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Section 1

Graduate Waiver Policies and Procedures



University-wide Guidelines
GENERAL

1. The established priorities for the use of waiver funds, within each unit, are as follows:
e Matriculation waivers for all qualifying graduate assistants. This is mandatory.
e Out-of-state waivers for teaching assistants
e Out-of-state waivers for research assistants on contracts and grants

e Out-of-state waivers for assistants not appointed as teaching assistants or on
contracts and grants

Note: Only students with regular graduate student status are eligible for graduate assistantships.
Special, provisional and part- time students do not qualify for graduate assistantships.

2. Issues that arise between departments and colleges shall be addressed at the deans’ level. Issues
between academic and non-academic units shall be addressed at the deans’ and vice-presidents’
levels. When a non-academic unit is appointing a student of an academic unit to a qualifying
assistantship, that would be eligible for waivers, the non-academic unit must notify the academic
unit in writing prior to the deadline to submit waivers that is stated on the Academic Calendar of
the University so that the academic unit has sufficient time to meet the deadline to enter waivers.

Note: the non-academic unit will be responsible for the tuition waivers of the student
they are giving the assistantship to unless the academic unit has approved using their

waiver authority in advance.

3. The awarding of waivers is subject to school or college approval. Note that schools/colleges
will be responsible for any dollars spent above their waiver allocations issued from the
Office of the Provost.

4. In no case should a student receive more than twelve hours of waivers in a term from the
University’s waiver authority. The Deans may supplement the additional hours outside of twelve
hours from other funds (C&G, Auxiliary, or Local).

5. Waivers cannot be input by the department after the third day of classes. If
modifications/additions are needed after the deadline, requests should be submitted to the
Graduate School through the Graduate School Waiver Request Form.

e To visit the request form, please go to the following website:

https://netprod.oti.fsu.edu/Waiver Request and log in using your Blackboatd username

and password. For further instructions on how to complete this request, please refer to
the Graduate School Waiver Request Form user manual on page 52 of this manual.


https://netprod.oti.fsu.edu/Waiver_Request

6. Waivers are cancelled if the student withdraws from the University, drops below the required
academic load, or terminates the assistantship. Waivers will not cover any dropped classes. The
student will be responsible for any fees assessed.

MATRICULATION (In-State)

7. Itis Florida State University’s policy that matriculation waivers (in-state waivers) must be funded
from the same source as the assistantship for all graduate assistants who qualify for waivers. If the
University allocation or a direct-charged project are not available for funding waivers, then the unit
creating the assistantship will be responsible for the cost of the waiver from an allowable alternate

source.

8. In-state matriculation fees for qualifying graduate assistants will be funded by the same source as the
graduate assistant’s salary. In the exceptional case that the funding source cannot cover the in-state
matriculation fees, the principal investigator, the college and/or department will be responsible for
covering the fees from other sources. This policy will apply to all funding sources: E&G, C&G,
Auxiliary and Local, etc. Exceptions to this policy must be requested in advance to the
Graduate School .

OUT-OF-STATE

9. If possible, out-of-state waivers should be given for the approved full-time load. Programs should
attempt to provide nine hours (or the appropriate variation for select departments) for graduate
assistants, C&G fellows, and non-university funded fellows. Deans have the authority to fund
walvers for more hours as long as the allocation is not exceeded and the graduate assistant is funded
for no more than twelve hours of waivers. Deans have the discretion to fund out-of-state waivers for
fewer hours in accordance with the established priorities.

10. Out-of-state waivers are the responsibility of the college and/or department in which the student
resides (i.e. whichever department receives the majority of the student credit hours).

FORMS

11. Students receiving a waiver must be given a Waiver Receipt Form. Additionally, the students should be
informed of subsequent changes in their schedules which may result in a change in the waiver
amount, and consequently the amounts of their financial obligation. Completed Waiver Receipt
Forms are to be retained in the academic department.



HEALTH INSURANCE SUBSIDY BENEFIT

12. All qualifying Graduate Assistants (GA’s) : M9182, M9184, W9185, N9185, Z9185 and fellows

(McKnight, Wilson-Auzenne, College Teaching and Interdepartmental) are eligible for the health
insurance subsidy benefit. The subsidy is disbursed by semester through the Payroll Office. All
Adelaide Wilson Fellows will be provided full coverage of the university sponsored health insurance
comprehensive plan. For more detailed information about the subsidy benefit, please use the

following link: http://gradschool.fsu.edu/Funding-Awards/Subsidy-Benefit

FEES

13. The waiver covers only the matriculation or the out-of-state portion of the assessed tuition. The

student must pay the additional charges (health fee, financial aid fee, building fee, etc.).

Note: Fees are subject to change. For a complete list of fees, please visit:

http://controller.vpfa.fsu.edu/Student-Financial-Services/SFS-For-Students/Tuition-Rates

University-wide Requirements

APPOINTMENT

14. Matriculation and out-of-state waivers are for graduate assistants with the following appointment

codes M9182, M9184, N9185, W9185, Z9185, and fellowship holders only. NO other appointments
are cligible.

15. Funds have been allocated to provide tuition waivers for graduate assistants paid from E&G budgets.
Procedures have been established to charge C&G, auxiliary, local accounts and other budget entities
that fund graduate assistants. If funds are available, appointments external to the University (related
to the student’s degree program) should be covered.

STIPENDS AND FTE

16. Minimum Stipends

The minimum academic year stipend for a qualifying graduate assistantship is $14,000 ($17.94 per
hour) for a .50 FTE on a 9 month appointment (or prorated according to FTE). No graduate
appointment for less than the minimum of $17.94 per hour is allowed.

Note: Some colleges and/or departments may have a higher minimum per hour stipend rate. The
rates are subject to change, and you should contact HR Specialist Rebecca Peterson at
rpeterson@admin.fsu.edu for additional assistance.



http://gradschool.fsu.edu/Funding-Awards/Subsidy-Benefit
http://controller.vpfa.fsu.edu/Student-Financial-Services/SFS-For-Students/Tuition-Rates

17.

Minimum FTE

Summer
In order to be eligible for waivers, the assistantship needs to be:

Appointment Term Length
25 FTE 13 weeks

40 FTE 8 weeks

50 FTE 6 weeks

Note: Summer only exceptions may apply for Teaching Assistants (M9184 only) teaching more than
one class per session.

Minimum enrollment: 6 student credit hours. Must be approved by the Dean of the Graduate
School.

Appointments should start no later than the first day of classes and continue through the last day of
finals. Shorter appointments, even if for a larger FTE, are not eligible. Appointments cannot be
added retroactively. During the summer term, graduate students who are registered for dissertation
or thesis hours, and are on qualified appointments, must be registered for classes in the session in
which they are employed. If you have a student who needs to take a class (other than dissertation or
thesis hours) in a different session from their assistantship, please contact the Graduate School and
we will review the situation and make a final determination regarding allowability.

Fall and Spring

In order to be eligible for waivers, the assistantship needs to be:

Appointment Term Length
25 FTE 15 weeks

The fifteen week appointment should start no later than the first day of classes and continue through
the last day of finals. Shorter appointments, even if a larger FTE, are not eligible.

Note: Graduate students with less than .25 FTE appointments (or with no assistantship) may be
granted waivers. See “Allowable Exceptions” for additional information.

ENROLLMENT

18.

Minimum Enrollment

Summer
Session Minimum Enrollment
13 week (A) 9 hours



8 week (D, F) 7 hours
6 week (B, C) 5 hours
Combination 9 hours

Summer only exceptions may apply for Teaching Assistants (M9184 only) teaching more than one
class per session.

Minimum enrollment: 6 student credit hours. Must be approved by the Dean of The Graduate
School.

During the summer term, graduate assistants who are registered for dissertation/thesis hours and are
on qualified appointments must be enrolled full time for classes in the session in which they are
employed.

Fall and Spring
Session Minimum Enrollment
15 week 9 hours

19. Twelve-hour matriculation and out-of-state waivers for Graduate School administered fellows, will
be input by the student’s department.

Note: Non-duty fellows who are given appointments may register for 9 hours as opposed to 12
hours.

20. In certain circumstances, graduate assistants in their last semester may enroll for less than 9 credit
hours. Other exceptions may apply, but the academic unit must have approval from the Academic
Dean, or Department Chair, and the Dean of The Graduate School. A Tuition Waiver Underload
Request Form must be filled out in these cases. Refer to form on page 29 or visit the following
link:

https://campus.fsu.edu/webapps/portal / frameset.jsptab=community&url=%2Fbin%2Fcommon%2Fc
ourse.pl%3Fcourse id%3D 173731 1

An Undetload Form must be submitted each semester to the Graduate School if a student with
an eligible job code is enrolled for less than the required number of houts.

COURSES

21. Waivers may be used to cover courses related to the student’s academic degree program.

22. Academic departments cannot refuse to cover interdisciplinary and degree program-related courses.



https://campus.fsu.edu/webapps/portal/frameset.jsp?tab=community&url=%2Fbin%2Fcommon%2Fcourse.pl%3Fcourse_id%3D_173731_1
https://campus.fsu.edu/webapps/portal/frameset.jsp?tab=community&url=%2Fbin%2Fcommon%2Fcourse.pl%3Fcourse_id%3D_173731_1

23. No recreational, S (distance auxiliary course), X (Auxiliary responsible), or Z (study abroad) type
courses will be covered by waiver authority. These types of courses are not covered because the
costs of the classes do not go to the University.

