Sample email template to send U.S. Citizen or Resident Alien students when offering a prize or award.
Dear [Student Name], 
Congratulations! You have been awarded [or won] the [name of Prize or Award] in the amount of $[amount], in recognition of your [name of achievement/contest/competition].
Please be advised that this Prize [or Award] may affect your eligibility for other financial aid. If you have already received financial aid for this academic year, contact the Office of Student Financial Aid immediately at [phone number] or [email address] to ask what impact this Prize [or Award] will have on your other financial aid, and when that adjustment will be reflected on your student account.
This Prize [or Award] will be disbursed to your student account. If your account balance is less than the amount of this Prize [or Award] and you are enrolled in direct deposit, a credit balance refund will be deposited into your designated bank account. This refund may be processed before your other financial aid has been adjusted, in which case you may have to repay part or all of the refunded amount.
If you still owe an outstanding balance to the university, this Prize [or Award] will reduce your outstanding balance. If you would like your Prize [or Award] direct deposited to your bank account instead of applied to your outstanding student account balance, please monitor your online student account activity then after the Prize [or Award] has been applied to your student account, email aroperations@uillinois.edu to request a refund of the Prize [or Award] amount. Include the following information in your email:
1. Your name and UIN
1. Request for your Prize [or Award] refund
1. Exact dollar amount of refund requested (not to exceed the amount of this Prize [or Award])
1. Confirmation of your understanding that:
3. You still owe an outstanding balance to the university, 
3. Your requested Prize [or Award] refund will increase your outstanding balance, 
3. Your outstanding balance will further increase if your other financial aid is reduced by this Prize [or Award], 
3. You are responsible for paying your outstanding balance which now includes your requested Prize [or Award] refund, and 
3. You will not be allowed to register for classes or receive transcripts until your outstanding balance is paid in full.
[bookmark: _GoBack]If you are not sure whether you still owe an outstanding balance or how to monitor your online student account activity, please Click here to login to your student account, follow the login instructions for your campus, then select "Student Account", and then "View Account". If you have not yet enrolled in direct deposit, select "Direct Deposit" from the same location to enroll. Failure to enroll in direct deposit will indefinitely delay your credit balance or requested refund.
This Prize [or Award] will be reported to you and the IRS on Form 1099-MISC, Miscellaneous Income, by University Payables (UPAY). A Social Security Number (SSN) is required for IRS Form 1099-MISC reporting. Therefore, if we do not have your SSN on file, payment of this Prize [or Award] will be suspended. Please present documentation of your SSN to the Office of the Registrar.
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