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FSA Assessments

In collaboration with financial aid professionals, Federal Student Aid has designed management assessment
modules to help schools enhance their services. The modules contain links to applicable laws and
regulations. If you have guestions regarding how to use this useful tool please visit our FAQ page.

This chart features examples of specific compliance issues and provides recommendations for related
assessments that your school may want to complete.

(ALL assessments have been updated with the new 2009-10 FSA Handbook Links!)

Students Schools
Student Eligibility Institutional Eligibility
Satisfactory Academic Progress Default Prevention & Management
Verification Consumer |nformation
Automation
Managing Funds Innovations
Fiscal Management Paolicies and Procedures
Return of Title [V Funds A Guide to Creating a Policies and Procedures
FWS Manual
FSEDG

Perkins Awarding & Disbursement

Perkins Due Diligence

Perkins Repayment

Perkins Forbearance & Deferment




» Beginners
» Intermediate

» Advanced

| Admssons |

Beginners (New Schools)

[Fyour schoolis new it will e very beneficialforyouto beginwith the Gefting Started with Developing Instiutional
Policies andProcedures Worksheat This worksheetwill help ensure your school meets the basic raqulatory
requirements inthe following policy areas:

ctory Arademic Proaress (SAP

REfuns
Returns to the Tifle [V and HEA Programs

Eachof these foursections provides a warking Topic Template o assist you withthe development of your policy and
procedure design. Athough notrequired, they can be useful quides.

Once your school has satisfiedthe basicrequirements, you will be ready to move onto the assessments providedin
the Intermediate section ofthe Policies and Procedures Chart

Policies & Procedures Bedinners
Activity °
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Procedure: Admissions Policy/ATE.

This section is reguired only if your Admissions Policy accepts ATB students. 34 CFR
668, Subpart J;|600.4(a){2}| 600.5(a}3}; 600.6{al2).

Your policy for Ability to Benefit must include the following:

« Theprocessto ensurethat ATB students are beyondthe age of compulsory attendance.

«  Ability to Benefitlimits. To be eligible for Federal 5tudent Aid, students who are beyondthe age of
compulsory attendance butwho do not have a high school diploma orits recognized eguivalent must meet
ability-to-benefit criteria or meetthe student eligibility reguirements for a studentwho is home schooled. Mo
more than 50% of a school's regular students may be enrolled without a high school diploma or equivalent at
a school that does not provide a 4-year bachelor's degree or 2-year associate degree program.

« |fatestis used, the name of the approvedtest used.
« Processto showthat the test is independently administered.

« |fyou admitstudents as abilityto benefit based on satisfactorily completing 6 credit hours or equivalent
coursework applicable to degree or certificate, include the process for determination.

Beginners

START HERE
g GO FURTHER
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[Code of Federal ERegulations]

[Title 34, Volume 3]

[Bevised as of July 1, 2009]

From the TU.5. Govermnment Printing Office wia GPO Acce=ss
[CITE: Z34CFE600.4]

[Page 190]
TITLE 34——-EDUCATICH
CHLPTER VI-—QFFICE OF POSTSECONDARY EDUCATION, DEPARETMENT OF EDUCATION

BART €00 TWNSTITUTIOHAL ELIGIEILITY UNDER THE HIGHER EDUCATION ACT OF
15365, A5 AMENDED--Table of Contents

Subpart & General
Sec. &00.4 Institution of higher education.

(a) An institution of higher education i=s a public or private
nonprofit educational institution that—-—

(1) I= in a 5tate, or for purpose=s of the Federal Pell Grant,
Federal Supplemental Educational Opportunity Grant, Federal Work-5S5tudy,
and Federal TRIC program=s may also be located in the Federated States of
Micromesia or the Marshall Islands;

(2) Admits as regular students only persons who—-

(i) Hawve a high =school diploma;

(ii} Hawve the recognized equiwvalent of a high =s=chool diploma; or

(1iii) Are beyond the age of compulsory =school attendance in the
State in which the institution is physically located:

(3) I= legally authorized to provide an educational program beyond
secondary education in the State in which the institution is physically
located;

(4) Prowvides an educational program—-—

(1) For which it award=s an associate, baccalaureate, graduate, or
professional degree;

(ii)} That is at least a two—academic—-year program acceptable for

Hyperlink to 600.4(a)(2)