24. Itis the University’s goal to hold to a minimum the use of graduate waivers for undergraduate
courses, however, academic deans have the authority in exceptional circumstances to approve the
use of graduate waivers for students taking undergraduate courses. When an academic unit is using
graduate waivers for undergraduate courses, they must notify the Graduate School in advance to the

inputting of the waiver.
STUDENT STATUS

25. Only students with regular graduate student status are eligible for graduate assistantships. Special,
provisional and part-time students are ineligible.

Allowable Exceptions

26. Students who are enrolled for the minimum hours during each semester (as stated in section
18), and do not have a qualifying appointment, may be issued waivers for up to one hour
below the minimum hour requirement provided:

e The student has the applicable dean’s approval

e The waiver is paid with the school/college waiver allocation or other university funds (i.e., local
or auxiliary funds)
Note: These exception waivers cannot be direct-charged to C&G, Auxiliary, and local accounts.

Students, who are granted waivers for the hours equal to the minimum number of enrollment hours
are not considered exceptions and therefore, need to meet all other waiver eligibility criteria. (i.e., 9
hours for each the Fall and Spring semesters).

College of Engineering

27. The College of Engineering will provide out-of-state waivers (using E&G, C&G, Auxiliary, and
Local funds) for fall and spring semesters only (this excludes the summer semester) to students

enrolled in the College of Engineering.
REQUIREMENTS

These students must meet the same requirements as stated in the University-wide Graduate Waiver
Policies in addition to those listed below:
e Appointment must be for a minimum of .50 FTE

e Minimum enrollment requirement of 9 hours per semester

Note,: College of Engineering students receiving appointments outside the College of Engineering
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will require the approval of the affected school/college Deans’ and the Principal Investigators’.

Note,: Any appointment outside of the College of Engineering will NOT be liable to cover out-of-

state walvers.

Congress of Graduate Students
29. The Graduate School will provide tuition assistance in the form of graduate student waivers for the
elected Speaker of the Congress of Graduate Students.

30. The Division of Student Affairs will provide a stipend of at least $1,500 per semester for the duration
of the Speaker’s term for a maximum of two years.

Teaching and research are an integral part of the requirement of obtaining a graduate degree at Florida
State University. Because of this, the primary relationship with graduate assistants receiving a stipend is
still one of being a student. To monitor compliance with university policies and Fair Labor Standards
Act (FLSA) requirements, it is imperative that the proper appointment classifications be used. The
Graduate School and the Human Resources Office will verify the requirements for each classification and
are the offices to contact if there are any questions. Only students with regular graduate student
status are eligible for assistantships. Special, Provisional and part-time students are ineligible. The

following is a list of eligible appointment codes.

M9182 (R) Graduate Research Assistant-Stipend

This Graduate Research Assistant shall be classified as a degree seeking graduate student who performs
research activities or  assignments that are related to the student’s academic program. The appointee
must be admitted to and meet the requirements of the Graduate School, be fully admitted to a graduate
degree program, and be under the supervision of an appropriate graduate faculty member.
SELECTED EXAMPLES: A student doing research in a lab or a library.

MI9184 (T) Graduate Teaching Assistant-Stipend

This Graduate Teaching Assistant shall be classified as a degree seeking graduate student who has earned
a minimum of 18 graduate credit hours and performs primary teaching assignments that are related to
that student’s academic program. The appointee must be admitted to and meet the requirements of the
Graduate School, be fully admitted to a graduate degree program, and be under the supervision of an
appropriate graduate faculty member. SELECTED EXAMPLES: A graduate student having full

instructional responsibilities for a credit class.

N9185 (P) Graduate Assistant (Time Sheet Required)

A non-degree related employment by a graduate assistant would constitute an employer-employee status
with Florida State University and would require compensation based on actual time worked as assigned.
Waivers are granted under this code. A time sheet is required. The student is compensated on actual
hours worked. Minimum stipends, FTE, and Term Length are still required under university waiver
policy guidelines. NOTE: This job should not be used to appoint a student on a Federal Sponsored
Project, because work charged to a project must be degree-related.
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W9185 (W)  Graduate Assistant in Teaching-Stipend

This Graduate Assistant shall be classified as a degree seeking graduate student who assists in the
instructional process and who has direct contact with a student or a group of students. The graduate
assistant may be directly involved in a tutorial or group instructional environment and may grade papers
and analyze work products as part of their overall assignment. The appointee must be fully admitted to
and meet the requirements of the Graduate School, be fully admitted to a graduate degree program, and
be under the supervision of a graduate faculty member.

SELECTED EXAMPLES: Tutors, recitation leaders, lab supervisors assistant to faculty instructor.

79185 (Z)  Graduate Assistant in Professional-Stipend
This Graduate Assistant shall be classified as a degree seeking graduate student who does one of the
following:
A. assists in a degree related professional or academic function under the supervision of a graduate
faculty member, or
B. performs degree related professional or administrative services that supports research or instructional
activities. The appointee must meet the requirements of the Graduate School and be fully admitted
to a graduate or professional degree program.

SELECTED EXAMPLES: A theatre design major assisting in set design, costume, or a counseling
major assisting in a psychology clinic or in a residence hall. This category does not include clerical
assistance nor non-degree related employment.

SPECIAL NOTE ON APPOINTMENTS:

With the advent of My FSU Student Central, students now have the capability to continue
registering for classes once a registration window opens (the window does not close). When
completing the mass appointment file or doing an individual appointment, departments should
check that a student is actually enrolled (or has registered for classes) prior to submitting the
appointment. This check should also be used to make sure that the student has not graduated
in the previous term, and therefore has not become ineligible for an assistantship in the current
or future term. Additionally, departments shall check My FSU Student Central immediately
after drop/add ends each term to make sure that the students are still registered for the term and
are still eligible for an assistantship. Departments should not appoint graduate students to a
calendar or academic year appointment if there is a chance the student is going to graduate or
leave the University, and instead appointment students term by term after completing the
checks above.

Rule 1: Charge a C&G, Auxiliary or Local Fund Account

Matriculation will be DIRECT CHARGED to C&G, Auxiliary, or Local Fund Accounts paying a
student’s salary if:
1. The student has a qualifying appointment as a Graduate Assistant on one of the project types
listed above with one of the following five Class Codes only:
M9182 — Graduate Research Assistant—Stipend

11



M9184 — Graduate Teaching Assistant—Stipend

N9185 — Graduate Assistant—Time Sheet Required (Not allowed on Federal C&G project)
W9185 — Graduate Assistant in Teaching—Stipend

729185 — Graduate Assistant in Professional—Stipend

Note: No other Class Codes are eligible for waivers.

The student has a matriculation waiver entered by the Departmental Waiver Coordinator in the
Cashiering System.

The C&G account has been coded by the Principal Investigator (PI) to charge the account, or the
Auxiliary or Local Fund account has been coded by the department to charge the account.

Rule 2: Charge the College Allocation

Matriculation AND, when designated by the department, out-of-state waivers will be DIRECT
CHARGED to the College Allocation as indicated by the Budget Number entered on the waiver screen

if:

1. The student is appointed on an E&G budget, or

2. The student is appointed on a C&G, Auxiliary, or Local Account AND the account is coded
NOT to be charged, or

3. The student is appointed on a C&G, Auxiliary, or Local Account AND the waiver is coded NOT

to be charged.

Note 1: Out-of-state waivers are charged to the school/college allocation designated by the Budget
Number entered by the Waiver Coordinator in the Cashiering System.

Note 2: Auxiliary or Local accounts are typically not exempt from being charged tuition.

Rule 3: Exceeding Waiver Allocations

1. If a School/College exceeds their E&G waiver allocation and the amount has been verified with
The Graduate School, it will be the responsibility of the School/College to contact the Budget
Office.

2. Arrangements must be made to cover the deficit from an allowable source as determined by the
Office of Budget and Analysis.

3. The Budget Office will need to process a budget amendment.

Each semester, the Graduate School will coordinate the direct charge system to charge C&G, Local,
and Auxiliary projects for the tuition associated with students who are appointed to those projects.
The direct-charge of the tuition will be divided into several parts during a semester so the project is
not charged all at one time. To do this, the Graduate School sets a calendar which gives departments
the run dates of the direct-charge system and the corresponding percentages of charges to each run.

12



Collective Bargaining Agreement

The FSU Board of Trustees and the United Faculty of Florida have signed a new collective

bargaining agreement. This agreement outlines policies pertaining to waivers and the health

insurance subsidy. To view a complete copy of this agreement, please visit:
http://www.fsugau.org/images/stories/pdf/2015-2018%20cba.pdf
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Section 2

Changes to the Business Process due to
my FSU Student Central

14



Allocation Management

The Waiver Allocation is issued by the Provost’s Office in late Spring of each year. Once issued, the
Graduate School will enter the Waiver Allocation into the new My FSU Student Central (OMNI). The
waiver allocation year is Summer, Fall, Spring of each year. The amount listed in My FSU Student
Central is an annual amount and should not be considered to be a term amount.

