
Student Prize/Award & Undergraduate Stipend Request
Your Financial Unit Manager must submit the form with their approval to osfa@vanderbilt.edu. If a payment to an individual is over $10,000, your 
Business Unit Entity Approver must also submit approval via email.  

This form is fillable and must be completed and submitted in PDF format. Do not print the form to handwrite your request. 

# of Payments per Recipient First Payment Month

Check here if your payment request includes funding for travel

If travel funding is included, check here if you have obtained appropriate approval to use these funds for travel 

Payment Type*

Award Name/Description 

*Payment Type "Travel/Research funding" refers to awards to students to provide funds to cover expenses the student will incur

**If the payment  is a prize earned from a contest, enter the term and calendar year the contest was completed. If the payment is for student travel/research funding, enter the 

term and calendar year in which the student is expected to incur the expenses related to the travel or research.

Travel Awards

Summer Awards

Summer funds are not released to students until June 7th. If summer funds on this request need to be released before June 7th, check this 
box and the payment will be released as soon as possible 

Total Award Amount per Recipient

Term ** Calendar Year **

mailto:osfa@vanderbilt.edu


Funding Source #1 Total Award Amount Allocated to Funding Source #1 

Chart of Accounts (COA) POET 
Entity 
3 digits 

Net Asset 
Class 
2 digits 

Financial 
Unit 

5 digits 

Account 
choose from dropdown 

Program 
3 digits

Activity 
3 digits

Project 
up to  10 digits 

Organization 
5 digits

Expenditure Type 
chose from dropdown 

Task 
up to 10 

characters 

Funding Source #2 Total Award Amount Allocated to Funding Source #2 

Chart of Accounts (COA) POET 
Entity 
3 digits 

Net Asset 
Class 
2 digits 

Financial 
Unit 

5 digits 

Account 
choose from dropdown 

Program 
3 digits

Activity 
3 digits

Project 
up to  10 digits 

Organization 
5 digits

Expenditure Type 
chose from dropdown 

Task 
up to 10 

characters 

Funding Source: Each funding source line must include a COA. If the funding source has a POET, enter that also, if not leave the POET blank. If you are unsure of the Funding 
Source information requested below, please confer with your Financial Unit Manager or Business Unit Manager.  

Student Prize/Award & Undergraduate Stipend Request
Your Financial Unit Manager must submit the form with their approval to osfa@vanderbilt.edu. If a payment to an individual is over $10,000, your Business 
Unit Entity Approver must also submit approval via email.  



Student Prize/Award & Undergraduate Stipend Request 
Your Financial Unit Manager must submit the form with their approval to osfa@vanderbilt.edu. If a payment to an individual is over $10,000, your Business 
Unit Entity Approver must also submit approval via email.   

Prize, Award, Undergraduate Stipend Recipient Information: 

Student Name EMPLID/ 
VUNetID 

Student Type 
(Undergraduate, 

Graduate, or 
Professional) 

Is the Student a 
US Citizen  or 

Permanent 
Resident ***

If no, will 
department 

increase award 
to cover taxes? 

Award Amount 

Item 
Type 

(OSFA Use 
Only) 

Disb/ 
Split 
Code 

(OSFA Use 
Only) Yes No Yes No 

***If a student is not a US citizen or Permanent Resident, our office will work with the International Tax Office (ITO) to determine the amount of tax (if any) that the student will be 
assessed because of the prize/award. If the department elects to gross up the award to cover the tax, our office will increase the award amount by the tax calculated by the ITO office. 
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