START HERE
GO FURTHER




START

Description of Policy and Procedure:

Offices that need to be involved

Lead Persons to Coordinate Policy and Procedure:

Mame: Mame:
Title: Title:
Phone Mumber: Phone Mumber:

Start Date (mmig diyy
Anticipated Completion Date:

Actual Completion Date:

Did you review andtestthe procedure foraccuracy 7

Was the policies and procedures manual updatedto reflect appropriate changes?ves orMo

1. If¥g5, what section was updated?
2. Enterthe datethatthe Policies and Procedures Manual was updated to reflect these changes:
3.  Woerestaff members properly trained about new procedures? v'es orklo

HERE
GO FURTHER

We recommend that your school annually review your policies and procedures and revise accordingly.
Remember, you must consistently foliow aif policies and procedures developed
by your school.

Beginners




Intermediate
lUse the activities and resources in the Intermediate section of the Policies and Procedures Chart if:

# yourschoolis new and has satisfied the basic requirements;

) Be g | NN e I‘S # your staffis unsure about the existing policies and procedures; or

# your school wants to enhance existing policies and procedures.

The activities featured in the Intermediate section are designed to help your school meet the minimum general
requirements. This section also provides links to A Guide to Creating a Policies and Procedures Manual and

} I n te r m e d i ate other activities to assist you with the development of your policy and procedure design.

The Paolicies and Procedures Chartis structured as follows:

1. Topic Template; Click on a topic and it will link to the template for that policy and procedure. Use the
4 Ad Va. n C e d template to either help create a new policy andfor procedure or to test current policies and procedures
by completing a related assessment.
2. P&P Section: Click on the text and it will link to the appropriate chapter from 4 Guide to Creating a
Folicies and Procedures Manual related to that topic.
3. Related Assessment Activities: If an assessment is identified in this column, we encourage you to
complete the associated activities to help evaluate your policies and procedures.

Once your school has satisfied the minimum general requirements, you will be ready to move on to the
activities provided in the Advanced section of the Policies and Procedures Chart,

Policies & Procedures Intermediate

Activity
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Intermediate
This chart provides Topic Templates and Activities that will help Intermediate level schools meet Mmmm
General Eequirements.

Topic Template P&P Section Related Assessment Activities
Institutional Eligibility Section 2 Institutional Eligibility
Adeguate Staffing Section 1 Fiscal Management
Consumer Information Section 1 and 3 Consumer Information
Admissions Policy/ATH Section 2 and 3 Student Eligibility
Secondary Confirmation Section 3 Student Eligibility
_[\ Certification section 3 student Eligibility
p Satisfactory Academic Progress Section 1 SAP
SAP /| Retum of Tile VRefund Repavments Seclion 3 and 10 ROT4
Awarding/Packaging Policies Sectiond, 5 and G FSEQG, FW5S, Perkinsg Awarding and Disbursement
Verification Section 3 Verification
Documentation Section 3 Student Eligibility
Conflicting Data Section 1 Verification
Frofessional Judgment Section 3 Verification
Misrepresentation Section 3 Verification
Adeguate Checks and Balances Section 1 Fiscal Management
Financial Aid Counseling Section 1 Consumer Information,
Fiscal Management
Fiscal Reports and Financial Statements Section 1 Fiscal Management
ACG and Mational SMART Section 8 Fiscal Management
Federal Pell Frogram Section 7 Fiscal Management
Federal SEQG Program Section G FSEQG
Federal Work-Study Program Section 5 BEWS
Federal Perkins | oan Processes Section 4 Awarding & Disbursement. Due Diligence,
Cancellation, Repavment, Forbearance & Deferment
FFEL Loan Process Section 9 Fiscal Management, Consumer Information,

|START HERE .
9 GO FURTHER ~ Intermediate
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POLICIES AND PROCEDURES SZJ FEDERAL STUDENT AID

Procedure: Satisfactory Academic Progress (SAFP).
This section is required 663.16{e}.

Reqguired information:

1. Establish, publish and apply reasonable standards for measuring whether an othenwise
eligible studentis making SAP in their education program.

2. |dentifyif the standard is the same or stricter than the institution's standards for a student
enrolledinthe same educational programwho is not receiving Title [V assistance.

3. Listthe gualitative componentthat consists of grades (providedthatthe standards meetor
exceedthe reguirements of 668.34), work projects completed, or comparable factors that
are measurable againsta norm.