Effective Fall 2013 the waiver system will be in My FSU Student Central.

Each College will have an allocation amount each year, and each College must designate their
Department’s waiver allocation prior to the beginning of the Waiver Allocation Year via a form provided

by the Graduate School.

The Graduate School will enter in the Waiver Allocation for each College and Department. Colleges and
Departments may spend their allocation on either matriculation or out of state waivers. As in the legacy
system Colleges and Departments will be allowed to issue waivers in excess of their allocation. Any
excess waivers issued that are not offset from tuition charged to grant, local, or auxiliary project will be
due to the Budget Office at the end of the Waiver Allocation year.

Each College and Department is responsible for the management and reconciliation of their waiver
allocation.

15



Changes to the Direct Charge Process

The legacy direct charge system had five direct charge “runs” in each the Fall and Spring semesters, and
four in the Summer.

The new direct charge system will be run bi-weekly in conjunction with payroll, and once in the

Summer. This change in the business process will allow for sponsored projects to be charged in a more
expeditious manner, and to allow for twice the number of reporting opportunities in OBIL.

16



Section 3

Financial Aid and Financial Services
Information and Supporting Materials
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Financial Aid

It is extremely important that waivers are entered on time (by the third day of class). Graduate waivers
entered after the close of the waiver screen will now need to be approved by the dean’s office (or a
designee knowledgeable about the status of waivers for the entite college/school) and sent to The
Graduate School to enter via the Graduate School Waiver Request online form.

Financial Aid Disbursed — Student in “Over Award” Status. When a student’s financial aid has been
disbursed and a waiver is entered late, the student may be placed in an over award status requiring the
student to repay the amount of the over award. “Holds” may result such that a student may not register
for classes, obtain a release of his/her academic records, or use the Leach Centet.

Financial Aid Disbursed — Student Credit. In other cases, entering a waiver after financial aid has
been disbursed does not always generate an over award, BUT it can generate a credit due to the student
in the amount of the waiver entered. It often takes 2-3 weeks for the student to be reimbursed.

Late Payment Fees. Waivers entered late also cause students who are not receiving financial aid to
incur late payment fees.

Waiver Removal After Financial Aid Disbursed — If for some reason a waiver is removed after
financial aid has been disbursed it is the department’s responsibility to notify the student PRIOR to the

removal.

Questions or problems?
Call the Office of Financial Aid at (850) 644-0539 or visit their website at
http://financialaid.fsu.edu
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Residency

In the 2009 Legislative session, Senate Bill 1696 was passed and signed into law by Governor
Crist. This bill requires adherence to a stricter standard on the level of proof required to support

claims of Florida residency for tuition purposes.

Students should contact the Registrar’s Office prior to the semester for which they are applying for
reclassification of residency for tuition purposes. For reclassification information visit the admission

website at https://admissions.fsu.edu.
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Reporting Your Scholarship/Fellowship
US citizens & US tax residents:

1. Fellowship amounts in excess of what you pay out-of-pocket for tuition, books, and required
fees/supplies is considered taxable income by the IRS.

2. You are responsible for making the computation and including it as income on your tax return.

3. The fellowship will not be reported on a 1099 or W-2 form; however it may be reported on the

1098-T form.
4. No taxes are withheld, so you may wish to make an estimated tax payment to the IRS using
FORM 1040-EZ.
If you file Form 1040EZ:

1. Include the taxable amount of your scholarship or fellowship on line 1.
2. Print "SCH" and any taxable amount not reported on a W-2 form in the space to the right of the
words "W-2 form(s)" on line 1.

If you file Form 1040A or Form 1040:

1. Include the taxable amount on line 7.
2. Print "SCH" and any taxable amount not reported on a W-2 form in the space to the left of line 7
on Form 1040A or on the dotted line next to line 7 on Form 1040.

Foreign persons who are considered to be nonresidents for tax purposes:

1. You should be referred to the Payroll Office prior to receiving your fellowship payment.

2. The Payroll Office will check to determine whether you are a nonresident for tax purposes and
whether there are any tax treaty benefits available to you.

3. Your cash fellowship payment will be reported to the IRS and to you on a 1042-S form, which is
distributed in February of the next calendar year.

4. If you do not have a tax treaty benefit or if your fellowship payment exceeds the limits of your
tax treaty benefit, then 14% tax will be withheld from your payment.

5. You are responsible for filing a nonresident tax return (1040-NR or 1040-NR-EZ) the next
year. You may claim a refund of excess taxes withheld on that return.

6. The International Students & Scholars Center hosts an annual tax workshop every March to
provide you information about US tax laws and your responsibilities.

Questions or problems? Call Mike Ballow at (850) 644-9464 or visit
http://control.vpfa.fsu.edu/Student-Financial-Services/SFS-For-Students / Tax-Credit-
Information

Resolution Regarding Graduate Scholars, Fellows, Trainees and Assistants
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*This Resolution was renewed September 2009 and applies to offers of financial support only, not offers
of admission.

Acceptance of an offer of financial support *(such as a graduate scholarship, fellowship, traineeship, or
assistantship) for the next academic year by a prospective or enrolled graduate student completes and
agreement that both student and graduate school expect to honor. In that context the conditions
affecting such offers and their acceptance must be defined carefully and understood by all parties.

Students are under no obligation to respond to offers of financial support prior to April 15; earlier

deadlines for acceptance of such offers violate the intent of this resolution. In those instances in which a
student accepts an offer before April 15, and subsequently desires to withdraw that acceptance, the
student may submit in writing a resignation of the appointment at any time through

April 15. However, an acceptance given or left in force after April 15 commits the student not to
accept another offer without first obtaining a written release from the institution to which a
commitment has been made. Similarly an offer by an

Institution after April 15 is conditional on presentation by the student of the written release from any
previously accepted offer. Itis

Further agreed by the institutions and organizations subscribing to the above Resolution that a copy of
this Resolution or a link to the URL should accompany every scholarship, fellowship, traineeship, and
assistantship offer.

URL: http://www.cgsnet.org/portals/0/pdf/CGS Resolution.pdf

Doctoral Students: Prior to completion of prelims and 24 hours of dissertation, a full-time doctoral
student must enroll for at least 9 to 12 hours per semester. Students on assistantships (research, teaching,
etc) must enroll for a minimum of 9 hours and students on fellowships (internal and external) must enroll
for atleast 9 to 12 hours as stipulated by the fellowship requirements. Domestic doctoral students
without an assistantship or fellowship may opt for part-time status with the approval of their program in
which case they must enroll for a minimum of 2 dissertation hours. Federal guidelines require that
international students be enrolled full-time.

After completion of prelims and 24 hours of dissertation, full-time status requires that a doctoral student
must enroll for a minimum of 3 hours per semester (of which 2 must be dissertation hours) until
completion of the degree. Students receiving assistantships (research, teaching, etc receiving a stipend
and a waiver) must enroll for a minimum of 9 hours (of which at least 2 must be dissertation hours) and
students on fellowships (internal or external) must enroll for at least 9 to 12 hours (of which at least 2
must be dissertation hours) as stipulated by the fellowship requirements. Domestic doctoral students
without and assistantship or fellowship may opt for part-time status with the approval of their program
in which case they must enroll for a minimum of 2 dissertation hours. Federal guidelines require that
international students be enrolled full-time.

Masters Students: Prior to completion of required coursework and 6 hours of thesis (if enrolled in a
thesis master’s program) a full-time master’s student must enroll for at least 9 to 12 hours per semester.
Students receiving assistant-ships (research, teaching, etc.) must enroll for a minimum of 9 hours and
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students on fellowships (internal or external) must enroll for at least 9 to 12 hours as stipulated by the
fellowship requirements. Domestic master’s students without an assistantship or fellowship may opt for
part-time status with the approval of their program. Federal guidelines require that international students
be enrolled full-time. After completion of the required coursework and 6 hours of thesis (if enrolled in a
thesis master’s program) full-time status requires that a master’s student must enroll for a minimum of 3
hours per semester (of which at least 2 must be thesis hours) until completion of the degree. Students
receiving assistantships (research, teaching, etc receiving a stipend and waiver) must enroll for a
minimum of 9 hours (of which at least 2 must be thesis hours) and students on fellowships (internal or
external) must enroll for at least 9 to 12 hours (of which at least 2 must be thesis hours) as stipulated by
the fellowship requirements. Domestic mastet’s students without an assistantship or fellowship may opt
for part-time status with the approval of their program in which case they must enroll for a minimum of
2 dissertation hours. Federal guidelines require that international students be enrolled full-time.

NOTE: The re-definition of full-time and part-time enrollment status for graduate students embodies
in the new policy statement is strictly for purposes INTERNAL to Florida State University. The gold
standard definition of full-time enrollment for purposes EXTERNAL to the University is 12 credit hours
per semester with few exceptions. Those exceptions include the 9 credit hour per semester rule for
international students, and the 9 credit hour rune for students on assistantships/waivets.

