E&G Graduate Assistantship Budget and Process Flowchart for Academic Year 2021-2022

Graduate Program,
( Department, Office or
\ Faculty has need for
Graduate Assistant

The Graduate Program Coordinator, Job Supervisor, Area Director, or Faculty will complete
the E&G Graduate Assistantship Request and forward it onto the
appropriate Graduate Program Coordinator for approval. *

If the Graduate Program Coordinator determines the GA Request is suitable for students
in their program, they will sign the form and forward it onto their College Dean.
The College Dean sends the signed form to the Graduate Office by November 19, 2020.

Graduate Office notifies Department/Office that the
position will be supported by February 5, 2021.
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/Faculty can consider a Graduate Student Wor!
‘w“/ Study position by following established hiring

procedures. As applicable, the Department
\ can post the position or contact Financial Aid
to post the position
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Graduate Office will transfer budget for waiver &
stipend to department funds center (indicated on
the GA Request) after July 1, 2021
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The hiring supervisor must initiate the application
process utilizing ADOBE SIGN. The electronic
application and the instructions for the supervisor to
follow are located on the “S” drive under BU
Documents/Fin Aid/Work-study. This acts as the official
request for the placement card. All Graduate Work
Study students are eligible for $10.25/hour. Position is
limited to a maximum of 20 hours/week during Fall,
Spring, & Summer terms.
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Department/office completes Appointment of a
Graduate Assistantship form each semester and
submits to Graduate Office by the following dates:
Fall 2021 - July 1, 2021; Spring 2022 -
November 5, 2021; Summer 2022 -

March 18, 2022

< be funded for% <€——N
time Graduate Studies and Budget
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stipend and waiver to
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P after July 1, 2021
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The Graduate Student Work Study budget is available
for use only in situations where the E&G Graduate
Assistantship Request has been submitted as per
procedure and it has been determined that the position
does not meet the criteria for a Graduate Assistantship.
This option will be utilized infrequently.
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. | Graduate Assistantship

Student signs contract, completes
employment paperwork/clearances and
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Contract to student
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returns all to STUDENT PAYROLL office prior
to start of semester

Payroll and Bursar Office process
contractand send a copy
to Graduate Office

* All GA Requests MUST fit into an existing Graduate Program at BU. Therefore all GA Requests will be approved by the Graduate Program Coordinator of the Graduate Program in which the GA Request best fits.

** Students must complete the FASFA, the student employment application (found on the “S” drive under BU Documents/Fin Aid/Work-study) for the semester in which they will be working, be scheduled for at least 6 creditsin a
graduate program, and a placement card issued and signed to student payroll prior to requesting the Differential Pay Request form. The form must include justification for the pay increase and must be signed by respective vice

president and then sent to financial aid for approval.


http://departments.bloomu.edu/finaid/Work/StudentEmploymentApplication2021.pdf
http://departments.bloomu.edu/finaid/Work/StudentEmploymentApplication2021.pdf
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