	DSAS
	Chemical Engineering

	
	Departmental Student Award System

	

	Recipient:
	
	SID #:
	

	
	
	
	

	Nature of Payment:
	

	
	Note: Chartstrings should have a 78 program code unless it is to pay for filing fee. To pay for filing fee a chartstring with a 40 program code is needed.

	
	Fund
	
	Org
	
	
	Flexfield
	

	Chartstring 1:
	
	-
	
	-
	7
	8
	-
	
	

	
	
	
	
	

	
	
	Amount
	
	Semester/Year
	
	No. of Pmts.
	

	Fees:
	$
	
	
	
	
	
	

	Non-Resident Tuition:
	$
	
	
	
	
	
	

	Stipend:
	$
	
	
	
	
	
	

	Filing Fee:
	$
	
	
	
	
	
	

	
	
	
	
	

	
	Fund
	
	Org
	
	
	Flexfield
	

	Chartstring 2:
	
	-
	
	-
	7
	8
	-
	
	

	
	
	
	
	

	
	
	Amount
	
	Semester/Year
	
	No. of Pmts.
	

	Fees:
	$
	
	
	
	
	
	

	Non-Resident Tuition:
	$
	
	
	
	
	
	

	Stipend:
	$
	
	
	
	
	
	

	Filing Fee: 
	$
	
	
	
	
	
	

	

	

	APPROVALS

	Preparer:
	Name:
	
	Signature:
	
	Date:
	

	Fund Manager:
	Name:
	
	Signature:
	
	Date:
	

	

	

	
	For Departmental Use
	
	

	
	Created by:
	
	Date:
	
	
	

	
	Reviewed by:
	
	Date:
	
	
	

	
	
	
	
	
	
	

	

	


INSTRUCTIONS FOR COMPLETING DSAS PAYMENT REQUEST

Use this form to request payments through the Departmental Student Aid System (DSAS). 

Complete the form, have your fund manager sign the form and submit it to Rocío Sanchez in the ChemE Graduate Office, 201-G Gilman Hall for processing.
DSAS is used when you want to pay:

· A student’s fees if (s)he has a fellowship that does not pay fees

· A student’s fees when the student withdraws or does not hold a semester long GSR appointment that covers fees

· An incentive or recruitment award

· Training grant stipends and/or fees

· Filing fee

DSAS payments are not made through the Payroll system, but rather through the Disbursement system. Therefore, a chartstring with a -78- program code is required for fee, tuition or stipend payments. For payment of filing fee, a chartstring with a -40- program code is required.

Use of Federal contracts and grants:

Tuition/Fee payments can be processed through DSAS as it is the only way to cover tuition remission if a GSR is processed late or no GSR is created, but stipends are considered a supplement and payments are only allowed if it was part of the approved budget. Check with your fund manager if you have any questions regarding use of federal contracts and grants.
