Instructions to Complete the Certification of Finances Form
I. If you are attending an on-campus program:
1. Click on the “On Campus Program” Sheet:

2. Fill in your last name, first name, and middle name on the top of the chart

3. Choose your program
a. Click on the arrow next to the blank cell under “PROGRAM NAME”

b. Select your program in the drop-down

4. Choose whether your spouse is accompanying you
a. Click on the arrow next to the blank cell under “SPOUSE”

b. Select “Yes” or “No” accordingly

5. Enter the number of your children accompanying you. Enter “0” if no children accompanying

6. Choose whether you are a Billy Graham Scholarship recipient or Canadian
a. Click on the arrow next to the black cell under “Are you a BG Scholar or Canadian?”

b. Select “Yes” or “No” accordingly

7. See your budget
After you enter all the information above, your total projected cost should be automatically
calculated and shown in the chart below.
(This is an example of a Biblical Exegesis student with a spouse and no children accompanying
him/her, and is not a BG scholarship recipient nor Canadian)

8. Click on “Document Support” sheet

Fill out the information that is applicable to you:
a. Deposit & Scholarship/Grant
The deposit amount should be $8,000 for a residential student, or $100 for a Billy Graham
Scholarship recipient or a Canadian. If you receive a scholarship, please list the name, the source
of the scholarship, and the amount per year here. If the scholarship is from a source outside of
Wheaton College, please provide documentation, such as an award letter.

b. Student’s or Spouse’s Savings
For every bank account, list the name of the account holder as it is seen on the bank statement.
The account holder should be either the student or the spouse. If the account holder is someone
other than the student or the spouse, the resource should be listed as a personal sponsor. List the
name of the bank as seen on the bank statement. List the amount of savings in the bank account
in US dollars. If the bank statement is in a different currency, calculate the amount of savings in
US dollars and list the conversion rate used.

c. Personal Sponsor (relative, friend, etc.)
Every personal sponsor listed must be accompanied by an “Affidavit of Support”.

d. Agency Sponsor (organization, church, etc.)
Every agency sponsor listed must be accompanied by a letter of intent of sponsorship on the
agency’s letterhead.

Note: “TOTAL DOCUMENTED SUPPORT” will generate automatically. Please make sure that
“TOTAL DOCUMENTED SUPPORT” is equal or greater than “TOTAL PROJECTED COST”
in the “On Campus Program” Sheet.

If you list more than one of a type of support, please include your other resources and/or
sponsors by adding appropriate rows to the list. Be sure to include any additional resources you
add in the “TOTAL DOCUMENTED SUPPORT”.
How to insert cells (this is an example if you have more than one scholarship/grant):
i. Select and copy the cells you need

ii. Right click the cell right underneath. In this example, it would be “Student’s or Spouse’s
Savings” and click “Insert Copied Cells”.
iii. Add the dollar amount from the cells to the "TOTAL DOCUMENTED SUPPORT".

9. Follow the INSTRUCTIONS FOR DUCUMENTING SUPPORT provided on the spread
sheet.

10. Click on “Documentation”. Read and follow the instructions provided on the top of the
spread sheet.

a. How to import an image document into the spread sheet
Under “Insert”, click “Pictures”. Choose the file you want to add to the spread sheet. Your file
will appear on the spread sheet.

b. How to submit a pdf document
Visit the website https://www.wheaton.edu/graduate-school/admissions/secure-file-transfer/# and
follow the instructions provided in the website.

c. List the files you will upload to the Secure File Transfer using the proper file name based on
the examples given, so the Graduate Admission Office can appropriately link your documents to
your certification of finance.

II. If you are attending a flexible program:
1. Click on the “Flexible Program” sheet:

2. Fill in your last name, first name, and middle name on the top of the chart

3. Choose your program
a. Click on the arrow next to the blank cell under “PROGRAM”

b. Select your program in the drop-down

4. Choose your tuition rate
a. Click on the arrow next to the blank cell under “TUITION RATE”

b. Select your tuition rate in the drop-down

5. Choose whether you are a Billy Graham Scholarship recipient or Canadian
a. Click on the arrow next to the black cell under “Are you a BG Scholar or Canadian?”

b. Select “Yes” or “No” accordingly

6. Please the number of credit hours in which you will enroll during your trip, the number of
days you will be on campus, and the number of days of your course on campus

7. Click on “Document Support” sheet

Fill out the information that is applicable to you:
a. Deposit & Scholarship/Grant
The deposit amount should be $4,000 for a flexible student, or $100 for a Billy Graham
Scholarship recipient or a Canadian. If you receive a scholarship, please list the name, the source
of the scholarship, and the amount per year here. If the scholarship is from a source outside of
Wheaton College, please provide documentation, such as an award letter.

b. Student’s or Spouse’s Savings
For every bank account, list the name of the account holder as it is seen on the bank statement.
The account holder should be either the student or the spouse. If the account holder is someone
other than the student or the spouse, the resource should be listed as a personal sponsor. List the
name of the bank as seen on the bank statement. List the amount of savings in the bank account
in US dollars. If the bank statement is in a different currency, calculate the amount of savings in
US dollars and list the conversion rate used.

c. Personal Sponsor (relative, friend, etc.)
Every personal sponsor listed must be accompanied by an “Affidavit of Support”.

d. Agency Sponsor (organization, church, etc.)
Every agency sponsor listed must be accompanied by a letter of intent of sponsorship on the
agency’s letterhead.

Note: “TOTAL DOCUMENTED SUPPORT” will generate automatically. Please make sure that
“TOTAL DOCUMENTED SUPPORT” is equal or greater than “TOTAL PROJECTED COST”
in the “Flexible Program” Sheet.

If you list more than one of a type of support, please include your other resources and/or
sponsors by adding appropriate rows to the list. Be sure to include any additional resources you
add in the “TOTAL DOCUMENTED SUPPORT”.
How to insert cells (this is an example if you have more than one scholarship/grant):
i. Select and copy the cells you need

ii. Right click the cell right underneath. In this example, it would be “Student’s or Spouse’s
Savings” and click “Insert Copied Cells”.
iii. Add the dollar amount from the cells to the "TOTAL DOCUMENTED SUPPORT".

9. Follow the INSTRUCTION FOR DUCUMENTING SUPPORT provided on the spread sheet.

10. Click on “Documentation”. Read and follow the instructions provided on the top of the
spread sheet.

a. How to import an image document into the spread sheet
Under “Insert”, click “Pictures”. Choose the file you want to add to the spread sheet. Your file
will appear on the spread sheet.

b. How to submit a pdf document
Visit the website https://www.wheaton.edu/graduate-school/admissions/secure-file-transfer/# and
follow the instructions provided in the website.

c. List the files you will upload to the Secure File Transfer using the proper file name based on
the examples given, so the Graduate Admission Office can appropriately link your documents to
your certification of finance.

