TO:
All Division Deans, Faculty, and Coordinators

FR:
Cindy Castillo, Director of Financial Aid & Scholarships 

RE:
Money to Help Students

Please remind your faculty of this retention tool to help students stay in their classes. We can make a one-time emergency disbursement from our Contingency Fund. We helped 30 students last year. We still have a positive balance so are offering the program again this year. 

The funds are to be used for retention of students in classes. We’re hoping this will allow a student to stay in class when a one time financial need arises that might otherwise cause the student to drop the class. 

Faculty will be able to recommend a payment of up to $100 using the Check Request on the back of this memo. After it is signed by the Division Dean, please forward it to me in the Financial Aid Office. The Financial Aid Office will process the recommendation. A check will be mailed directly to the student at the next weekly disbursement. Please make additional copies of the Check Request as needed.

We would also like to remind the divisions that we do have many ways of helping students with financial assistance including:

· Book Loans at the beginning of each quarter

· Federal grants and loans available all year long

· Fee Waivers for the enrollment fees 

· Scholarships

Any student who suggests a financial difficulty should be encouraged to seek more information about financial aid in our office or on our website under Student Services on the De Anza College Home Page www.deanza.edu. 

Email questions may be directed to FinancialAid@DeAnza.edu.

CONTINGENCY FUND CHECK REQUEST

Name of Student Payee: ______________________________ 

SS# of Student: ________-________-________

Address of Student: 
____________________________





____________________________

Amount to be Paid: $______________ (not to exceed $100)

Briefly state the nature of the emergency being addressed with this request:

Signature of recommending faculty/staff: ____________________

Approval of Division Dean: ____________________________

PLEASE FORWARD THIS REQUEST TO CINDY CASTILLO IN THE FINANCIAL AID OFFICE. 

A check in this amount will be mailed to the student with the next weekly check run as long as contingency funds are available.

