AWARD LETTER TEMPLATE

[Name of UH Hilo College/Department/Program]|

UNIVERSITY
of HAWAI'T®

HILO

Name of Recipient
Street Address
City, State ZIP

Dear Mr./Mrs./Miss/Ms. Recipient,

You have been selected as a recipient for financial support to attend/participate in the [Name of
Course(s)/Event(s)] to be held on/from [Dates of Course(s)/Event(s)] based on your [Brief
description for how recipient was selected (i.e. application, attendance, enrollment, etc.)].

This [stipend/fellowship] provides/supports for/to attend [Description of Course(s)/Event(s),
include any pertinent information that will be the responsibility of the recipient such as
presenting, enrolling in a degree program/specific course(s), skills to learn, etc.].

[Stipend/Fellowship] in the amount of $[X,xxx.xx] is provided by the [Official Project Title],
funded by the [Sponsor full name] (Sponsor Award Number; Not UH Account Number).

Recipient understands that acceptance of this [stipend/fellowship] is considered income, not from
personal services and it is the responsibility of the recipient for calculating and paying any and
all applicable taxes and/or income reporting.

If [Mr./Miss/Ms. Recipient] understands and accepts the conditions set forth below, please sign at
the bottom of this letter:
1. This payment is not compensation for work or service performed
2. This non-service support payment may be subject to tax withholding which is my
responsibility, if applicable.
3. The non-service payment may be reportable on my individual tax return as taxable
income and any taxes applicable are my responsibility.

Additionally, please complete the enclosed WH-1 Statement of Citizenship and Federal Tax
Status form. Please return a copy of this signed letter and completed WH-1 no later than [Return
Date] via mail to the address at the bottom of this letter or electronically via UH File Drop
(https://www.hawaii.edu/filedrop/) to [email address].

For questions, please contact [Name of Contact] at [Email/Phone Number].

University of Hawai‘i at Hilo
[Name of UH Hilo College/Department/Program]
200 West Kawili Street

Hilo, HI 96720-4091



Sincerely,

Signature:
[Name of Principal Investigator for funding] [Name of Recipient]
[Title]

Encl: WH-1 Statement of Citizenship and Federal Tax Status

University of Hawai‘i at Hilo

[Name of UH Hilo College/Department/Program]
200 West Kawili Street

Hilo, HI 96720-4091
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