Wisconsin Distinguished Graduate Fellowships in School of Education
Department Responsibilities
	DEADLINE
	TASK

	JULY
	RECIPIENTS:
· Find out recipient information from External Relations Office
· NOTE:  if the individual is a non-US citizen, additional documentation may be required.  See http://www.bussvc.wisc.edu/acct/tax/foreign/acimmtax.html for details.

	FOUR WEEKS PRIOR TO SEMESTER BEGIN DATE
	REMISSION:

· Initiate a Fellowship Remission request for remittance of the out of state portion of tuition.  Each term requires a new form.

· The Fellowship Remission form is posted on the Bursar’s web site: 

           http://www.bussvc.wisc.edu/bursar/remismnu.html
· On the form, the type of fellowship should be noted as WDGF
· Send the remission request to the Graduate School Fellowship Office by e-mail (WDGF@bascom.wisc.edu) or campus mail (217 Bascom Hall).  

	FOUR WEEKS PRIOR TO SEMESTER BEGIN DATE
	DEFERRAL:
· Each semester, initiate request for Third Party Deferral to the Bursar’s Office.  

· The Deferral form and instructions are posted on the Bursar’s web site:           http://www.bussvc.wisc.edu/bursar/dept3rd.html
· Upload the form as directed on the secure web site.

	FOUR WEEKS PRIOR TO ACADEMIC YEAR BEGIN DATE
	PAYDATA:
· Fill out Paydata form for each recipient for the academic year.  
· Split costs 50% / 50% between the 233 and 135 accounts identified in attached table.

· Coding should be as follows:

· Consult WDGF Fact Sheet for stipend amounts (9 month):

              http://grad.wisc.edu/admin/accounting/wdgfinfo.html
· Title Code: Y21NN, Fellows & Scholars - Academic

· Account Code: 5732

· Program Code: 9

	UPON RECEIPT
	INVOICES FROM BURSAR’S OFFICE:
· 4-6 weeks after the semester starts, a Tuition Deferral invoice will be sent to you based on the information provided earlier on the Third Party Deferral Form.  Verify student information and tuition amounts.  Prepare Interdepartmental Billing form.  Provide the project IDs as indicated on the attached table.  Coding should be as follows:

· Each recipient’s tuition should be split 50% / 50% between the 233 and 135 accounts identified in attached table.  

· Account Code: 5713

· Program Code: 9

· Send your payment information to Accounting Services, not the Bursar.

	UPON ADVISOR APPROVAL
	FLEX FUNDS:

· Recipient should first obtain approval for his/her professional development plan from his/her advisor.  
· Complete PIR to pay $1,500 to recipient.  Coding is as follows:

· Split 50% / 50% between tow project IDs noted in the attached table

· Account Code 5709

· Program Code 4


Wisconsin Distinguished Graduate Fellowships in School of Education
Paired Project IDs

	WDG Fellowship
	233 Account
	135 Account

	Bolz WDG Fellowship
	233-GM65
	135-W176

	Virginia Horne Henry WDG Fellowship #1
	233-CQ10
	135-W059

	Virginia Horne Henry WDG Fellowship #2
	233-CQ11
	135-W060

	Morgridge WDG Fellowship #1
	233-CC48
	135-W001

	Morgridge WDG Fellowship #2
	233-CC51
	135-W063

	Morgridge WDG Fellowship #3
	233-CC52
	135W064

	Morgridge Tech Leadership WDG Fellowship
	233-EZ89
	135-W149

	Thompson WDG Fellowship #1
	233-CQ12
	135-W061

	Thompson WDG Fellowship #2
	233-CQ13
	135-W062
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