
Graduate Student Nomination and Action Form (GSNAF) Processing 
 
 
 
 
                         

Nominator & Chair approve & submit the GSNAF, filling-in the student & award info, 
including the timekeeping location duration and number of hours, stipend & tuition 
awards. It is then sent to dean for approval and signature. Afterwards, GSNAF is sent to 
the Graduate Studies Office (GSO) to begin their review process.  

 
 
 
 
 
 

 
 
 
   
 

   

 

GSO checks I-20 and passport validity & emails Admission 
Office, notifying of receiving GSNAF & amount of award. 
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Data entered into the SIS by Lynnette 

Lynnette notifies the Production Ctrl to print 
the award letters, which arrives at GSO the 
following day. GSO signs GSNAF and 
Award Letter is mailed to the student. Pink 
copy of GSNAF goes to the dept. as GSO’s 
process completion notification. Student 
signs the award letter and sends back to GSO 

 

Verify student full 
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Approved copy of the form is sent to the 
Student Employment Office for assignment 
(HRS) creation, which places student onto 
the payroll 
Is student meeting visa status/fin-aid
status/GPA/Tofel/GRE/GMAT/#of 
credits/full time cert./# of awards 

requirements
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