Any student requiring a letter from the Registrar certifying his/her enrollment status, specifically the fact
that they are enrolled full-time MUST adhere to the EXTERNAL definitions. These certification letters
may be required in a variety of instances (when obtaining a loan, signing a lease, purchasing a home or an
automobile). Currently the University does not have the technological capability of distinguishing the
numerous categories of full-time and part-time status embodied in our new policy. Hence they must rely
on the EXTERNAL and widely accepted definitions as indicated.

PARTICIPATING STATES

Alabama, Arkansas, Delaware, Florida, Georgia, Kentucky, Louisiana, Maryland, Mississippi, North
Carolina, Oklahoma, South Carolina, Tennessee, Texas, Virginia and West Virginia.

PURPOSE

The Academic Common Market helps eliminate unnecessary duplication among states. The high cost of
developing and maintaining degree programs makes it impractical for any institution — or even any
single state — to attempt to provide degree programs in every field. The Academic Common Market
helps states to make the best use of available degree programs because more students can enroll in those
that have available spaces. The Academic Common Market helps states to assist their residents in a very
tangible way to enroll in programs that their home states cannot provide.

ACADEMIC COMMON MARKET

Each participating SREB state has a coordinator for the Academic Common Market. The state
coordinator’s name and address can be obtained by visiting the SREB Web site at www.sreb.org or by
calling the Southern Regional Education Board in Atlanta at (404) 875-9211. Any student interested in
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participating in the Academic Common Market should contact the state coordinator in his or her home
state. In general, a student must meet only two requirements to participate. The student must be
accepted for admission into a program that is part of his or her home state’s Academic Common Market
arrangement, and he or she must have proof of legal residence in the home state. Institutions may have
additional requirements; please check with the individual college or university.

PROGRAM AVAILABILITY

The Academic Common Market includes hundreds of programs, from accounting systems at the
University of Tennessee in Knoxville to zoology at Auburn University in Alabama. Both undergraduate
and graduate programs are available for residents of most participating states; a few states participate only
at the graduate level. The scope of the Academic Common Market is evident from a small sample of the
available programs: aerospace engineering, agricultural law, anthropology, apparel and textiles, aviation,
biomedical sciences, coastal zone studies, crafts, creative writing, dance, East Asian studies, education of
the deaf, environmental health, film and video studies, forensic science, health care management,
journalism, kinesiology, landscape architecture, music education, nutrition and dietetics, occupational
therapy, photojournalism, taxation, theater, urban and regional planning, visual sciences, wildlife
management and wood industries.
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Classification

The classification of Grad I and Grad II student credit hours depends on three main criteria:

1. the classification of the student at the beginning of the term,
2. the classification of the courses taken by the student, and
3. number of graduate hours completed.

It is critical that departments review the progress of each graduate student. The optimal strategy is to
plan course loads such that the cumulative acquisition of 36 hours coincides with the completion of a
semester. For example, 36 hours would be attained after completion of three semesters with a load of 12
hours/semester. Alternatively, 36 hours would be attained after completion of 4 semesters with a load of
9 hours/semestet.

Grad I1

Grad II credit is generated by Advanced Graduate Students who are formally admitted to an authorized
doctoral or post master’s degree program and have accumulated 36 or more credit hours toward their
degree program OR have a master’s degree. Hours earned at other institutions that have been accepted
toward the FSU doctoral or post master’s degree program can be included as part of the 36 hours (these
credits must be posted on the student’s permanent record file).

Additionally, the course levels taken by advanced graduates must be between 5000 and 8999 for them to
be classified as Grad II credits.

Grad I
Graduate students not meeting the above criteria.
Key Criteria

1. Degree Working Toward (DWT)

2. Graduate credit hours earned at the beginning of the semester towards the degree (this
number may include graduate transfer credit hours toward the degree).

3. Course levels must be between 5000-8999.
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Graduate School Waiver Request Form Instructions

When a late waiver needs to be requested, please go to the FSU Service Center to submit a CRM ticket to
The Graduate School. You will need to completely fill out the form and be sure to select “The Graduate
School” as the provider group and assign the ticket to either “David Beck or Brian Barton”. Please see
the screen shot below:

Case 10/08/2015 10:05:55AM EDT
Save | éprint View | \‘f Spell Check | 380 360-Degree View | [ 360-Degree Search | [Smotification | @ Search | EAdd | == Personalize
Case ID New Case Status MNew
D Name
Problem Summary Contact Method
Case Details Solution (0) Notes (0) Case History Related Cases (0) Interested Parties (0)
Customer Information Case Information
Employee ID
oy Main More

First Name
O Secured Case

Last Name
O Anonymous Caller
Search Advanced Search Quick Code v
Case Type Support Request -
Problem Information *Case Visibility External -
*Problem Summary *Case Status New -
v
& [ resolved by First Contact
Description . -
Ll\‘»/ Provider Group Graduate School 2 5=
% Assigned To bawd Beck 2 ‘_
Category IT Services -
Specialty Type -
Detail v

NOTES:

1.) Late waivers entered in this request system are not automatically approved
to be entered. If the late waiver causes a Financial Aid Overaward, the
College/Department must work with Financial Aid to solve the overaward
prior to the waiver being entered.
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Waiver Receipt Form

FLORIDA STATE UNIVERSITY

GRADUATE WAIVER RECEIPT FORM
(Return to your academic department representative)

If you have applied to the FSU Office of Financial Aid for financial assistance, you must contact that office so they may discuss h
ccepting this award impacts other sources of financial aid. Our department has nofified the Office of Financial Aid of this award.

Student Name:

Employee ID:

In-Stare: Heours Covered — 12 Amount — 454212
Our-0f-S1ate: Hours Covered — 0 Amount — 0
Semester: 2015 Fall Waiver Year: 2015

TUITION WAIVER FINANCIAL LIABILITY AND POLICY ACKNOWLEDGEMENT
| acknowledge tuition waivers cover only the tuition portion of the cost associated with taking classes.

| acknowledge that if my waivers are canceled or if | withdraw from the University, drop below the required academic load, or my
assistantship or fellowship is terminated my waivers will be revoked and | will be financially liable for the dollar amount(s) listed
above. If any University authority terminates the assistantship upon which the waiver is based or cancels my enrollment | will be
financially liable for the dollar amount(s) listed above. Waivers will not cover any dropped classes.

| acknowledge that if | officially withdraw from the University and my petition is approved, a refund can only be provided if the
refund or withdrawal request is submitted within six months after the end of the semester in which the withdrawal occurred. If
financial aid is received during the term in which the refund is granted, state and federal regulations may require that the refund
be returned to the aid source.

By allowing this waiver to pay for my tuition in the Student Financial (OMMI) system | am accepting the policies stated in
Graduate Student Waiver Manual.

Waivers can cover only courses related to the student’s academic degree. Waivers cannot be used for Sponsored Institute
courses.
Student Fees

Tuition waivers cover only the cost of tuition. Students are responsible for all other fees associated with attending the university.
For detailed information on fees, visit: hitp-/fcontroller vpfa fsu edu/Student-Financial-Services/SFS-For-Students/Tuition-Rates/Main-
Campus

| have read the above information and understand the waiver policies.

Student Signature Date
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Tuition Waiver Underload Request Form

[TUITION WAIVER UNDERLOAD REQUEST FORM

(For any graduate assistant and/or fellowship holder)

Student's Name: Student EmpllD;
1. Student’s Department: Date Request Submitted:
2. Programcheckonel: _ PhD __ Master's _ JD _ Specislist
a. Master's degree programtype (checkone): _ Thesis _ Mon-Thesis
3 Date of doctoral dissertation ormaster's thesis defense:
4. Credit hours remaining in current dagree program [non-thesis only):
. Has student received underoad waiverin priorsemester? _ Yes _ Mo
G. Underoad waiver requestad for:
“fearn [checkone): Es= Spring _____ Summer
[ Credit hours the student will take this semester:
8. |s tha student gradusting this semester(checkone)? __ Yes __ Mo

If no, expected date of graduation:

9. Justification forrequest (please be specific):

10.  Asthe Academic Dean/Departmental Chair, do you support granting a tuition waiverforthe reduced credit
hours? (circle one) fes Mo

By signing this form | confirm that the waiver forthis student wil be provided by the college’s waiver sllocation
fund. Additionally, | acknowledge that this student will no longerremsin at the University in a student capacity
subsequent to the expiration of theinitial thity days of the semester. If the subject remains as a student at the
Univarsity past this time the terms of the underoad waiver wil be void.

Signsture Print Name Dste

11. | understand that f spproved, the underoad request requires that | must not only defend, but be cleared by
Manuscript Clearance within the first 30 days of the semester. If the deadline is missed, the undedoad reverses to
full time status (3 student credit hours) and cames with it the additional tuitionfee liability.

Student Signature Date

12. Deanofthe Greduste School spproval (circle onel: ez ]

If not approved, reason fordenial:

Desn of the Graduate School Signsture Dste
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Departmental Billing Form

Office of the University Controller Student Financial Services
Florida State University 1500 University Center A
Tallahassee. FL 32306-2394

Ph: (850) 644-9452 Fax: (850)644-5142

Departmental Billing Form for Student Fee Pay Authorization

Form must be submitted to the Office of Student Financial Services no later than the third day of the semester or as early as possible.
You must advise students that vour payment of their tuition may have an effect on their financial aid award.