4. Listthe guantitative componentthat consists of a maximum time frame in which a student
must complete their education program.

5 Provide the time frame for an undergraduate program, it may not be longerthan 150% of
the published length.

6. |dentifywhen youwill check SAF, notto exceedthe lesserof one academicyearor one-
half the published length of the educational program.

7.  Provide schedule established by the institution designating the minimum percentage ar
amount of wark that a student must successfully complete atthe end of eachincrementto
complete their educational programwithin the maximumtime frames.

8. Establish written policies defining the effect of course incompletes, withdrawals,
repetitions and noncreditremedial courses on SAP.

o |dentify how a school implements a consistent application of standards and documents the
SAP decision.

10. Provide appeal procedure forthose not making SAP.

11. Provide a procedure fora student to re-establish and documentthey have made SAFP.

START HERE
9GO FURTHER i’ SAP Template
FEDERAL STUDENT AID
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» Beginners

» Intermediate

» Advanced

Policies & Procedures

Activity

Advanced

Use the activities and resources in the Advanced section ofthe Policies and Procedures Chartif

o Jour school has satsfied the minimum general requirsments: and

+ Jour school wants o go above and beyond its existing policies and proceduras and institute good
practices: or

» Jour school wants to test existing policies and procadures by completing the appropniate aciity.

Advanced

12
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Advanced

Inadditionto providmng Topic Templates and Activities that will help Advancedlevel schools mstitute
good practices, the Intermediate chart belowprovides Topic Templates and Activities that wll help
Advancedlevel schools test their current policies and procedures.

Topic Template P&P Section Related Assessment Activities
Overview

Description of all aid programs Section 1

Organizational Structure of Financial Aid Section 1

Office/Business Office

Calendar of Financial Aid Activities Section 1

Audits and Program Review Process/ Section 1

Self-Evaluation Process

Samples of all Forms used by schoaol Section 1

Academic Year Definition Section 2

Costof Attendance Section 7

Office Automation Section 1 Automation
M5LDS Processes Section 2 Student Eligibility
FERPA Section 3 Consumer Information

| START HERE
) GO FURTHER - Advanced

FEDERAL STUDENT AID 13
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POLICIES AND PROCEDURES Y FEDERAL STUDENT AID

Procedure: Organizational Structure of Financial Aid Office and Business Office.

This section is a good practice.
Suggested information:

1. Description of the organizational structures of the business office and the financial
aid office.
2. Include a flow chart or organizational chart that shows the structure of both offices.
3. Include copies of Job Descriptions for key positions in both offices.
You may want to include the structure of other offices that work closely with the Financial
Aid Office.
5. Include the general office hours for the office and how appointments are made fo
assist students.

Description of Policy and Procedure:

Offices that need to be involved:

) SO R URERR [ Organizational Structure

14
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Policies and Procedures Activities At-A-Glance is an additional chart that makes it easy to review the areas

identified in the linked activities. It identifies areas outlined in the law and regulations that require a written
policy and procedure and also provides links to the regulations for you to review.

Knowing the regulations will assistyou in being good stewards in the development and implementation of your
policies and procedures. twill also assistyou in your audit and program review experiences.

POLICIES AND PROCEDURES

S

Administrative Capability

—ection 1

Policy and Procedure Regulatory Citation

BE3. 16 (D) (Adequate number of qualified pesors to administer the Title [V
Programs})

E55. 76 (c] (Adequale checks and balances )

B55. 76 (e} (SatisTactory AcademicProgress)

&6E. 16 (T} (Conflicting Trata)

oo 16 (d}. 6658 24 (b}, 665,164 (FiscalReporis and Financial Statements)

80876 (h} (Financial Aid Couns &ing)

Instritutional Eligibility

—ectionZ

Policy and Procedure Regulatory Ciabion

&0 20, 600 27 [General Reguirements)

&00. 20, 00 21 (UpdatingApplication Information)

00 4 (a2}, 600 5 1al 3} 6006 (a2} [ Admission Folicy for Public or Private
Monprofit educational institution, Proprietany Instituionof higher education,
and Postecondary Vocational Institution)

General PFrovisions

—ection 3

Policy and Procedure Regulatory Citation

START HERE
GO FURTHER

B25. 13 (Cerification)

15
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A Guide to Creating a
Policies & Procedures Manual

We are pleased to announce the availability of "A Guide to Creating a Policies and Procedures Manual.” We
have developed this guide to assist schools in creating and revising written documentation of how they comply
with the various federal regulations pertaining to the administration of the Title IV programs. The guide
features activities designed to help a school meet the minimum general reguirements with regard to
documented policies and procedures. The document also highlights additional areas for which written policies
and procedures are suggested in the Federal Student Aid Handbook.

