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Wisconsin Distinguished Graduate Fellowship Responsibilities

Department/College Responsibilities
1.
Confirm with CALS Research Division (Carol Hillmer at 5-5495) intent to offer WDGF.  Book value of WDGFs must equal $250,000 to be able to offer a fellowship.  (Departments must allow at least 12 months from the date a WDGF is fully funded at the UW-Foundation before the fellowship may be offered.  It takes at least 12 months and maybe longer to generate the income necessary to cover the department's share [50%] of the fellowship.)  Income earned must equal 1/2 the total cost of the fellowship by September to offer a fellowship beginning with the Fall (September) semester.

2.
Select student and send out letter of appointment.  (Send copies of letter to Carol Hillmer in CALS [136 Ag Hall] and James Knickmeyer in the Graduate School [328 Bascom Hall].)

3.
For new awards:


Complete UW Foundation Check Request to request transfer of funds from the UW Foundation to the University.  Submit form to CALS Business Services.  (Funds requested should equal at least 1/2 the estimated total fellowship cost for the upcoming year of funding.


Complete UW-Madison Extramural Transmittal Form to establish new fund/account and send to CALS Business Services along with the UW Foundation Check Request.  Project title on transmittal form should be:  WDGF--account# & name of UW-Foundation account.  Designate activity codes 4 and 9.   Attach a copy of the letter of offer/appointment.

When check is received from UW Foundation, CALS Business Services will route all paperwork to CALS Research Division so new 133 fund/account can be established. 

[Thomsen Fellowships – CALS Research Division will handle the request of funds from the UW Foundation for all Thomsen Fellowships.  Departments of Thomsen recipients will be notified each year of the fund/account number to which costs should be applied.]  

4.
For existing awards:


Complete UW Foundation Check Request to request transfer of funds from the UW Foundation to the University.  Submit form to CALS Business Services.  Funds requested should equal any balance necessary to cover costs of the prior year award plus at least 1/2 the estimated total fellowship cost for the upcoming year of funding.)


Complete UW-Madison Extramural Transmittal Form to add funding to fund/account and send to CALS Business Services.  Attach a copy of the letter of offer/appointment.


When check is received from UW Foundation, CALS Business Services will route all paperwork to CALS Research Division so funding can be added to the current 133 account.

5.
Contact Jim Knickmeyer in the Graduate School to obtain 135 fund/account number to be used for the Graduate School related portions of the WDGF.

6.
Non-residents of Wisconsin who are appointed as Wisconsin Distinguished Graduate Fellows are eligible for a remission of the out-of-state portion of tuition and fees.  Each semester, the appointing department must initiate a request to the Graduate School for this remission.  The Graduate School will approve the request and send it to the Bursar's Office so the remission will be applied during the tuition billing process.  Please send this request to Graduate School Accounting by e-mail (WDGF@bascom.wisc.edu) or campus mail (217 Bascom Hall) and include the following necessary information:

Department Name:
Department Contact Name:
Department Contact Phone:
Department Contact E-mail:
Authorized Term(s):
Student Name:
Campus ID Number (or SSN):
Type of Appointment: Wisconsin Distinguished Graduate Fellowship
Appointing Department UDDS: 

7.
In-State tuition and fees should be charged directly to the Wisconsin Distinguished Graduate Fellowships accounts. One-half of each semester's in-state tuition and segregated fees should be deferred to the Department's 133 account and the other half to the Graduate School's 135 account. Each semester, the appointing department must send a memo or e-mail the Bursar's Office to arrange this deferral. This request does not go through the Graduate School. Please refer to the Bursar's 3rd Party Deferral Policy (http://www.bussvc.wisc.edu/bursar/thirdpsp.html) for the information to send when making this request. Once the deferral is set up, the Bursar's Office will send the Fellow's invoice for tuition and segregated fees to the department contact for payment.  Put both the department's 133 and the Graduate's School 135 account coding on the invoice and send it to Accounting Services for payment.


(Occasionally, non-resident tuition amounts will appear on the invoice because paperwork required in #6 above is not in place.  If that is the case, the Graduate School needs to be contacted to put the remission approval in place prior to authorizing funding on the invoice.  Once the correction has been confirmed with the Graduate School, contact the Bursar’s Office to confirm that they have the correction.  They can then advise you of the correct tuition amount to show on the invoice and you can proceed with the authorization process.).

8.
Establish fellow appointment via the PayData system -- use code Y21NN for appointment title -- for payroll purposes, split code appointment 50% 133-xxx (department) and 50% 135-xxx (Graduate School) using class codes 5712/activity code 9 for annual fellows and class code 5732/activity code 9 for academic fellows.  Submit to CALS Business Services a copy of the PayData paperwork with appointment letter attached.

9.
Flexible funds totaling $1,500 may be used to cover the fellow's research expenses; this includes research and conference travel.  Expenditures can be via a Payment to Individual Report (PIR) [use class code 5709 for PIRs], departmental requisition, or campus direct charge.  Use activity codes 4.

10.
Check once each semester to be sure fellow is registered as a full-time student.  (Fellows must register for and maintain a minimum of 8 graduate credits each semester [courses 300 or above], and a minimum of 2 credits during the 8-week summer session.  Dissertators are required to register for 3 dissertator credits each semester including the 8-week summer session.)  It is the responsibility of the department to verify that your fellows are fully registered.
11.
It is the responsibility of each department to monitor the amount available at the UW-Foundation in their WDGF accounts. This is necessary to determine how often a department may offer a fellowship. Your departmental 133 account will be responsible for at least 50% of the cost of the fellowship.  It is also the responsibility of each department to monitor the designated 133 fund/account to assure proper application of costs per guidelines defined above.
Graduate School Responsibilities

1.
Coordinate the WDGF Program on campus.

2.
Set WDGF stipend level.

3.
Serve as a liaison between the campus and UW Foundation.

4.
Train Dean's office contacts to help administrate the WDGF Program.

5.
Sign fee remission authorization letter prepared by departments to authorize out-of-state tuition remission for WDG Fellows.

6.
Provide fund/account to department (135) for the Graduate School matching funds.

7.
Sign PIRs, requisitions, etc. to access the Graduate School portion of the flexible funds.

