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  MURRAY STATE UNIVERSITY FOUNDATION, INC. 

POLICY 

 

 

SUBJECT: Scholarship Administration 

 

DATE: October 2, 1998 

 

 

PURPOSE 
  

 The Murray State University Foundation, Inc. (Foundation) administers a scholarship 

program for the benefit of Murray State University (University) and its students.  The Foundation 

desires to cooperate in the effort with the University and the Murray State University Alumni 

Association to centralize the scholarship function at the University. 

 

 Scholarships are established in the Foundation through private gifts to the Foundation or to 

the University.  Each Foundation scholarship operates in accordance with established guidelines.  

These guidelines are developed in cooperation with the donor(s) to specific scholarships; or, in the 

case of general scholarship dollars, in coordination with the specific units within the University to 

which the donations are restricted.   

 

 In order to ensure compliance with donor restrictions and to fulfill its fiduciary responsibility 

to these donors and to the students of the University, a scholarship committee will be maintained by 

the Foundation.  The President of the Foundation will appoint the Foundation Scholarship Committee.  

The Director of University Scholarships will oversee the committee selections and report directly to 

the President of the Foundation. 

 

 The following procedures are adopted by the Foundation: 

 

 

PROCEDURES 

 

1. Award Amounts. By February 1 of each year, the President of the Foundation will appoint 

someone to prepare a list of all awards available along with the interest earnings and amounts 

available for award.  The list will be delivered to the Director of University Scholarships.  The 

President of the Foundation must approve any deviations from the amounts listed in writing. 

            

2. Selection of Recipients.  The committees established within the guidelines of each scholarship 

will be responsible for recommending the scholarship recipient(s).  All recommendations 

must be made in accordance with the established guidelines.  The Director of University 

Scholarships will contact each selection committee in January to schedule a meeting.  The 

Director of University Scholarships will provide each committee with the following: 

 

 A. The current guidelines for the scholarship. 

 

 B. The amount available for the current year's award. 
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 C. Upon request, the Director of University Scholarships will provide record information 

of the prior year’s recipient(s). 

 

 D. A list, compiled from completed scholarship application forms, of eligible applicants.   

 

 The committee's selections from the applicant pool should be submitted to the Director of 

University Scholarships on a Notification of Proposed Scholarship Recipients Form (Exhibit 

1). A memo or other written documentation may be substituted, provided that it is signed by 

a committee member and contains all of the information on the Proposed Scholarship 

Recipients Form. 

 

 The Foundation Scholarship Committee will be responsible for selection of recipients for 

scholarships without guidelines, scholarships for which the guidelines do not designate 

specific committee assignments, and for scholarships that specify this committee for selection.  

For each scholarship to be awarded by the Foundation Scholarship Committee, the Director 

of University Scholarships will be responsible for providing the four items listed above to the 

committee.  If the scholarship is clearly for the benefit of students of a particular department 

or unit, the Foundation Scholarship Committee may delegate the selection of recipients to that 

departmental selection committee.         

 

 The Foundation Scholarship Committee will assist the University Scholarship Office with 

selection of recipients for all Foundation scholarships for which guidelines specify that the 

selection shall be made by the "Scholarship Office of MSU," "Scholarship Committee of 

MSU," or other similar wording. 

   

3. Notification to Recipients.  The Director of University Scholarships will evaluate the 

committee's recommendation(s) based on the student(s) total award package.  The Director of 

University Scholarships will send an Award Letter (Exhibit 2) and Scholarship Agreement 

(Exhibit 3) to the eligible recipient(s).  

 

4. Credit Sheet Routing.  The Director of University Scholarships will prepare a credit sheet 

(Exhibit 4) for permanent folder.  The Director will also prepare a credit sheet for the Student 

Financial Aid Office.  At some point, the Student Financial Aid Office may request a disk 

with the same information to replace individual credit sheets.  This information will be 

provided by April 1. 

 

 A disk will be prepared for the Bursar’s Office for billing purposes. 

 

 If requested, a disk will also be prepared for the Foundation. 

 

5. Late Awards.  In the case of late awards,  (after the disks have been prepared), the Director of 

University Scholarships will prepare individual credit sheets for the Student Financial Aid 

Office, Bursar’s Office, and the Foundation. 
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6. Payment Request Forms.  A limited number of situations will require that a scholarship award 

be made in the form of a check issued to a student.  In most cases, these are scholarships for 

students attending other universities.  These checks will be made payable to the student and 

his/her attending institution.  If a check is to be made payable to a student attending the 

University, the Foundation Accounting Specialist will obtain approval from the Student 

Financial Aid Office and the Bursar’s Office before releasing the check.  A copy of all 

scholarship Payment Request forms will be forwarded to the Director of University 

Scholarships by the Foundation Accounting Specialist.  Scholarship Payment Request forms 

will be signed by the President of the Foundation and by the Director of University 

Scholarships. 

 

7. Monitoring Continuing Eligibility.  The Director of University Scholarships will be 

responsible for performing grade and other audits of each student's status to ensure that the 

student continues to meet the eligibility requirements of the individual scholarship guidelines.  

The Director of University Scholarships will notify the student, the Student Financial Aid 

Office, Bursar’s Office and the Foundation, in writing, of any changes in a student's status so 

that the award amount can be adjusted. 

 

8. Changes in Enrollment Status.  If a student's enrollment status changes, causing a reduction 

in the student's tuition charges, then the Bursar’s Office will notify the Director of University 

Scholarships to determine if the Foundation scholarship should be reduced or eliminated.  If 

an award amount changes, the Director of University Scholarships will notify the Student 

Financial Aid Office, the Foundation Executive Assistant, and the Bursar’s Office by 

preparing a revised credit sheet or disk. 

 

 The Bursar’s Office will provide the Director of University Scholarships, the Student 

Financial Aid Office, and the Foundation Executive Assistant with a list of those eligible 

scholarship recipients who did not enroll for the semester.   

 

9. Follow-up.  If, for any reason, a scholarship cannot be awarded to the student(s) or alternates 

submitted by a committee on a Notification of Proposed Scholarship Recipients Form, the 

committee will be contacted by the Director of University Scholarships.  A new Notification 

of Proposed Scholarship Recipients Form should be completed by a committee member, 

providing the Director of University Scholarships with additional recommendations. 

 

10. Clearance with Student Financial Aid After August 1 Cutoff.  The Director of University 

Scholarships must notify the Student Financial Aid Office to determine a student's eligibility 

for all awards to be made after August 1st.  Approval, in these cases, must be obtained from 

the Student Financial Aid Office before a student is notified of a potential award.   

 
 

 

Revised July 23, 2015 