Section Description

pag o .
.?;;;Eer .;.fa e and A Cover Page that can be used when designing your Policies and Procedures
P Manual.

Contents

This policies and procedures guide is designed to assist institutions in
documenting policies and procedures that are required by federal regulations as
. they pertain to the administration of the Title IV student assistance programs.
Introduction and o . : :
; The activities featured in the guide are designed to help a school understand the
Section 1 L . " ) L
minimum general statutory and regulatory requirements. Additional information is
also provided for consideration in the development of a comprehensive policies
and procedures manual.

This section addresses Institutional Eligibility in regards to application
Section 2 procedures for establishing, re-establishing, maintaining, or expanding
institutional eligibility and certification and updating application information.

This section outlines the requirements contained in the General Provisions

Section 3 Regulations.
Section 4 This section provides requirements for the Federal Perkins Loans.
. This section addresses the requirements for the FWS and Job Location and
Section &
Development Program.
. This section provides guidance on the administration of the Federal SEQG
Section 6
FProgram.
START HERE
GO FURTHER - J
FEDERAL STUDENT AID 16




Introduction and Section 1

A Guide to Creating a Policies and Procedures Manual
(Updated for 2010-11 Award Year requirements)

This policies and procedures guide is designed to assist institutions in documenting
policies and procedures that are required by federal requlations as they pertain to the
administration of the Title IV student assistance programs. The activities featured in
the guide are designed to help a school understand the minimum general statutory
and regulatory requirements. Additional information is also provided for consideration
in the development of a comprehensive policies and procedures manual.

Federal regulations require schools to have written policies and procedures forthe
administration of the Title IV student assistance programs; however a manual is not
required. Experience shows that having a manual will assist schools inimplementing
and adhering to established procedures, as well as routinely reviewing and updating
them. A manual may also streamline audit and program review experiences. |t is a tool
to assist schools in being good stewards in the administration of the Title IV programs
and the delivery of dollars and services to students.

To assist your school with revising or creating a policies and procedures manual, we
recommend that you begin with these sections first. These areas are typically
requested priorto a program review:

Satisfactory Academic Progress (SAP) (Section 1.3),
Admissions (Sections 2.3 and 3.10)

Refunds (Sections 9.3 and 10.3)

Eeturns to Title IV and HEA Programs (Section 3.2)
Consumer Information (Section 3.3)

Verification (Section 3.4)

START HERE
GO FURTHER :

FEDERAL STUDENT AID
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Suggested ICONS

Icon Definition

Icons are a useful way of designating categories of information.
The following icons have been developed for use with your policies and procedures.

Good Practice
Good Practice suggestion. However, if you commit to a good practice
you must ensure it is followed.

Tip
Suggestions for handling a form or procedures efficiently

Help
Points the reader to helpful information

Policy
Briefly states orrefers reader to specific policy
documents available in other offices

Important
A crtical piece of information that, if overlooked,
could result in an error

Exception
Away of doing something that is an exception to
the general rule and why it is an exception

START HERE
GO FURTHER :

FEDERAL STUDENT AID
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(Good Practice Suggestion)
An mstitutional overview provides mformation specific to your mstitntion that provides colleasnes with mn understandmg of
your fmancial ad operations.

Institutional Overview

Name of Institution:
OPE ID:

Suggested information:

1. School and its mission, number of students receiving Financial Aid, and its
philosophies.

2. Information pertaining to your school that is unique and may
require explanation.

Calendar of Activities

Suggested information:

¢ Include a calendar of all financial aid activities. The calendar should include an explanation of
activities for each month of the year. Be sure to include activities that may involve other
offices and list those offices.