Department: | Term: Year:

OMNI Dept ID & Fund to be billed: | Project ID:
*Note: Tuition cannot be billed to an E&G fund

Department Head/Principal Investigator Printed Name| Department Head Principal Investigator Signature
Contact Person Phone Email

STUDENT NAME FSUSN AMOUNT

T.

2.

3.

4

5.

6.

T

8.

9.

10.

Total:

Sponsored Research Stamp, if applicable: -
Recetved by SFS:
Entered by SFS Employee:

Departmental Billing Form, Revised 2/09
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Agency Billing Procedures

AGENCY RESPONSIBILITY
The Agency, on their letterhead, sends a letter to the Controller's Office stating that they (the Agency)
would like to pay for a student's tuition (and fees if desired).

Include the following information:
a. Term the payment will apply
b. Student's name
c. Student's FSU SN
d. Amount of tuition (and fees if desired)
e. Name, phone number, fax number, email of a contact person at the Agency
The Agency sends or faxes the letter to:

Ms. Iola Sawyer

Florida State University

Controller's Office

1500 University Center A

Tallahassee, Florida 32306-2394

Fax: 850-644-5142

A copy of the letter should be sent to the student's school or college’s contact person.
IMPORTANT: The Agency must send or fax the letter to the Controller's Office by the 3rd day of
class.

The Controller's Office will then send the Agency an invoice. The invoice must be paid by the
Agency within 60 days of receipt.

STUDENT RESPONSIBILITY

The student fills out the “Agency Billing Form.” The form can be found at the Controller's Website
under Student Forms, "Agency/Third Party Billing" at
http://www.vpfa.fsu.edu/control/forms.html#department

The student submits the form to the Controller's Office by the 3rd day of class (the same day the
Agency has to submit their letter).

COLLEGE/SCHOOL RESPONSIBILITY
Make sure that the Agency sends the letter by the 3rd day of classes and that you have a copy.

Make sure the student turns in the “Agency Billing Form.” Either give the student the form or the
website.

Note: A waiver will not be entered in this case. The Agency’s payment will be reflected on the Student
Assessment Screen (Graduate Waiver Screen “KSCT”).
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Agency Billing Form

Office of the University Controller Student Financial Services
Florida State University 1500 University Center A
Tallahassee. FL 32306-2394

Ph: (850) 644-9452 Fax: (850) 644-5142

Third Party / Agency Billing Agreement

Student’s FSUSN Billing Semester / Year Billing Amount

IStudent:s Name | Lame of Agency |
Phone Number !‘-\.ddre 35 of Apency |
!E.mai] Address | !“-\ddre;s cont. |

By signing this form I have read, understood and agree to FSU policies:

Student Signature Date
Pavments are to be made by the Agency within 60 davs of billing notice to:

Florida State University

Student Financial Services
A1500 University Center
Tallahassee, Florida 32306-2394

FAX or email pavment details, including names, 55Ns and amounts of pavments to the attention of the FSU Agency
Billing Section:

FAX: (850) 644-5142 or
E-mail: sfs@admin fsu edu

Received by FSU representative: Date: Agency Code:
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Research Foundation Agency Billing

The Research Foundation uses the same procedures as C&G in direct charging a Foundation Account.
In some cases, an Agency Billing is utilized. The Research Foundation’s Agency Billing procedures are as

follows:
STUDENT RESPONSIBILITIES

The student fills out the Agency Billing Form with the Name of Agency: FSU Research Foundation,
Inc. and Address of Agency: 874 Traditions Way., Suite 300, Tallahassee, FI. 32306-4166 or campus
mail address: Mail Code 4166

The form can be found at the Controllet's Website under Student Forms, "Agency/Third Party Billing'
at http://www.vpfa.fsu.edu/control /forms.html#department

The student submits the form to the Controller's Office by the 3td day of class (the same day the
Agency has to submit their letter).

DEPARTMENTAL RESPONSIBILITIES
The department must send a memo to the FSU Research Foundation by the third day of classes.
The memo (see sample on next page) should include:

Student’s Name

FSUSN

Semester ( e.g., Fall 2009, Spring 2010 etc.)

Research Foundation Account No. to be billed

Level of authorization, i.e., maximum $§ amount, maximum No. of hours, in state, out of state, etc
Signature of Principal Investigator of Research Foundation Account

RESEARCH FOUNDATION RESPONSIBILITIES
After review of the request for acceptability/appropriateness, availability of funds within the grant
Period, etc., Research Foundation will approve memo and fax to FSU Controller’s Office, (850)644-5142

Attn: Tola Sawyer.

Note: If the charge cannot be approved, it will be the responsibility of the Principal Investigator (PI) to
identify another source of funds for payment.

Approximately two weeks after the beginning of the semester, the Cashier’s Office will send a list of all
fees to be paid by the Research Foundation to the Foundation’s office.
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The Research Foundation will notify the department to prepare a Payment Request based on the Form 9

invoice from the Cashier’s Office and the department memo. The request should be sent to the

Research Foundation and if approved, a check will be issued to Florida State University.

MEMORANDUM
To: Cashier’s Office
From: Department
Principal Investigator
Date: 20/ 26/ 26X
RE: Agency Billing/Fee Payment for: Nawmse of Student/ FSU SN

Please bill fees for the above named student to:

FSU Research Foundation, Inc.

874 Traditions Way, Suite 300

Tallahassee, FL 32306-4166

FSU Mail Code 4166

Semester: xxooaex

Research Foundation Acct. to be billed: x-soaa-xoaax
Max. amount: $ xxoex

Max. no. of hours: xx

Indicate: In-state or Out-of-state
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Tuition Refund Request Form

Office of the University Controller Student Financial Services
\ Florida State University 1500 University Center A

Tallahassee, FL 32306-2304
Ph: (850) 644-9452 Fax: (830)644-5142

Tuition Refund Reguest

Stademt’s FSUEN Address 1
Sredent’s Mama Addreas 2
Phoze Numbar City / Stape / Zip

Semester /| Yaear

Important! Please read before signing:

By requesting this refund you are anthorizing FATT to either deduct from the refund amount or apply the toml refund amount to satisfy
any outstanding charges you may owe to the University. If vou receive financial sid during the semester in which you are requesting a
refund, your refund may go to the financial aid source.

Method of Receipt:

Pefunds will be disbursed according to your Account Fefond Setup form which you have completed on Blackboeard. If you choose to
have your financizl aid mailed to your local address your refund will alse be mailed to the address above. If you choose to receive your
finsncial aid to your FSUCard account, your refund will alse be sent to your FSUCard account. Any amounts paid by credit card will be
returned to the s:ame credit card.

If you have not completed an Account Fefund Semp, please proceed to Blackboard and make a selection ot your refund will be
antomatically mailed as a check to the address that you enter above.

Fefund is confingent on verification of hours and total payment of fees. Allow four weeks for the refund to be processed before
inguiring. If payment was made during mass fee payment, allow § weeks for refund processing. If payment was made during Summer
Seccions A B, or F, the refund will not be processed until after the 10th day of Session C.

If your original payment was made by credit card more than §0 days before the request of the refund your refund will be mailed to the
address listed above as a check.

Fefunds are always issued in the name of the smdent regardless of whether the student or parent paid. Money paid by financial aid,
Florida Prepaid or Third-Party Agencies will be reviewed before being processed. Funds will be seat back to the lender, donor or agency
if required by federal regulaton or by agency / donor contract.

Eeturn completed and signed form to:

Florida State University Student Financial Services Use Only:
Smdent Financial Services
A1500 University Cemnter

Tallzhaszee, FL 32308-2384
Fefund Mumber
- ID Verified
Signamre
"V Screen Changed
Date
Date Completed

TEE Revised 9/0%
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Proposal Transmittal Form

MISCELLANEOUS INFORMATION

21. Non-Faculty Support This data is collectedfor department use. [dentify the total number ofthe following personnel sup ported by
this grant (numbers should be based on Headcount, naot FTE):

WEAR 1 WEAR 2 WEAR 3 WEAR 4 WEAR B

Total # Undergraduate Students:

Total # Graduate Students:

Total # Postdoctoral Associates:

Total # Non-Students' Mon-Ranked Faculty :

CERTIFICATIONS

Check any of the following special circumstances that apply to this project and include attachments when applicable:

22.Vertebrate Animals | Protocol # | Attach ASU Form O O ves
23 Human Subjects [ Yes
24 DHARMNA Use [ es
25 Radioactive Materials O “es
26. Hazardous Chemicals [ Yes
27. Select Agents O es
28. Nanomaterials O es
29 Marine Lab (SRS will send a copy of proposal to the Director of the FSUCML.) O es
30. CompressedAir Diving (ADP) (SRS willsend a copy of proposalto the Chair ofthe Dive Control Board and O es
the ADP Coordinator.)
31. Dual Compensation O es
32. Workshops/Conferences O es
33 If 32 isYes, will fees be collected? O ves
34. If33 i5¥es, isthe dept colledingthefees a Cerified CashHandling Site? [ Yes
35, If 32 is¥es, will Continuing Education Units (CEU's ) be issued? O Yes
F6. SUDCONIract andior Consultart 15 Neededio Condud this projed. Ty 5 and tNey are named, please O
provide budget, scope of work andletter of commitment, as applicable. Es
37. Income, otherthan payments from the sponsor, willbe generated as a result ofthis project. (aka, Program B Yes
Income)
38. This projectis a continuation or renewal of previous Project 1D: | Awd %o O wes

