MSU OFFICE OF SPONSORED PROGRAMS (OSP) – Traineeships & Fellowships 
A stipend is a fellowship or award to be paid to a student for a specific period of time.  This form applies to Sponsored Funding only and payments are processed through University Business Services.  This type of funding may have tax implications when filing yearly individual returns.  All students are encouraged to contact the MSU Human Resources or Business Office for any questions.    
Procedures
1. The OSP Traineeship & Fellowship template can be found on the MSU DocuSign website (SUB PI account required).  
2. For each student receiving a stipend, the Principal Investigator (PI) must complete a Traineeship & Fellowship form.   The student, PI and OSP FM must each sign the form then route the form for processing. 

3. Signed forms will be copied via DocuSign to the following recipients: 
a. Financial Aid

b. Originating Department 

c. fellowships@montana.edu to generate the Banner Payment Authorization (BPA)
Payment of stipends  
Fiscal Shared Services (FSS) is responsible for preparing a Banner Payment Authorization (BPA) for payment of Traineeship & Fellowship stipends. University Business Services will then issue a payment (paper check or ACH) to the student as indicated on the Traineeship & Fellowship form.
FSS will coordinate with other divisions. If divisions other than FSS generate the BPA’s they should submit to University Business Services by the 10th of each month.  This will ensure priority processing and timely processing of student payments.  
Any revisions are processed using the same form, marking the top left corner ‘change only’ and only completing the ‘revised’ information.  

Contact OSP @ X2381 for any questions or assistance!
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