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CONFERENCE WITH PARENTS, FRESHMAN, AND TRANSFER STUDENTS
(S1 is blank blue screen -) 
(S2) As a member of the University community, let me welcome you to our family at Sam Houston State University.  Our office is eager to assist each of you with any questions or concerns you may have during your association with SHSU.   

In your New Student Orientation materials, you will find the Business Office presentation on pages 54 and 55 of the Orientation booklet. (Show the audience the book.) This information was put together by our staff as an introduction to the Business Office, Cashier’s Office, Student Accounts Office, and the services we render to students.  As well, it is a useful information guide that will aid in understanding the billing process used at SHSU.  
As we begin our presentation, I would like to share with you a slide of the Sam Houston website (S3).  This is where students can access important information by using the Search toolbar or Sam Web/Sam Info link.  SamWeb (S4) contains links to several areas such as the schedule of classes, credit card payments, applying financial aid, and printing fee statements.  
(S5) Fee statements are the official statement of Sam Houston State University, and each semester a fee statement should be printed after registering for classes.  Statements are not mailed.  A fee statement will let students and their families know when and how much to pay. The fee statement will include an itemization of charges, amounts due, the due dates, and class schedule.  There should be someone available in the Computer Labs that can assist you with locating the area of the website where fee statements can be accessed.  
At the point of registering for classes, students are given an opportunity to select the form of payment they desire.  What are these payment options? (S6)   Students  have two payment options for tuition, housing and dining charges- Payment in full or payment in installments  Selection of full payment (*) indicates all of the fees for the semester will be paid by the due date of August 3rd.  Selection of the three-installment option (*), means that charges for tuition, housing, and dining will be divided into three payments.  If the installment option is chosen a promissory note will be made available on the registration screen. The student must agree to the promissory note by selecting the acknowledgement button.  After accepting the promissory note, the account will automatically be placed in the installment plan.  If a student wishes to change their payment plan after they register, they may go back to the registration screen any time before making a payment and change to the desired payment plan.  
How are their payments divided under the three-installment option? (S7)  In the installment plan, the first payment is half of the tuition, housing, and dining, which will be due by the payment deadline of August 3rd, along with all charges that are not eligible for the installment option plan. For example, the parking sticker must be paid for in full.  (*)  The second and third payments each consist of one-fourth of the tuition, housing, and dining charges, along with half of the installment fee that is charged when tuition is paid under this plan.  The total installment fee is $30.  This means that $15 dollars of the installment fee is paid with the second payment and $15 paid with the third payment.  There is no additional charge to pay housing and dining on the three payment plan.  

A CAUTION HERE – IT IS REQUIRED THAT HOUSING, DINING, AND TUITION ALL BE PAID ON THE SAME PAYMENT PLAN.  IF A STUDENT SELECTS TO PAY THEIR TUITION ON INSTALLMENTS, THEY ARE ALSO PAYING THEIR HOUSING AND DINING ON INSTALLMENTS.  IF THEY SELECT TO PAY THEIR TUITION IN FULL (ONE PAYMENT OPTION), HOUSING AND DINING MUST ALSO BE PAID IN FULL.
What happens if a student doesn’t pay on time?  (S8) Whether the student chooses payment in full or the installment payment option, the initial payment is due by August 3rd.  (S9) If payment is not received by the deadline of August 3rd, the student’s schedule of classes will be dropped and they will need to re-register when the registration process opens again.  Partial payments on the initial payment will not be accepted.  The student must either pay in full or set their account on installments and make the minimum payment of one-half of tuition and fees, housing, and dining. If a student does not meet the payment deadline of August 3rd and has to re-register during regular registration, the new payment deadline is August 17th.
When are the second and third payments due?  (S10) The second and third payments will be due (*) September 21st and October 26th, respectively.  Payments received after these dates are subject to (S11) the late payment penalties ($15 for tuition, $10 for housing, $10 for dining for each late installment).  Classes are not dropped if the second or third installment payment is late.  Only late fees are assessed.  Reminder emails will be sent to your student’s SHSU email account prior to installment dues dates.  Still, it is the student’s responsibility to remember the installment due dates and ensure their payment is received by 4:00pm on the due date.  
Where and when do students pay?  (S12) Each semester, instructions on where and when to pay the initial registration payment are given in the Schedule of Classes.  
Which forms of payment are accepted by the University?  (S13) We accept cash, check, money order, Visa, MasterCard, traveler’s checks, and cashier checks. Payments may be made (S14) with Visa or MasterCard over the phone or on the Internet.  Students may (S15) mail their payment to the Cashiers Office, Box 2273, Huntsville, TX  77341, or  (S16) bring their payment to the Cashiers Office during working hours. There is also a drop box located outside the office for after-hour payments.  However payment is made, (S17) the Cashiers Office must receive payment no later than 4:00 p.m. on August 3rd.  

