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FEDERAL STUDENT AID’






Activity 1:  File Review Worksheet

Randomly select FWS files for an award year to review.  Select a sample of at least 10 students who received FWS funds. Use the worksheet below to determine if FWS student eligibility requirements were met for each student.

Name of Student:      
Award Year Reviewed:      
FWS Award Amount:       Hourly Wage:       

EFC:       Unmet Need:      
· Paid at least Minimum Wage? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

· Does this student have a job description on file? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
  

· Was this student paid at least once per month? 675.16 Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
   

· How was this student paid?  

 FORMCHECKBOX 
Check 

 FORMCHECKBOX 
Directly to Student’s Account to pay for tuition and fees, room and board (if contracted by the student through the school) and other institutionally provided goods and services

 FORMCHECKBOX 
Directly to the student’s bank account

· If your school paid this student by applying earnings directly to either the student’s account 
      at the school or to the student’s bank account, did the school have permission from the student?    

      675.16 Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
   

· The school did not hold, on behalf of the student, any FWS funds that would otherwise be paid

      directly from the student without written authorization from the student? 675.16(a)(8) 
      Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
   

· No garnishment of FWS wages was allowed for this student unless the funds were used to pay 
      any costs of attendance that the student owes the school. Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
   

· The student was paid only for work performed while the student was enrolled in school? 
      Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
     

· Was this student enrolled during a period of non-attendance (such as a summer or equivalent   

      vacation period)? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

· If yes, did the school use the earnings during this period of non-attendance as a resource  

   during the next period of enrollment? 675.25(b) Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 

· Was total income for this student reported correctly in the Income Grid on the FISAP? 

      Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
  

Activity 2:  Administrative Cost Allowance

Locate a copy of the school’s most recent FISAP to check the Administrative Cost Allowance (ACA) figures.  Review the schools procedures for calculating the Administrative Cost Allowance to ensure that the calculations were done correctly.

Note:  A school may take the administrative cost allowance out of the annual authorizations the school receives for the FSEOG and FWS programs and from the available cash on hand in its Perkins Loan funds. A school may draw the allowance from any combination of campus-based programs, or it may take the total allowance from only one program provided there are sufficient funds in that program. A school may not draw any part of its allowance from a campus-based program unless the school has disbursed funds to students from that program during the award year.

Use the following calculation to determine the amount of ACA for all campus-based programs. Remember, a school can take the entire amount of ACA from one program or a combination of all campus-based programs: 

	Column 1
	Column 2

	Award Year
	Total Expenditures to students in FWS, FSEOG and 
Federal Perkins Loans



	     
	     

	     
	     


	If the amount in Column #2 is $2,750,000 or less, multiply the amount by 5%: 


      (amount of ACA the school is entitled to)

	If the amount in column #2 is greater than $2,750,000, the school is entitled to an additional four percent ACA 
of its expenditures to students that are greater than $2,750,000 but less than $5,500,000; plus an additional three percent of its expenditures to students that are $5,500,000 or more:  

      (amount of ACA the school is entitled to)




Final Result:

The school took the ACA from which program(s):      
Amount of ACA reported on FISAP:      
Amount of ACA according to school’s records:      
Amount of ACA according to calculation above:      
Was the ACA Calculated Corrected? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Activity 3:  Payroll Records/FISAP Check-up

Part 1: Pull a sample of at least 10 FWS files for students who received FWS funds.  Complete the worksheets on the next pages to ensure that proper payroll records are kept and that the FISAP documentation is correct for each file. 

Student Name: 
2. File contains a payroll voucher containing sufficient information to support all payroll disbursements.  Payroll vouchers include the following information:

	 FORMCHECKBOX 
 The school’s name and address

 FORMCHECKBOX 
 The starting and ending dates of the payroll period

 FORMCHECKBOX 
 The student’s name

 FORMCHECKBOX 
 An identification of the student’s job

 FORMCHECKBOX 
 The number of hours worked during the pay period

 FORMCHECKBOX 
 The hourly rate of pay if the student is an undergrad

 FORMCHECKBOX 
 The hourly rate of pay or salary if the student is a graduate student

 FORMCHECKBOX 
 The student’s gross earnings

 FORMCHECKBOX 
 Any compensation withheld for federal, state, county, or city taxes, and all other deductions

 FORMCHECKBOX 
 Any non-cash payments (must include a record to document any payment of the school’s share of the
 student’s earnings in the form of services and equipment, if applicable)

 FORMCHECKBOX 
 The student’s net earnings

 FORMCHECKBOX 
 A check number, duplicate receipt, or other payment identification

 FORMCHECKBOX 
 Any overtime earnings




3. Type of Certification used: (check one) 
 FORMCHECKBOX 
 Paper Certification 
 FORMCHECKBOX 
 Electronic Certification   