Sample of all Forms and Materials used by the school

Suggested information:

START HERE
GO FURTHER
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This section is required

668.16(b)

Part 1.1 Adequate Staffing Procedure

1. List the officesinvolvedin approving and Disbursing Title IV Aid. Provide a short
description of each office asindicated (If other offices are involved at your school and
arenot listed below, include descriptions of those offices as well):

Academic or Education PersonnelRegistrar:

[l Employee job duties and staff functions

[] Institutional communication (how the Registrar communicates with other institutional
offices)
Admissions Personnel:

[l Employee job duties and staff functions

[] Institutional Communication (how the Admissions Office communicates with other
institutional offices)

Financial Aid Personnel:
[] Employee job duties and staff functions

[ Institutional Communication (how the Financial Aid Office communicates with other
institutional offices)

START HERE
GO FURTHER

&7/ FEDERAL STUDENT AID)

20



Q<

Irars of

FEDERAL STUDENT AIB

Adequate Checks and Balances Procedure

Documentation to show clear and separate division of responsibility for the administration of
financial aid programs that are divided between the Financial Aid Office and the Fiscal Office.

Complete the information below to indicate individuals who are responsible for the Financial Aid and
Fiscal Office as applicable at vour institution. You must ensure that there is a separation of function as
outlined in 668.16:

Financial Aid Office

Fiscal or Business Office

‘ * Good Practices

(Good Practice Suggestion)
Providing specific detail of your organizationz]l structure 2szists in an understanding of how your Tide IV zid operation 1z
structured.

¢  Descrbe the organizational structures of the business office and the financial aid
office.

¢  Includethe general office hours for the offices and how appomtments are madeto
assist students.
+ Include a flow chart or organizational chart that shows the structure andinterfaces of

START HERE
GO FURTHER
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. . This section is required
Satisfactory Academic Progress Procedure 668.16 (e]

Documentation to show that Satisfactory Academic Progress standards are published and are
reasonably applied for measuring whether an otherwise eligible student is making SAP in his/her
educational program.

Academic Standards:
SAP Standard for Title IV students:

Standard for student enrolled in same educational programwho is not receiving
Title IV assistance:

Are standards for Title IV students the same or stricterthan non Title IV students enrolled in the same
educational program? Y O N ]

List the:

¢ Calitative component formeasuring SAP (must consist of grades with standards that meet or exceed
the requirements of 668 .34 work projects completed, or comparable factors that are measurable
against a normmn):

¢ (Cuantitative component (that consists of 2 maxinmm timeframe) for which a student must complete
hiz'her educational program:

START HERE
GO FURTHER
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Academic Year Definition (668.3):

Important A critical piece of information that, if overlooked, could result in an error

Schools are required to define their academic vear. It is essential to include the definition in this
section in order to understand vour SAP standards.

1. Include whether the school offers programs in credit hours with terms, clock hours, or
credit hours without terms.

Include the minimum academic year definition for all programs.

Include whether your school's academic year is more than the minimum requirement.
Include whether the school has one definition for all programs. If not, include

an explanation of those programs that need a different definition.

Include whether the payment penods are determined by terms or by hours

and weeks.

A el B

LA

P This section is required

Schools must have an adequate system to identify and resolve discrepancies in the information
that the school receives from different sources with respect to a student’s application for
financial aid under the Title IV, HEA programs. Use the informationin this section to help you
developvour procedures for resolving conflicting data.

START HERE
GO FURTHER
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Good practices vs. what is required

Chart A provides examples of issues that are considered Conflicting Data.
m Although the chart is designed to be extensive, it is not to be construed as an all-
inclusive list. The chart is provided forinformation only and has been developed
to help you review your policies and procedures.
(Important) A critical piece of infermation, that.. if everlooked,

‘ * Chart B provides examples of issues not considered Conflicting Data, but would
be a good practice to consider. The chart is provided forinformation only and has

been developed to help you review your policies and procedures.

(Good Practice Suggestion)

Chart A: Examples of issues considered Conflicting Data

¢ A studentnot selected forvenfication, the tax retum iz on file and information
conflicts with itemns onthe FAFSA.

¢ 1040 shows parent single head ofhousehold and the FAFSA/TSIR. shows the same
personasmamied.

# Parent or student report on ther FAFSA andsigned a venfication worlisheet that
they will not file anIB3 1040 You havereasonto believe that they would have been
required to file a U.3. Income Tax Fetwm, as the amount ofreported income is
greaterthan or equalto the minimum amount required to file asmdicated n the
mstructions provided on the 1040,

» Statements ormformationthat gpggest that the copy ofthe Income Tax Eetum you
received is not the retum actually filed with the IRS.