There are special procedures for students receiving financial aid? (S18) If a student is receiving scholarships (inside and outside the University), grants, loans, or trust funds, he/she is considered on Financial Aid.  Financial aid students must have their awards applied to their tuition and fees each semester.  Normally, students receiving aid are given a deferred due date.  Please access your fee statement to see if the due date has been deferred until August 17th.  If the due date does not reflect the August 17th date, payment will need to be made by the due date of August 3rd.  For the fall 2007 semester, awards can be applied to student accounts on (*) August 14, 15, 16, and 17.  Aid must be applied some time during these 4 days.  Awards are not available to be applied before these dates.  Students may go to the SHSU web page and apply their Financial Aid online through SamWeb beginning the 14th.  Financial aid will also begin to auto apply aid the evening of the 14th.  Either way, whether you apply your aid or financial aid auto applies your aid, please make sure that your aid has been applied by 4 pm on August 17th.  If you have selected for your aid to be automatically applied you should receive a confirmation email from Financial Aid after the auto apply program has run. Pull up your fee statement to confirm the initial payment has been made in full in order to not loose your class schedule.  If there are any questions about whether or not aid has been applied, the students may call our office, or they can report to the Johnson Coliseum during their assigned time on the 16th or 17th.    Under the Registration section of the online Schedule of Classes, there is a list with the alphabetical entrance to the Coliseum for those two days of Financial Aid disbursement.  Please refer to the Registration and Payment section of the online Schedule of Classes for instructions on this process.    
PLEASE NOTE – (*) It is the student’s responsibility to ensure their paperwork is complete and that their aid is applied to their account before 4 p.m. on August 17th.  It would be advisable to pull up your fee statement to confirm that your aid has been applied to your account. Any remaining balance after your aid has been applied should be paid by the due date indicated on the fee statement. 

Often, students are aware of the dollar amount they are receiving in aid, and want to pay the difference of what they owe before they apply their aid.  This is considered a partial payment and partial payments are not accepted on the initial payment.  The aid must be applied, and then the difference, if there is one, can be paid before the deadline of August 17th.  Financial Aid will be able to provide more detailed information regarding financial aid procedures.
What if a student receives a scholarship check from outside the University?  (S19)  If they receive a scholarship from an organization or private party other than SHSU, the student will need to contact the donor to have the award sent to the Business Office.  The mailing address is:  Business Office, SHSU, Box 2027, Huntsville, Texas 77341.  (This address is also in the booklet shown earlier.)  For students who brought their scholarship check with them to Orientation, they may deliver them to our scholarship clerk, Miss Pam Byrd.  Her office is located in the Administration Building room 109A.
What if a student has Texas Tomorrow Fund/Texas Guaranteed Tuition Plan?  (S20) Once the student has registered for classes and the charges are showing on their account, they will need to contact Miss Byrd to have the Texas Tomorrow Fund applied.  As long as the students name is on her roster they will not need to have their Texas Tomorrow Fund ID card with them.  Each semester when the student enrolls or changes their class schedule, they must contact Miss Byrd to have the correct amount applied to their SHSU account before the payment deadline found on their fee statement.
Is check cashing available on campus?  (S21) Our Cashiers Office is located in the Estill Building, Room 103.  The hours of operation for the Cashiers Office are Monday through Friday, 8:00 a.m. to 4:00 p.m.  (S22) This office offers a check cashing service to currently enrolled students.  Students are able to cash checks which have drawn off of their personal checking account or which have been written to them from their parent, grandparent, or legal guardian.  Each student may cash personal checks with a limit of $50 per day with no more than $100 cashed per week.  Anyone with a past due balance may cash checks once their account is clear.
There are five ATM machines available for students to withdraw funds.  (S23) The Bearkat OneCard ATM machines are located in the Newton Gresham Library, the SouthPaw Dining Facility, and the Lowman Student Center.  These machines will allow students to withdraw funds from their Bearkat OneCard without being charged a fee.  The other two ATM machines are from First National Bank of Huntsville.  (S24) One is located on the first floor of the AB1 building (in front of Computer Lab) and the second is in the Lee Drain Building. 
(S25) I would like to take a moment and stress the importance of activating the BearKat OneCard once it is received.  During the activation process, students are given a choice on how they would like to receive refunds from the University.  All refunds as well as payroll for students who are employed on campus are processed through HigherOne.  If the card is not activated, HigherOne will not know how to refund your student’s money.  A BearKat OneCard representative will be able to provide more detailed information on the services offered through HigherOne.
(S26) Are there any questions that I may answer at this time?  
Cashier’s office personnel are available in their office from 8 a.m. until 4 p.m. to assist you with any questions that you may have.

(S27) Thank you for your attention.  Again, welcome to Sam Houston State University.  If our office can assist you at anytime, please do not hesitate to call or come by.
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