
Hairston-Gallant Family Reunion 
Standard Operating Procedures 

Scholarship Committee 
 

 

Role: Family Reunion Scholarship Committee 
Purpose: To manage the fair, transparent, and consistent execution of the 
family reunion scholarship program, supporting eligible family members in 
their educational journey. 

 

1. Committee Responsibilities: 

• Chairperson: Leads the committee, organizes meetings, and 
oversees the application/review process. 

• Members: Assist in developing criteria, reviewing applications, 
scoring candidates, and making final decisions. 

• Treasurer & Assistant Treasurer: Coordinates disbursement of 
scholarship funds with the family reunion treasurer and assistant 
treasurer. 

 

2. Scholarship Criteria Development: 

• Define clear eligibility guidelines (e.g., age, academic level, GPA, 
family relationship). 

• Set required documentation (transcripts, essays, proof of enrollment, 
references). 

• Determine award amount(s) and number of recipients per year based 
on budget. 

 

3. Timeline & Application Process: 

• January: Announce scholarship opportunity to the family (via 
website, email, social media). 

• February – Mid July: Accept applications. 



• July: Review and evaluate applications.  Prepare for scholarship 
presentation. 

• Family Reunion Date: Present scholarship at the family reunion. 

 

4. Evaluation & Scoring: 

• Use a standardized scoring (e.g., academic achievement, essay 
quality, need, involvement). 

• Each member scores independently. 
• Hold a review meeting to discuss top candidates and reach a 

consensus. 

 

5. Award Distribution: 

• Coordinate with Treasurer to prepare award checks or direct 
payments. 

• Ensure recipients submit proof of enrollment before funds are 
disbursed. 

• Provide a certificate at the reunion for recognition. 

 

6. Documentation & Reporting: 

• Keep digital copies of applications, scoring sheets, and 
communication. 

• Prepare a year-end report for the family detailing: 
o Recipients selected 
o Total amount disbursed 
o Feedback or recommendations for future years 

 

7.  Best Practices: 

• Maintain confidentiality throughout the review process. 
• Stay transparent and fair. 



• Avoid conflicts of interest (e.g., abstain from voting on direct 
relatives). 

• Always document decisions and actions for accountability. 