4. File contains a certification by the student’s supervisor, an official of the school (or off-campus agency) that the student has worked and earned the amount paid.  If the student is paid on an hourly basis, the certification includes and/or is supported by a time record showing the hours worked by the student in clock time sequence, or the total hours worked per day (If electronic certification is used, the school must have proper safeguards in place against possible fraud and abuse)

5. File contains a job description that includes all of the following information:

	 FORMCHECKBOX 
 The name and address of the student’s employer (department, public agency, nonprofit organization)

 FORMCHECKBOX 
 The purpose of the student’s job

 FORMCHECKBOX 
 The student’s duties and responsibilities

 FORMCHECKBOX 
 The job qualifications

 FORMCHECKBOX 
 The job’s wage rate or range

 FORMCHECKBOX 
 The length of the student’s employment (beginning and ending dates)

 FORMCHECKBOX 
 The name of the student’s supervisor

 FORMCHECKBOX 
 If job is community service, the job description includes the duties and responsibilities that meet the definition of community services outlined in 675.2(b)


Check your FWS FISAP Documentation

Part 2: Use this worksheet to make sure that the information reported on the school’s FISAP for each file pulled reconciles with the schools FWS documentation. (Obtain a copy of the back-up documentation used to complete the FISAP in order to complete this section):

Total Amount of Federal Work-Study expended per Financial Aid Office records: 
Total Amount of Federal Work-Study expended per payroll office/fiscal records: 
Total Amount of Federal Work-Study expended per FISAP: 
· Have all earnings been reconciled? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Use the 10 students from the files you pulled to complete the following information 
for each student:

	Name
	SSN
	Total Income Reported on FISAP
	Total Income per 
School Records

	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	



Activity 4:  Off-Campus Agreements

Review all of the off-campus employers to ensure that proper agreements are on file for each FWS employer. Make sure the requirements outlined in 675.20(b) are met for each employer. 

	An Eligible FWS Employer
	Yes/No
	Agreement Necessary and Received
	Agreement Received Yes/No

	A Federal, State, or local public agency


	     
	Name of Federal, State, or local public agency


	     

	A private nonprofit organization;


	     
	Name of private nonprofit organization;


	     


Agreements:

If a school wants to have its students employed under this part by a Federal, State or local public agency, or a private nonprofit or for-profit organization, it shall enter into a written agreement with that 

agency or organization. 

The agreement must set forth the FWS work conditions. The agreement must indicate whether 
the school or the agency or organization shall pay the students employed, except that the 
agreement between the school and a for-profit organization must require the employer to pay the non-Federal share of the student earnings. Link to 675.20(b) to ensure your agreements meet 
all requirements. 
Activity 5: Non-Federal Share & Community Service

Non-Federal Share Activity

	Total Amount of 
FWS Funds Awarded in 
the Current Award Year
	Total Federal Share
	Total Non-federal Share

	     
	     
	     


· What resource(s) does the school use to pay the nonfederal share?      
(The share can come from the school’s own funds, outside funds or from both.)

· Can the school document that the entire nonfederal share for FWS students employed by a private, for-profit organization is paid by that organization? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

· If the school pays the institutional share with non-cash contributions, the school can document that the share is at the minimum 25% level.  If the non-cash contributions do not add up to 25%, can the school document that it has made up the difference in cash? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

· If the school is eligible for a waiver (675.26) which allows for a reduction in the non-federal share, has the school has reported this on the FISAP? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

· Can the school document that the institutional share requirements are met for employment provided by a private, for-profit organization or for the administration of the JLD program (regardless of any waivers the school may be eligible to receive)? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

· Can the school can document that the requirements concerning excess funds (675.26(c)) were met as applicable? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

If the school used funds from programs sponsored by federal agencies to pay the non-federal share, did the school received proper documentation from the appropriate federal agency to see if the program has the authority to pay student wages? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Community Service Activity

Use the chart below to check that the school used at least 7% of its FWS initial and supplemental allocations for an award year to pay for the federal share of wages to students employed in community service jobs.

	Award Year
	FWS Allocation
	Amount Expended for Community Service
	Percentage

	     

	     

	     

	     


	     

	     

	     

	     


	     

	     

	     

	     



Did the school expend the proper amount of FWS funds for students employed in Community Service jobs (7% of the total FWS allocation (initial and supplemental) or the amount of the reallocated funds (whichever is greater)?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

If the school did not expend at least 7% of its FWS initial and supplemental allocations for an award year to pay the federal share of wages to students in community service jobs, did the school:

 FORMCHECKBOX 
 Receive a waiver from the Department of Education 

 FORMCHECKBOX 
 Do you have a copy of that waiver in your school files?
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