FSA Disbursing Aid Activity #1



File Review Worksheet 




Directions:

This file review activity is designed to test your disbursement procedures for Title IV Recipients.  For this activity, please pull a sample of at least 10 students who received Title IV funds and complete the worksheet on the next page for each student in your sample.  You may find it helpful to have a copy of the Requirements column of the module to use for reference while completing the file review exercise.

Student Name:_______________________________
SSN:_______________________________
Award year reviewed: _____________________
	General Disbursement Requirements
· Required Student Authorizations on file 668.165
· If selected, verification completed for this student prior to releasing funds  668.58 and 668.60
· Satisfactory Academic Progress Review prior to disbursement

· Student/parent was notified of amount of FSA funds expected to receive and when the funds will be disbursed

· If disbursements made early, requirements of 668.164 met for this student

· Proper method of disbursement used for this student 668.164
Did this student meet all general disbursement requirements? Yes__ No__
	Federal Pell Grant Disbursement Requirements
· This student’s eligibility reviewed at time of disbursement 690.75(a)
· Expected Pell Disbursements for the Award Year Reviewed:
$___________    1st Payment Period

$___________    2nd Payment Period

$___________    3rd Payment Period

$___________    4th Payment Period

· Proper notification was made regarding the amount to be paid, the method, and pickup date if paying by check
Are the Pell payments for this student acceptable under program regulations?  Yes __  No__

	FSEOG Disbursements
FSEOG Disbursements for the Award Year Reviewed:
$___________    1st Payment Period

$___________    2nd Payment Period

$___________    3rd Payment Period

$___________    4th Payment Period

· Portion of FSEOG disbursed during each payment period 676.16
· Followed rules for single disbursements, if applicable 676.16
· Followed rules for uneven costs/unequal disbursements, if applicable 676.16
Are FSEOG disbursements for this student acceptable under program regulations? Yes___ No___
	FWS Disbursements
Total amount of FWS received _______

Has this amount been reconciled?  Yes___  No___

· This student was paid on an hourly basis only (Graduate students can be paid either hourly or salary) 675.24
· The student is paid at least once per month for work performed 

· The supervisor has signed all timesheets 675.19(i)
· The school monitored this student’s FWS earnings 675.19
Are FWS disbursements for this student acceptable under program regulations?  Yes___ No___

	Federal Perkins Loan
Date Promissory Note signed: ____/____/____ 674.16
Perkins Disbursements for the Award Year Reviewed:

$______________ 1st payment period                 $__________________2nd payment period        Date entrance counseling performed ____/____/____ 674.16
$______________ 3rd payment period                 $__________________4th payment period        Date exit counseling performed ____/____/____ 674.42(b)
· Promissory Note stored in a locked, fireproof cabinet 674.19(e)(4)
· The disbursement was reported to a national credit bureau as required 674.16
· Portion of Federal Perkins disbursed during each payment period 674.16
· Followed rules for single disbursements, if applicable 674.16
· Followed rules for uneven costs/unequal disbursements, if applicable 674.16
Are Federal Perkins disbursements for this student acceptable under program regulations?  Yes ____  No____


	FFEL & Direct Loans Pre-Disbursement

Date of Entrance Counseling: ____/____/____ 682.604(f); 685.304
· Eligibility of borrower confirmed before loan disbursement 682.604(b)(2)(i); 685.303(b)(2)(i)
· The borrower is enrolled at least half-time 668.32(a)(2); 682.604(b)(2)(iv); 685.303(b)(2)(iv)
· Financial Aid History received before disbursement 668.19

	FFEL & Direct Loan Disbursement Requirements

FFEL/Direct Loan Disbursements for the Award Year Reviewed:
$___________    1st Payment Period

$___________    2nd Payment Period

$___________    3rd Payment Period

$___________    4th Payment Period

· Proper disbursement procedures followed 682.207(c-e) ; 685.301(b)(2)
· 30 day delay requirement met for first-time, first-year borrowers 682.604; 685.303(b)(4)
· Proper disbursement notifications made
· Signed Master Promissory Note on file


	Questions/Comments concerning Disbursement for this student:

For all areas that the school found problems, please complete a Management Enhancement Worksheet to explain and track the school’s plan for corrective action.




