
bio	and	thank
you	letter
NEEDED

Non-student
related

supporting	paperwork	needed
-	All	bios	and	thank	you	letters	must
include	a	reference	to	the	scholarship

name	being	awarded
ex:	emails,	receipts,	or

supporting	correspondence

Get Dept.
supervisor's

signature

submit for CCNY
Scholarships

Office  

save signed
copy, then
submit to
Finance

CCNY	Fall	2020	Disbursement	Submission	SOP
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scholarship	or

stipend

create
disbursement!
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**Disbursements must be
submitted Monday adhering to

DR Policy rules

File submitted in
Division/Department's

Dropbox

*Normal	turnround	time	for	DRs	is	4
-	6	weeks	for	non	student

scholarships	and	an	additional	2
weeks	for	scholarships	as	they	must

go	through	CUNY	as	well.	signed by Dee
Dee Mozeleski
and returned to

departments
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DR then vetted for: paperwork,
signatures, bio or thank you

letter

Signed and approved
DRs sent to Financial

AccountingDR undergoes
payment processing

DR has been
processed!


