Proposed Routing System for CEAP Scholarships

2. CEAP departments select
1. Offlce Of Special scholarship recipients and prepare
award and acceptance letters..
Programs
Please insert within your award letter directions to return
“acceptance letter” and “thank you” .letter to the
Office of Special Programs, G22 McKee.

Fall semester Director of Special Programs sends to Scholarship Foundation spreadsheet
Recipients should be
selected by Feb. 15th

of anticipated scholarships; Director will receive and file student applications

through Dec. 1st; Director will send a meMo to the department heads listing students
and letters prepared.

Letters should be

eligible for scholarships no later than Dec. 20t".
mailed out no later than

Director of Special programs will send copies of

thank you letters to donors to the Scholarship
Foundation if requested. EQ
g
S Student applications due to Office of Special Programs by December ¢ March 10t. Student
S 1st, Eligible student lists sent to departments by Dec. 20, o) \‘) write-ups should be
“ 3 o given to Mary Rompf.
@‘ N ((\ Department heads
qﬂ_” @ % v should send a listing of
> E < students receiving
< £ % scholarships to the
= g qy) Director of Special
@0 CEAP Scholarship

Process [ 3. Financial Aid

The Development Office will send copies

4a. Director will copy and file
letters and send a confirmation notice 1.
to students and departments. of any new scholarships to the Financial
— Aid Office by Feblst.
4b. Director will send out to 2. Administration and Finance will send to Financial Aid the
CEA.P departments spreadsheet spreadsheet indicating money amounts
of copm leted rch)cess available for each scholarships by March 1st.
P ¥ P ) 3. A schedule meeting with the Development
I Office and Financial Aid will occur by
4c. Director wiI_I collabo_rate with March 3rd.
Mary Rompf in preparing for 4. Financial Aid will send to the Office
the Awards Ceremony. S Of Special Programs dollar amounts for
S'Oec: O’;; scholarships by March 5th.
4d. Director will send a cumulative /3/'0 Ceo oF
recipient spreadsheet to the University| t 0‘9/29 X
/773 <+— 6(2,Q
D) 3. Recipient signs acceptance letter and writes

Scholarship Committee.
a “thank you” letter to the donor. These letters

%\.
should be delivered to the Office of Special Programs.
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Students return letters to Office of Special Programs
no later than March 25,




