Complete the contract details
Student info, start dates, end dates, salary, # of credits, etc.

Print out contract and get signatures from student, PI,

Chair, etc.
Submit to OGS for processing/finalization
OGS Coordinates with HR, Bursar, SHAC

Note: Additional paperwork may be required, check
with OGS as contract is being processed




TUITION PAYMENT FORM

Processed by Core Accounting Office and SFAO
-airly simple to Process, usually the fastest
Pays for specific number of credits

Can also include payment of student fees

Can include multiple students, only one index
Should be processed after student is enrolled

May be linked to service* (if earning academic
credit)

In-house help, SOM Financial Aid Office




The University of New Meaxico
Student Twtion Payment Fonm

o

Plzass print and send form to the appropriats core accounting office based on die indsx fomding the payment. Sl FERC 2t 277-345
ifyou nesd assistancs in makins this determinstion. After approval the cofs zocounting affics will forwand the form to the Financizl
Aid Office for awarding

| Unmestrictad Accounting — Main |l MI5Co1 1260

| Rostricted Accoumting - Main | niscon 1245

| Untestrictad Accountine - HSC Il MISCOD 5220

| Rastricted Accounting - HAC | c&GA MECOR 5220

From: |

Hame.Tid:

Acconnt Nams
Pleass bgl only ome acoomst same and banner index per page

Tition Covrzz Fae GEAFe S pring

Specify Charge(x) Academic Vear:

Anthorimed Depanimend Signatane

o Accouaing Agproval® Il Daie

*If account nuswher is graduats sessanch aocount, it wost be forerard=d to the Office of Graduats Sdies for approval

The following studsnts should have their charess postad to the above Index number & Account Coda:
Stndent Banner T 2 | Haungs Total § Admt

*4Dapanmen will pav Regidem or Noo-Resides mition raze
#4+ Tmition rates can be fomnd oo the Boros's webaie: o wrorer mem sdn rdieress it donrates fmi




PROCESSING TUITION PAYMENT FORMS

Fill in contact/banner info, complete student
info and identify the charges being paid

Obtain department signature and forward to
relevant Core Accounting Office for approval

Core Accounting Office will forward to SFAO
Monitor TSAAREV to verify payments




SCHOLARSHIP PAYMENT FORM

Processed by Core Accounting and Scholarship Offices
Pays specific dollar amount

Can be for multiple students, only one index

Can be used for students at any level

Payments/disbursements can be split
Can be processed prior to or during a term
Least common form of payment?

In-house help, SOM Financial Aid Office
Note: Scholarships are applied to any bursar balance




The University of New Mexico
Scholarship Office
Departmental Award Form

Unrestncted Accounting - MamMSCO01 1260 Date: -

After approval, the cors accounting office will forward the form to the Fmancizl Add Offics for awarding.

From:

NameTitle Department Address Telephone

Account Mame:

Banner Index =: Academic Year:
Please list only one zccount names and banner mdex per page

Dollar § Award Amt Per Semester
F.ecipient Total § Amt Fall Spring Surrnmer

Approvedto release fimds on (enrollment status)? [ Zero {0) Howrs [ Less than % time

Does this award represent monthly pavment? O No OYes IfYes, whatmonth(s)amount(s)?

Any of the above students UNM staff/facuty? [ONo [O¥es IfYes, which student(s)?

Important: Ifanythingremains mecomplete or ambignous, this award form will be retumed to the department. All foreign national student awards must be completed on the
Intemational Student Departmental Award Fonm.

Thave certifiad theawards and studants listad above mast or exceed the rastrictions
imposad bv the doner(s) of these scholarship funds at tha tims ofthe avward and that
nons of the above namead ara fosignnationals. I alsocertify that the shove awards
do notconstituta pavmant for work performad or other pavroll relatad pavmants.

Sienaturs Praparer Dat=

Signaturs, Department Chair

Signature, Core Accountine Approval

Forms and policies availablaat: http /v unm edu'~-schol'4departs html




PROCESSING SCHOLARSHIP PAYMENTS

Complete Contact/Banner information
Complete Student and amount information
Submit to Unrestricted Accounting*

Unrestricted Accounting will forward to
Scholarship Office for payment/disbursement




QUESTIONS?
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