# Schoolrecerves Profile from C35. Studentreports a specific amount inuntaxed
meome; FAFSA reports a different amount (Ifthe school receives the C35 Profile, it
must ensure that nformation contained there does not conflict with other documents
received by the school).

¢ Veterans Affairs (VA) benefits verified by the certifying official in the Fegistrar's
Office don’t matchthe FAFSA . (To resolve conflict, canrely on certifying official).

START HERE
GO FURTHER
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This section is required
Part 1.5 Fiscal Reports & Financial Statements 668.16 (d); 668.24 [b);
668.164

Additional fiscal requirements are found throughout most sections of this manual. The fiscal
requirements here are also be par? of the fiscal requirements in Sections 4-11 of this manual. You may
choose to repeat the information contained in this section (in sections 4-11) or you can refer to this section
as appropriate. However, vou must still include the specific information required in addition to this
general fiseal information as applicable in each section.

Maintaining records required under the individual Title IV HEA program regulations. Specifically,

Fiscal reports and financial statements

» |dentify systems that will provide all program financial statements required for compliance.
Include bank account and intemal ledger reconciliation procedures.

Develop and follow procedures for maintaining general fiscal records for Title IV programs as
outlined in 34 CFR 668.24 (b).

Title IV program Fiscal records

An institution shall account forthe receipt and expenditure of Title IV, HEA program funds
in accordance with generally accepted accounting principles.

START HERE
GO FURTHER
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4 Section T F'rm:edu_res designed to ensure accountability regarding Fiscal Control and fund
= accounting for the Federal Pell Grant Program.
Section 8 This section covers the administration of the ACG and MNational SMART Grants.
Section 9 This section includes the administration of the FFEL Program.
section 10 This section includes the administration of the Federal Direct Loan.
Section 11 This section covers the administration of the TEACH Grant.
Appendix A Acronyms and Terms
Aopendix B E}rcﬂinssluerenf a Completed Section of the Administrative Capability FPolicy &
Appendix C Folicies and Procedures at a Glance

Disclaimer: This document has been prepared to provide schools with basic guidance to develop policies
and procedures. However, it should not be assumed that this document is all-inclusive. For a more
complete explanation of specific program requirements, your school should refer to the applicable
statutes, regulations, and the Federal Student Aid Handbook. It is the school’'s responsibility to ensure
that all Title IV requirements outlined in the Law and regulations are met.

START HERE
GO FURTHER .
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Section 7

Policy: Federal Pell Grant Program
Regulations: 690.63 (Calculating Federal Pell Grant Awards),  690.80
(Recalculation of a Federal Pell Grant Award), 690.81 (Fiscal Control and fund
accounting procedures)

Purpose: Procedures designed to ensure accountability regarding Fiscal Control and
fund accounting for the Federal Pell Grant Program.

Scope: Specifically Address:

7.1 Calculating Federal Pell Grant Awards
72 Federal Pell Grant required and optional recalculations
73  Fiscal records and disbursement requirements for Pell Grants

Responsibilities:
(Identify individuals and/or offices responsible for developing and updating this section)

Definitions:
(Identify acronymns or definitions that will be used in this section)

START HERE
GO FURTHER
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This section is required
Part 7.1 Calculating Federal Pell Grant Awards Regulation: 690.63 and
690.64

Schools are required to calculate Pell Grant payments for students. To ensure Pell Grants funds
are awarded properly, the following topics need to be addressed:

Scheduled award, award year and annual award
Terms and payment methods

Standard terms

Monstandard terms

Nenterm programs

Formulas 1, 2, 3, 4 or5

Summer terms and other crossover payment periods
Transfer Students

Two Pell's in an Award Year

Cross Over Transition 2009-2010 Award Year

Mew
@ Highlights something new for 2009-2010

20092010 Cross-Over Transition for Pell:

A school must have a written policy on how it will determine to which award year a
student’s cross-over payment period will be assigned.

o« Generally, if awarding second Scheduled Award from 2009-2010 (including summer
2010 cross-over) new regulations do not apply

s« Generally, if awarding from 2010-2011 and beyond (including summer 2010 cross-
over) new requlations do apply

START HERE
GO FURTHER
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. . . . This section is required
Federal Pell Grant required and optional recalculations Regulation: 690.80

Federal Pell Grant required and optional recalculation.