38, Additional resourcessuch as animal arnon-animal space, equipment, utility service, etc., are needed to
conductthis projectin additionto what is currently available to you oris budgetedforthisin the proposal.
Ifyes, completethefollowing:

Resource Requested: O ves
Estimated Cost of Resource:

Authorized signature of source of additional resources:

CONFLICT OF INTEREST

40. Does any investigator (Pl, Co-Pl, or other key personnel} working onthis project have a conflict ofinterest,
whetherfinandal or othenwise, direct orindired, as definedin F3U's Faculty Handbook Section 4, O vYes [O Mo
Financial Disclosure Policy and Outside Activity'Conflict of Interest; and Florda Statutes Chapter 112,
Code of Ethics for Public Officers

41. Iftheanswe 5, has theinterest been disdosedto the appropriate Dean orVice Presi

accorgs eregulations identified above? yes [ Mo
42 MATRICULATION and/or TUITION FEE WAIVERS: (CHECK OMLY OME)
O WAIVER1 O WAIVER 2 O WAIVER 3 0 WAIVER 4
(1) Chargetheprojectall The College/ An alternate source will coverall tuition of students | This ContractGrant
matriculation fees for qualifying | SchoolWaiver paid or supported by this project. The deptis will pay only the
graduate assistantsandout-of- | aAjlgcationwil responsible for processing depatmental billingsto | matriculation fee for
statetuition forEngmajors paid | coveralltuitionof | pay tuitionfor all students paidfrom this project. If | graduate assistants,
from projectfunds;(2) Mo students paid or | the deptdoes not process a depatmental billing, | even ifengineering
qualifying grad students supponed by this | thetuition will be charged automaticallyto the majors are paid from
prnppsed: or(3) Grad student proposed project. | waiver allocation ofthe College/School associated | this project.
salaries not allowed. with the student's major.
EYWORDS (Enter as many as desired but at least oneis required.)

View Propo words at hitp:/www. research.fsu.edu'contractsgrants/documents/keyword s.xls. If j eywordisnot on

list, you may enter s itions.

35



Section 5

Waiver Reconciliation Reports



OBI Report

CS - Graduate Waivers

™ Data last loaded on
08/26/2014
07:56:25 AM

Dashboard Prompts

Leave any prompt blank to view all.
Term is required.

* Term
Select a Term(s) x|
* Direct Charge Run

=
College

=
Department

=

Reset «

w

CS - Graduate Waivers Dashboard
Help

Home Catalog = Favorites Dashboards~ [ New~ R oOpen~  Signed In As dmif

I\D No Results

The specified criteria didn't result in any data. This is often caused by applying filters and/or selections that are too restrictiy
that contain incorrect values. Please check your Analysis Filters and try again. The filters currently being applied are shown
below.

Term Description is equal to Select a Term(s)

Refresh
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Student Central Waiver Query Options

The following are some query options you can use when trying to audit and reconcile your waivers with

other resources:

FSU_SF_ALL_WAIVERS
FSU_SF_ALL_WAIVERS_BY_COLL
FSU_SF_ALL_WAIVERS_SUM

FSU_SF_ALL_WAIVERS_SUM_COLL

By term, emplid, college, dept

By term, emplid, college, dept
By term, college, dept

By term, college, dept

Public
Public
Public

Public

SF
SF
SF
SF

Graduate Waiver Liability Screen Shot

HTML
HTML
HTML

HTML

Excel
Excel
Excel

Excel

XML Schedule

XML Schedule
XML Schedule

XML Schedule

Lookup References
Lookup References
Lookup References

Lookup References

Total Graduate Waiver Liability for the College X
January 12, 2010

200772008 % Change 20082009 % Change 200502040
Beginning Waiver Allocation § 1,608,123.40 NiA % 1.692585.94 5.60% § 1,692 585.94 0.00%
Less: Total Net Waiver Liability 5 1,296,082.88 § 1.422948.16 §  903,254.95
WAIVER ALLOCATION BALANCE §  112,040.52 5  169,63T.T8 § 689,333.99

EREAKDOWN AND COMPARISON 2007/2008, 2008/2009, and 2009/2010

SUMMER 2007 Headeount 2008 Headeount 2008 Headcount
Todal Waivers |3sued 3 484572 | MAT 005 |5 4557464 | MAT 005 5 281,787_80 MAT Q08
Cash from C & G 3 318848 21 15 5 B.37T1.B2 21 7 5 26,153.52 134 B2
Cash from Auxilang 5 - ¥ Change |5 % Change 5 - % Change
Cash frem Loca 5 - L L ] - f00% -8333% | S - 54.33% 1071.43%

Met Waiver Liability § 31,640.24 $ 37,202.82 §  195609.37

|FALL 2007 Headecount 2008 Headeount 2008 Headcount
Total Waivers |z3sued pz4,005.21 | MAT OOS 867.852.10 | MAT o008 % 1,00p807.10 MAT Q08
Cash from C & G 218,220 88 159 717 156.,339.32 147 105 3 30Z,194.52 177 110
Cash from Ausxiliang - % Change % Change 5 - % Change
Cash from Loca - N4 A - -T.55% -10.26% | 5 - 20.41% 4. 7%

Met Waiver Liability §  T04,7B4.33 $ T08615.78 §  TO7.642.58

Headcount 2010 Headcount
Todal Waivers Issued 5 Feall RN MAT 005 aTe.531.56 Y QDS ] MAT QoS
Cash frem © & G 5 181,110.82 [ 166 121 |3 202,402.00 5 | o g |
Cash from Auxiliany 5 - % Change 3 % Change 5 % Change
Cash from Loca 3 - 3 - 0.65% -14.856% |5 -T00.00%  -100.00%

Met Waiver Liability 5 EB59,649.31 §  G77129.56 3

TOTALS 200712008 % Change 2008/2009 % Change 20022010 2 Change

Total Waivers lssued § 1,779,641.06 § 1.793,058.30 0.76% § 1,271,575.00 -29 089%

Toal Cash from C & G 5 3B3,52B.18 5 370110014 -3.50% § 38832305 -0.48%
Todal Cash from Auxiliary 3 - - - 3 -
Tedal Cash from Local 3 - L - 5 -

Total Cash Collected §  383,528.18 § 37011014 -3.530% §  368,323.05 -0.468%

Total Offtine Adjustments £ - £ - 5 -

Total Het Waiver Liahility § 1,306,082.88 5 1,422 948.18 1.52% §  003,281.95 -36.52%
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How To Verify An Appointment In OMNI

Looking up an Employee ID and Verifying Appointment Information

1.

Log into OMMNI. Click on OMNI Human Resources.
Select Manager Self Service

Select Job and Personal Information, then Enter ePAF
Type Last Name in the box.

Note: By clicking on the drop-down bution, you can search by Employee 1D or First Name.

Click Search|

Tracking Appointment Funding by Student
{includes past, present and future information)

To run this report, you will need the following PeopleSoft (PS) information: Employee 1D,

Log into OMNI. Click on OMNI Human Resources.

Select Reporting Tools.

Select Query, then Query Viewer,

At the blinking cursor enfer FSU_FUNDING_HISTORY and select m

Note: Runto HTML - for view only;
Run to Excel - for view and manipulation of report.

A new screen will open. Enter Employee ID and click View Results|
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Immigration Handbook



THE FLORIDA STATE UNIVERSITY
INTERNATIONAL CENTER

IMMIGRATION HANDBOOK FOR FSU DEPARTMENTS

TABLE OF CONTENTS

Tips for Advising F-1 International STdemis. ... ..ottt seesmm e e s e 2

F-1F-2 General Information FAQs (SEVIS & Immigration I}utumems)
What 15 F-1/F-2 status & SEVIS?.. . .
What types of F-1 immipration dcn:umts m.'lgl:rr l"SU deparhnen‘bs eu{:mlnter"'

L R L OO TP
How should departments best doect F-1 students with travel questons7 .. 3
If an OPT =student 15 working at FSU or 1f an F-1 student must renew I.'ll_-,.'hﬂ visa, what m.ﬁ:nrmanan _,huuld 'I.‘l.'lE Empl-:wer
letter/department award letter IeBude T .. oo ea s e aan e s eaan e s e ann s s sa et b aate e s nmmnnssane

F-1 Enrollment & Academic FADDS. ..o s e st et e st am b e e s msmm e e s nra e
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Tips for Advising F-1 International Students

The International Center (IC) has immigration advisors available to assist F-1 international students with
immigration issues and questions or concerns with academic and/or cultural issues.

F-1 students can see an [C Advisor daily during walk-in advising hours, or by appointment. F-1 advisors
are also available by phone and email for students and FSU faculty and staff.

