
Graduate Student Employment 
and Department Scholarships

Policies and Guidelines

As of AY 2021_22



Dates and Deadlines
➢ As noted in the Graduate School calendar, Fall 2021 and 2021_22 academic year GA 

eContracts and Student Worker contracts are due to the Graduate School on July 17th. 
Departments submitting contracts at, if not before, the deadline will help reduce heavy 
spikes in workload and avoid complications as we start a new academic year.

➢ Payroll Start and End dates for the New Academic Year (2021_22)
➢ Fall 2021 semester exempt (monthly paid) contract payroll begin dates can begin as early as 

September 1, 2021. 
➢ Fall 2021 semester non-exempt (hourly paid) contract payroll begin dates can be as early as August 

14, 2021. 
➢ Spring 2022 semester exempt (monthly paid) contracts can extend through April 30, 2022. 
➢ Spring 2022 semester non-exempt (hourly paid) contracts can extend through May 6, 2022. 
➢ Summer 2022 semester exempt (monthly paid) contracts can range from May 1, 2022 through 

August 31, 2022. 
➢ Summer 2022 semester non-exempt (monthly paid) contracts can range from May 7, 2022 through 

August 12, 2022.

➢ USBS tuition & fee assessment and registration drop for non-payment dates and deadlines:
https://www.memphis.edu/usbs/calendars.php

https://www.memphis.edu/usbs/calendars.php


Important Reminders
➢ For a given student, please do not create an exempt contract within the same time period that the student 

may also be employed through a non-exempt contract. Similarly, please do not create a non-exempt contract 
within the same time period that a given student may also be contracted to work on an exempt contract. A 
student can only work within one classification (exempt or non-exempt) at a given time. This helps us stay 
compliant with the IRS. 

➢ For all GA and Student Worker assignments, please make certain that a student’s academic level (noted in 
the “Current Program” field within each contract’s header) is correct for the given assignment’s eclass. 
Please see the GA eContract bookshelf for more information: 
https://umwa.memphis.edu/econtract/pdf/ipeds_eclass_workstudy_Nov2016.pdf

➢ Please create new GA eContracts and Student Worker eContracts to cover work assignments that are active 
within the coming academic year (defining the coming academic year as Fall 2021, Spring 2022 and Summer 
2022). Please do not revise current academic year contracts to contain work to be conducted in future 
academic years. 

➢ For non-exempt contracts, service begin and job/payroll begin dates must be the same. Similarly, service end 
and job/payroll end dates must be the same. 

➢ When creating GA and Student Worker eContracts for students who teach, please make certain that service 
beginning and end dates leave enough time for teachers to prepare for classes prior to the start of a 
semester and that they have time to compile and turn in grades at the end of a given semester. 

➢ Summer 2022 payroll periods must be placed in separate assignments/appointments.

https://umwa.memphis.edu/econtract/pdf/ipeds_eclass_workstudy_Nov2016.pdf


Important Reminders
Verification of Academic Credentials:
➢ Please send in verification of academic credentials forms for your new graduate student instructors for the 

coming academic year once their GA or Student Worker contracts have been submitted. Please do not wait 
until the last minute to turn in these forms as delays in class starts may result. 

Training: 
➢ HR provides excellent eContract training for any new staff joining your department, or for those needing 

refresher training. Please check HR’s training website for the next scheduled training. 
➢ For more information related to the new Graduate Scholarship, please see the related powerpoint slide in

https://www.memphis.edu/gradschool/resources/fs-ga-funding.php

Memphis Plan Health Coverage for GAs and Student Workers: 
➢ If your GAs or Student Workers have chosen to accept the Church Health Center medical plan (“Memphis 

Plan”), they are paying their cost for that plan through payroll deduction. If these GAs or Student Workers 
have a break in their work assignments their medical plan will terminate. Several students encountered this 
in May, having a one month break between their Spring and Summer contracts. Please keep in mind that 
once terminated from the plan, students will not be able to obtain coverage until after they reapply. 
Coverage will only take effect beginning the second month after their application has been accepted. 
Students having a break in assignments will need to be encouraged to plan early to restart coverage when 
their contracts begin again, and to find alternative coverage when they are not working for your department. 
As a reminder, please do not refer to this medical plan as “insurance” as it does not completely meet ACA 
guidelines to be considered insurance coverage. For more information about this medical plan please see the 
following webpage: http://www.memphis.edu/gradschool/current_students/ga.php.

https://www.memphis.edu/gradschool/resources/fs-ga-funding.php


Calculating the Departmental eContract Award Amount

➢ New for Fall 2021 Going Forward: Tuition and fee assessment is based on a student’s residency classification 
no matter if the student is paying their own tuition or if the department is providing tuition assistance. 