Schools are required to have a process
for Pell Grant recalculations. Including this process in your manual is a good practice.

Include the process for recalculation of Federal Pell Grant funds for recipients under the
following conditions:

+ Change inEFC. If a student's EFC changes due to corrections, updating, or an adjustment and
the EFC would change the amount of Pell award, your school recalculates the Pell award forthe

entire year. Qur procedures are:

START HERE
5 GO FURTHER
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Fiscal Records and Disbursement requirements for Federal Pell |  This section Is required
Grants Requlation: 690.81

Procedures thatoutiine andfollow provisions for maintaining general fiscal records as outlinedin
34 CFR 66d.24(h) and 34 CFR 666.164.

Please ensure that you have developed Fiscal procedures for this section. The Fiscal
procedures that should be included are outlined in Section 1.5 of this quide. You may want
to include a reference to that section of the guide to show that your Fiscal Control and
funding accounting procedures are in place for the Federal Pell Grant Program.

START HERE
GO FURTHER .
FEDERAL STUDENT AID
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APPENDIX B: Example of a completed section of the Administrative Capability policy and
procedure

:' e This section is required
This section addresses procedures for Conflicting Data and reporting fraud and abuse.

Part 1: Resolving Conflicting Data:
COur procedures ensure that we resolve conflicting data for our applicants as follows:

« Applicants selected for verification - If we have reason to believe that any
information on the application used to calculate the EFC is discrepant or inaccurate (or
if any supporting documentation is discrepant or inaccurate), we require the applicant
to provide adequate documentation to resolve the conflict.

» Applicants not selected for wverification — We resolve conflicting information
regardless of whether or not the applicant was selected for verfication As raguired,
the financial aid office will review all tax returns provided to the school evan if they
were not requested. All C Codes on the ISIR will be reviewed and resolved by the
financial aid office.

+ Other applicant information received by the school - We have an adequate
internal system to identify conflicting information that we may hava regardless of the
source. The office lead for each of the following offices is required to provide
information that could impact the financial aid status of each stucient applicart, e g.
(Admissions Office: High School Diploma, Fiscal Office. Report’ outside awards,
Graduate Aid Office: Report outside awards, Registrar: Report changes in
enrollment, FWS Office: Report FWS eaming in a calendar vear, NSLDS. Review
financial aid history, including aid received from pricr coliegsa atiended.

In addition, the following chart provides exampies of issues we treat as conflicting data and requiring
resolution:

START HERE
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APPENDIX C: POLICIES AND PROCED

Administrative Capability

=ection 1

Policy and Procedure Regulatory Citation

668.18 (b) (Adequate number of qualified persons to administer the Title IV
Programs)

668,16 (c)(Adequate checks and balances)

668.18 (e} (Satisfactory Academic Progress)

668.16 (T} (Conflicting Data)

66816 (d); 668.24 (b); 668.164 (Fiscal Reports and Financial Statements)

&68.16 (h} (Financial Aid Counseling}

Institutional Eligibility

Section 2

Policy and Procedure Regulatory Citation

600.20; 600.21 (General Requirements}

600 20; 600.21 (Updating Application Information)

6004 {(a)(2); 6005 (a}(3); 6006 (a}(2) (Admission Policy for Public or Private
Maonprofit educational institution, Proprietary Institution of higher education,
and Postsecondary Vocational Institution)

General Provisions|

START HERE
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Policy and Procedure Regulatory Citation




Benefits of a Manual

-Revise
Annually

- Comply with
Regulations

Updating

Availability Managing

- Access by
Staff

-Organized
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What We Have Learned

» Where to locate the Assessments

» How to use the Policies & Procedures
Templates

» How to use the Guide to Creating a Policies
and Procedures Manual

» The value of having a Manual

START HERE
GO FURTHER

FEDERAL STUDENT Alm 34



PSS
Contact Information

We appreciate your feedback and comments:

Holly Langer-Evans

e Phone: 617-289-0136

e E-mail: Holly.Langer-Evans@ed.gov
e Fax: 617-289-0167

or

Michael Cagle

e Phone: 206-615-2586

e E-mail: Michael.Cagle@ed.gov

e Fax: 206-615-3644

START HERE
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