If you encounter an F-1 international student who needs immigration-related advising, please refer them to
the International Center. For answers to frequently asked questions from FSU faculty and staft, please see
the FAQs below. For more detailed F-1 status information, please refer to the International Center website
at www.ic.fsu.edu.

F-1/F-2 General Information FAQs (SEVIS & Immigration Documents)

What is F-1/E-2 status & SEVIS?

Most international students at FSU are in F-1 immigration status. The F-1 is the most basic and widely
used U.S. student visa category. F-1 status is monitored by the US government through an electronic
database called SEVIS. Since students in F-1 status are strictly monitored, both the students and the
university have reporting obligations to the government due to federal law. For instance, IC advisors must
report changes in a student’s academic program, such as a change of major or level in SEVIS.

An F-1 status holder is a non-immigrant allowed to remain in the United States for as long as he or she is:
* A full-time student making satisfactory progress toward a degree at the school he or she is approved
to attend, or
* A student in a period of post graduation practical training that is directly related to his or her field
of study and has been authorized by US Citizenship and Immigration Services (USCIS).

An F-2 status holder is a child or spouse of an F-1. Please note these rules specific to F-2 starus:

* F-2 dependents are NOT authorized for ANY type of employment
* F-2 dependent children may attend school (K-12)
* F-2 dependent spouses may only engage in study which is “avocational or recreational”
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What types of F-1 immigration documents might FSU departments encounter?

The following are the basic documents needed for F-1 travel and/or to maineain F-1 status:

» Passport: An F-1 student’s passport should always be valid for up to & months in the furure. F-1
students should check with the embassy of their home country for informartion on renewing his/her
passport.

¢ F-1 Visa: This is the sticker in the student’s passport, used -:ml}' for entry purposes. An ::pin:u:l E-1
visa stamp does NOT affect a student’s F-1 status while inside the US. Special mote: Canadian
students do wot require & visa to enter the US, but must pe the I-94 card stamped F-1 o DYS.

+  [-94: Arrival/Departure record. This is the small white card, usually stapled to the passpore. It is
proof of the student’s legal entry and/or exit from the US. The 1-94 should always be stamped and
marked Status: “F-17 Untl: “INS™ (Duration of Stams)

» [-20: This is the 3-page document issued by the International Center. It contains
pcr:annal.’biugraphifﬂ] information, as well as information about the student’s academic program
and funding. Please note the ending date of a student’s 1-20 can be found on page 1, section 5.

F-1 Travel FAQs

How should departments best direct F-1 students with travel questions?

F-1 students should always be directed to the International Center if they have questions about travelling
abroad. An IC advisor will need to inform the student of all necessary travel documents and visa renewal
procedures.

If an OPT student is working at F3U or if an F-1 student must renew hisfher visa, what
information should the employer letter/department award letter include?

A departmental letter should indude the student’s name, job title, salary, employment dates & hours per
week worked. I the student has an assistantship, the letter should indude the student’s stipend as well as

matriculation & out-of-state tuition waiver amounts.

F-1 Enrollment & Academic FAQs

F-1 students are always required to maintain a full course of sudy AMD to make academic progress in
his'her degree program to maintain legal F-1 immigration status.

* [senrolled full-time in a degres program, at the appropriate level

*  Does not have repeated semesters of low grades or incompletes

& Has not been ﬂcad:micﬂ]l}' dismissed, sumcnd:d, or ::.]:lcllﬂ:l
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What is considered full-time enrollment for an F-1 student?
The following chart helps clanfy minimum enrollment requirements that enable an F-1 student to meet
federal imnugration regulations. Note: If a student’s academic department requires additional

enrollment, the st

ent must also comply with the departmental poli

Undergraduates

12 hours - minimum enrollment is required in both Fall and Spring semesters.

Final Term - Minimum enrollment in the final semester is the number of hours

required to complete the degree. Students must submit a Final Term Form to the
International Center no later than 2 weeks into the final term.

Online Classes - Only 1 on-line course or distance education class that counts toward
a full course load is allowed per semester. (At least 9 credit hours must be face-to-face
classes.) Dunng the summer, students may enroll m as many online classes as
desired, except when sunimer is the student’s first or last semester. In the student’s
final term, enrollment cannot be 100% online.

Summer Enrollment - Summer term enrollment is NOT required by immigration
regulations unless Summer is the firsr semester at FSU or if it is the final semester.

(Students must fulfill the FSU summer term requirements, unless exempt )

Graduates

9 hours - minimum enrollment is required in both Fall and Spring semesters except in
cases described below.

3 hours - minimum enrollment is considersd full-time after completing 6 thesis hours

(Masters) or 24 dissertation hours (PhD). Students with assistantships or special
fellowships that may stipulate igher enrollment nmst enroll m hours determined by
department or fellowship.

Final Term for graduate students completing a Thesis or Dissertation — To satisfy
mmmigration requirements, F-1 students are only required fo take the mumber of
credits requured to complete the degree, and are not requured to enroll full ime. FSU
requires a munimum of 2 hours enrollment for thesis or dissertation m the final term
of study (even if the final term is during the summer). Note that students wath
assistantships must enroll n 9-12 hours, and students with special fellowship should
enroll as specified m the terms of ther fellowship. All F-1 students should submit a
Final Term Form to the International Center no later than 2 weeks into the final term.

Final Term for Masters students completing coursework (non-thesis option) - To
satisfy immigration requirements. F-1 students are only required to take the mmber
of credits required to complete the degree, and are not required to enroll full time.
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However, students with assistantships must enroll in 9-12 hours, and students with
special fellowship should enroll as specified m the terms of therr fellowship. AILF-1
students should submit a Final Term Form to the International Center no later than
2 weeks mto the final term_ Note: F-1 students MUST be enrolled in the semester m
which they complete their degree requirements, even if completing an exam for
which they enrolled in a previous semester.

Online Classes - Only 1 on-line course or distance education class that counts toward
a full course load is allowed per semester. (At least 6 credit hours must be face-to-face
dasses.) Duning the summer, students may enroll in as many online classes as desired,
except when summer 15 the student’s first or last semester. In the student’s final

term, enrollment cannot be 100% online.

Summer Enrollment - Summer term enrollment is NOT required by immigration
regulations unless Summer is an F-1 student’s firss semester at FSU or if it is their fral
semester. Note: Departmental policies may dictate summer registration and students
working on their degrees and using university resources should be enrolled.
Doctoral students should also be aware of enrollment required to meet the FSU
residence requirement.
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How should academic advisors advise F-1 students who want to dmp below a full course of :tud}r?‘

Immigration r-:gu] ations un]:.-' allow reductions in course load (below the minimum full-time enrollment)
for a few sl:n:cific academic reasons, medical reasons, and a student’s final term. Authorization for a reduced
course load (except n the final term when a student should subnut the Final Term Form to the
International Center) must be requested from the IC advisor in advance, so please refer these students to
the International Center.

What are some other options to protect a student’s F-1 status and/or GPA if he/she is not eligible
for a Reduced Course Load (RCL)?

An F-1 smudent may not be allowed to go below the required immigration minimums without jeopardizing
his or her immigration status. But, there still might be some “creative” solutions available vo avoid damag_i:

to the GPA without causing F-1 starus ]:ln:-bl:ms- An F-1 student could consider the ﬁ:}]]nwing options:

+ Equal add/drop - If a student can add an equal number of hours to the schedule, we could allow
the dmp with the cqua] hours added to k::p- the registration at the immigration minimum.

* Incomplete - Receiving an Incomplete grade in a course does not jeopardize the student’s F-1
immigration status, as it doesn't change the enrollment hours. A student should meet with the
instructor to disouss whether an "1” would be an appropriate grade in their situation.

Incompletes given for classes must be removed by the end of the next semester that the student is
enrolled. Failure to do so will result in an “IE™ thar counts as an “F” The “F” will remain until a
Grade Change changing the “F” to a letter grade has been submitted. An Extension of an
Incomplete Form is needed if the "I” cannot be removed by the deadline.

+ Retro-Active Withdrawal - In this case a student nmst confinue to attend classes, complete the
course, and receive a grade. With recommendation from the professor and approval of the
Academic Dean the course can be retro-actively dropped. This will not affect the immigration
record, as the student was fully enrolled during the semester and only dropped the credit afterward.

* S/U Grade - In a few cases, a professor agrees to make the course into an S/U grade, rather than a
letter grade, which saves the drop in GPA. This also requires approval from the course professor
and the Academic Dean. This could cause future problems if the course is a degree requirement.

It is past the ad.d.uri:lmp ptrind of the semester, and an F-1 student wants to dmp or add a course. As
an academic advisor, | cannot just drnp or add the course for an international student. What extra
prnu:durc must the F-1 student follow to make dlmgr.l to hisfher schedule?

The F-1 student must acquire the necessary departmental signatures on the Drop/Add Permit and then get
a signature from an IC advisor before taking the Drop/Add Permit to the Registrar's. The IC will check
the F-1 student’s schedule to make sure that he/she doss not drop below a full-course load. This is to
ensure that the F-1 student does not violate histher legal F-1 immigration status.
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What if an F-1 student wishies to withdraw from FSU ar take a leave of ahsence?