➢ Verify the student’s residency level in the eContract or within Banner to ensure the correct fee schedule is 
utilized.  These fee schedules are available on the University Student Business Services website:
https://www.memphis.edu/usbs/fees/index.php.

➢ New for Fall 2021 Going Forward: Central departments will no longer provide scholarships to bring GA 
tuition charges down to the in-state rate.  The budget to do so has been distributed to Colleges/Schools.  
Student workers do not receive tuition assistance (they are stipend only).  Student workers are also not to 
receive scholarships that bring their tuition down to the in-state rate.

➢ Evaluating the students registered credit hours and residency classification will help ensure the correct 
tuition funding is entered on the student’s eContract.

https://www.memphis.edu/usbs/fees/index.php


General Graduate Assistant/Student Worker Contract Process Model
Related to Stipend Workflow, Only



General Graduate Assistant / Graduate Scholarship Process Model
Related to Tuition Assistance Workflow, Only



Graduate Assistant / Worker Financial Status Report

➢ Starting in 
mid-July 
2021, 
Financial 
Status 
Reports will 
be emailed to 
departments 
to keep track 
of underpaid 
or overpaid 
tuition & fee 
balances. 



Validation of Tuition Funding Amounts

➢Review the Graduate Assistant / Worker Financial Status 
Report.

➢Verify anticipated and actual enrollment hours of each student.

➢Verify related information in Banner.

➢Contact your on-campus resources for help as needed.

➢Notes:
➢ Graduate Student Workers are not provided tuition assistance.
➢ Graduate Student Workers are not to receive scholarships that bring 

their tuition down to the in-state rate.



Financial Status Report Review

➢ If your student’s departmental tuition assistance equals the 
amount of total tuition & fees you will have a zero balance in 
column AC titled “Tuit & Fee / GA Assist Difference”

➢ If your student’s department tuition assistance is not zero and 
should be: 
➢Check that the departmental assistance on the financial 

status report, validating the amount to cover the student’s 
tuition & fees. 

➢ If there is a difference, a revision to the student’s contract 
may be needed.



Financial Status Report Review

➢Other items that could cause a difference:
➢Changes to a student’s enrolled credit hours. 
➢ Student’s Residency Classification. 
➢ Student’s course or courses have additional fees. 
➢ Student owes a different balance due to charges other than 

tuition & fees.

➢ Each of the above items are available on the Graduate Assistant 
/ Worker Financial Status Report, and are also available in 
Banner real-time.



Helpful Banner Forms

➢TSICSRV – Student transaction summary - Fees associated with 
a specific semester.  Term codes are interpreted with the 
understanding Fall = 80, Spring = 10 and Summer = 50.  
Examples:
➢ Fall 2021 is “202180”
➢ Spring 2022 is “202210” 
➢ Summer 2022 is “202250” 

➢ SGASTDN – Provides residency and program of study.
➢ SFAREGF – Provides student course/fee assessment and 

registration for a specific term. 
➢ SSADETL – Section and/or program type fees. 
➢TSAAREV – Student transactional amounts by date.
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Questions?
➢ Scholarship Office

GA eContract tuition assistance or Graduate Scholarships do not match the 
amount a student is credited in Banner (or the amount is not in Banner). 
Email: scholarships@memphis.edu          Phone: (901) 678-3213

➢University & Student Business Services 
Questions regarding tuition & fee charges. 
Email: USBS@memphis.edu                       Phone: (901) 678-2712

➢Graduate Admissions Counselors 
For student residency verification assistance.
Counselor contact information by college: 
https://www.memphis.edu/gradschool/contacts.php 
Phone: (901) 678-3685

➢Graduate School Resources Webpage
https://www.memphis.edu/gradschool/resources/index.php

https://www.memphis.edu/gradschool/resources/index.php


Thank you for attending!