In such cases, please refer the stadent o an [C advisor as soon as possible to discuss the immigration isuoes.
[Fan F-1 student’s scademic or personal difficulties are due 0 a maore seripos situation, such as a menial o

physical health problem, the student may be digible for an auwthorized reduction in coarse load.
Depariments should also notify the [C of the siodent's plans.

What does an F-1 student need to da if helshe cannot complete the program before hisfher 1-20
expiration date?

In this case, 3 sodent must reguoest an [-20 extension BEFORE the [-20 expires by completing the .20
Extension Bequest Form. The sudent’s academic advisor must complete part of the form. 1 the student
will receive deparimental funding, the depariment will aleo need o include the studeni’s funding

information on pg. 2 of the extension form.

How does a student report a change of major ar change af degree level to the [C?
Chanpes of major and chanpes of level are suiomatically reporied to the Intemational Canter IC advisors
no longer need to sizn Major Change Reguest Forms. The department will need to complete and submit a

major changs form & the FAL Registrar’s Ofice. Swch academic chanpes nsually require a studeni o
receive an updated [.20.

Employment/Social Security/Funding FAQ)s

Can F-1 students wark OM-CAMPUS at FSU without special antharization?
Yes, F-1 students are only authonzed to work an-campus ai F5L for wp o 30 bowrs per week daring Fall

and Spring serneszers withoat any special authorization. F-1 students may work more than 20 howrs on-
campus anly daring university breaks, or the summer semesier if the summer semester is not the student’s

very firme or very darr term. All employment authorization ends once the student completes histher degres
program.

Can F-1 students wark OFF-CAMPUS withaut special anthorization?

Mo, F-1 stodents mumst have special authorzation. 1fan F-1 student does not have a nodation on page 3 of

histher 1-20 or an employment awthorization card from USCLS, hefshe is NOT awthorized o work off-
campus. Unauithorized off-ampus smployment is a very serious viclation of F-1 staius.

What are the twa most commen types af aff-campus work autharizations for F-1 students?

The two most commen types of autharization are Carricular Practical Training (CFT) and Optional
Practical Trainimg {CFT).
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What is Carricular Practical Training (CPT)?

CPT is ONLY used for intermships, practicams, or fedd stodies that are an integral part of the established
FSU curriculum. CPT almost always rsquires enrollment in internship course hours or enrollment with
the F5UI Caresr Center's CED program. CI'T may also be used for employment that is necessary o pather
data for the completion of thesis or disseration. Mlegse mover shas she rudens § aoademic adiisor mer comple
pare af vhe CFT formy, scplaimimg e poak and objarives of ihe inrerrsing and bow it is an insepral parr of ihe
srmdems § academic program. If rhe empleymenr i for complerion of & thesis or divaragen, the academic adviser
mrwer oo include @ ferer.

What is Optional Practical Training (OFT)?
OPFT is 12 months of employment authorization during or after the course of sudy. OFT employment
MUST be in the field of study and can begin only after an Employment Authorization Document (EAD

card) has been received from the ULS. Citizenship and Immigration Services (LISCIS). Applications usually
take 2-3 months to be processed. Most F-1's use OPT after graduation. Please note thae the student’s

academic advisor must confirm the student’s expecied semester of program completion in one section of
the OFT form.

How should departments advise F-1 students who are having funding problems?
[fan F-1 student is worried that hefshe will be unable to repister full-time due to lack of funds, plasse refer
them o an 1C advisor for possible funding opportunities. Some peneral information is available on the [C

wehsice ai- hitp:/fic f.edu/currenssudents/ financalasisance ofm,

Can all F-1 students apply for a social security number?

Mo, F-1 stadents who are not working or receiving income for services in the US are not dipible for a
Social Security number.

If an F-1 student will be working on-campus, how should department staff assist the stadent in
applying far a social security card?

If working on-campus, the F-1 student will need a letter from his'her employing department, printed on
departmental letterbead with the details of the employment. This letter must also ke sipned by an 1C
Advisor at the International Center and then mken to the Social Secwrity Office along with the student’s
original immigration documents. The required letter & additional information can be found on the [C

wehsite in the Employment section ae (herpolfic fa sdwioarrenteadents! employment.cfm).

How does an F-1 student who is autharized to work off campas apply for a secial security number?

[fan F-1 student has of-campus authorization for employment, a letter from the employer is not
necessary. |he F-1 siudent would only need to provide sither his/her new [-20 with employment
autharization noted on pape 3 andior histher EAD card.
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Completion of Studies & Graduation FAQs

When exactly does a student's F-1 status end following program completion?

A stadent's F-1 statas is valid for the duration of his'her current depree program. The stadent's F-1 statas
B work autharization ends on the Propram Completion Date (the diploma date of the term the F-1
stadent completes his'her depres). The diploma date for sach semester can be found on the FSL

Repistrar's website: rerissrar. oy edu,

Can an F-1 stadent delay the end af histher F-1 status by simply failing to apply for graduatian?

Moo IF an F-1 student completes all desree requiremenis and no longer requires enrcllment the nexi
semnester, his'her F-1 satus ends on the program completion date of the las: semester of enmollmeni.

What is an F-1 student's £0-day grace peripd?

F-1 stodeniz have a 60 day prace period to remain in the LS. following the propram completion date.
This dioes MOT include work awthorizasion (on or off campus).

What options exist for F-1 students following their program completion date?
Students may use their 60-day grace period to chooss any of the options listed below:

Apply for ar begin Optional Practical Training (OFT) employment
Be readmitted to FEU for a new degree program

Transfer ta another U.5. schoal

Apply for 2 Change of Immigration Statws

Exit the United States

W WH R

Mease note that the dhoices require the studenis to inform the [C of their plans by completing the

necsssary processss and forms.
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It is important that each College and Department follow the guidelines listed in this document. To help
you check for waiver compliance we recommend that you run each of the following queries each month
to check for the eligibility of each student receiving a waiver.

The following criteria should be checked for each to be sure they are eligible for the tuition waiver:

- Degree seeking student
- Enrolled in at least 9hrs
- Eligible appointment
0 Appointed using one of the 5 qualifying job codes
0 Appointed from the first day to the last day of the term
0 Combined FTE (of eligible job codes) of a minimum of .25FTE

Here are the resources and steps to take when checking for eligibility:

- When checking for degree secking status:
O Use gst.fsu.edu and search by either the student emplid or the students last name, first

name
0 Once the student is pulled up, click on the “student data” tab at the top of the page

Student Track | Student Progression | Student Facts | Student Committee | Student Data | Student Notes | Test Scores | Student Transcript | Waiver Appointments | TA Certification

[____EmplID: 8 | FSUSK: [

Dolly (S DITNR% MULTIPLE .Ofﬁl:ial Student Email:

NRAL Preferred Email:

I Kot -

[ Gender:|ig [ Visa:

08/04, Doctoral Candidate: |4 01/ 2015

s o] |

Academic Career/Program Information

Career|Nbd Academic Plan Program| ___ Status | LastAction | Admit | Checkout ___[Completion|
GRA [NEURSCIBPD] Neuroscience/Biology - DOCT [AC] Active in [DATA] Data i [EG] Eligible for
I‘ PHD Program Change Graduation

- Enrollment of the minimum requirement
O This can also be checked using gst.fsu.edu and clicking the “student data” or “student
transcript” tab

Student Track | Student Progression | Student Facts | Student Committee | Student Data | Student Notes | Test Scores | Student Transcript | Waiver Appointments | TA Certification

Graduate Coursework

|_Term | Course JHours|Gradel __Course Title |

Fall 2015 3 S

A <

oW W

O Another resource is a public query in Student Central called: FSU_SF_ALL_WAIVERS
= This query will provide a list of waivers for the entire college your department
belongs to and the list will be sorted by college and department
= |t will have the student information, waiver amounts the student is receiving, and
hours enrolled in the last column
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FSU_SF_ALL_WAIVERS - By term, emplid, college, dept

Term
View Results
1D Last First Name College DeptlD Amount Amount Take Prgrs
O “Term History” in the Records and Enroliment section of Student Central can be used
Favorites « Main Menu « > Records and Enrollment + > Student Term Information » > Term History
Term History

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

ID: begins with + |
Campus ID: begins with
National ID:  begins with
Last Name: begins with

First Name: begins with

Cinclude History [ correct History [l case Sensitive

@ L
Search Clear Basic Search |2 Save Search Criteria

- Appointment Eligibility (Jobcode, FTE, appointment length)
O AHRquery called FSU_COMBINED_FUNDING_HISTORY is the best resource for this
= This query will provide information regarding all of the check points for this eligibility
criteria

FSU_COMEBINED_FUNDING_HISTORY - Funding combined with job

ID: 1\7

View Results

‘ |ID | Empl Record |Name | Eff Date | End Date | Pay Periods | Combo Code |Distrb % | Period Earnings |Dept D ‘an Code | Pnsitinn| Stnd Hrs/Wk |FTE |Annual Rt|

The resources and steps that are listed above should be used to check and reconcile eligibility against
both the waiver download spreadsheet from your departmental/college waiver entry screen as well as the
Waiver Dashboard located in OBI.
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