Fiscal Management Activity #13: 

Cash Management 



Complete the questions below to evaluate your policies and procedures regarding Cash Management Requirements (there are four pages to this document).

	Responsibility
	Requirement Met Yes/No
	Office Responsible for improvement

	What payment method does the school use to drawdown funds?
	
	

	How does the institution monitor authorization levels?


	
	

	What is the process for determining the drawdown amounts for each Title IV program?  


	
	

	Who makes the drawdown?  


	
	

	What is the process for recording and monitoring cash receipts?  


	
	

	Who monitors the bank account to determine when federal funds have been received?  


	
	

	How does the institution ensure that federal funds are disbursed within three days, unless the exceptions specified at 668.166(b) apply?


	
	

	How does the institution determine the amount of cash to request (for advance pay schools)?  

	
	

	What are the school’s procedures for using GAPS?


	
	

	Describe the institution’s systems for accounting for federal funds.  What are the institution’s standard procedures for accounting accurately for the receipt and disbursement of all Title IV program funds?


	
	


	Responsibility
	Requirement Met Yes/No
	Office Responsible For Improvement

	Are financial records maintained in accordance with 668.24?  
	
	

	Are the accounting records maintained on a current basis?
	
	

	Do financial records reflect each program transaction?  


	
	

	Are general ledger control accounts and subsidiary accounts maintained that identify each Title IV program transaction and separate those transactions from all other institutional financial activity?
	
	

	Can the institution demonstrate that it maintains an accessible audit trail for each Title IV transaction, that allows for easily traceable financial data that can identify individual student disbursements and total aid awarded?  
	
	

	How does the institution ensure that federal funds are used for program purposes?


	
	

	Does the institution charge any kind of fee to promote, originate or administer federal aid programs?


	
	

	What are the institution’s procedures for reconciling all activities that occur during a month?  


	
	

	Are these reconciliations performed each month within 30 days of the end of the month?  


	
	

	Does your institution reconcile Title IV disbursement records (e.g., general ledger, journal of expenditures) to other data sources (e.g. GAPS authorization levels, RFMS origination and disbursement records, FISAP, DLSAS report for Direct Loans, software such as EDExpress)?


	
	

	What reports will you use from your internal systems to assist in reconciliation?


	
	

	How does the institution account for the receipt and disbursement of federal funds for each Title IV program in which you participate?


	
	


	Responsibility
	Requirement Met Yes/No
	Office Responsible For Improvement

	Who is responsible for awarding Title IV aid? 


	
	

	Who is responsible for disbursing Title IV aid?  


	
	

	Are the officials responsible for awarding and disbursing organizationally independent and not related?  


	
	

	How does the institution determine the amount of federal cash, by program, at the institution at any given time?


	
	

	Do you have procedures to determine the amount of excess cash (including interest earned on federal funds) the school may hold?


	
	

	Are Title IV program funds maintained in a federally insured account (or secured by collateral of value reasonably equivalent to the amount of those fund)?  


	
	

	If the institution drew more than $3 million in Title IV funds in the previous award year, are Title IV funds in an interest bearing account?  


	
	

	Are Federal Perkins funds maintained in an interest-bearing account?


	
	

	Does the institution remit interest earned on non-Perkins Title IV funds that exceed $250 per year?


	
	

	How are accounts containing federal funds identified?

	
	

	How does the institution monitor the funds drawn to ensure that they are disbursed to students or parents by the end of the third business day following the date the institution received those funds from the Department?  668.166. (The only exception to the three day rule is during a period of peak enrollment as defined at 668.166(b))

	
	


	Responsibility
	Requirement Met Yes/No
	Office Responsible For Improvement

	How does the institution ensure that FFEL funds are not requested via EFT or master check earlier than 27 days after the first day of the classes for the first payment period for a first-year, first-time borrower; or 13 days before the first day of classes for any other payment period for first-time first-year borrowers for any payment period for all other FFEL borrowers?  668.167

	
	

	FDL – How does the institution handle payments and/or unused funds resulting from downward adjustments?


	
	

	FFEL – How does the institution receive funds from the lender – EFT, Master Check or individual student checks?


	
	

	FFEL – If the FFEL lender provides loan funds through a check requiring the endorsement of the student or parent, how does the institution ensure that those funds are disbursed to eligible borrowers no later than 30 calendar days after the school receives the funds?


	
	

	FFEL – How does the institution ensure that FFEL funds that are not timely disbursed to students (within 3 days if funds are received from the lender via EFT or master check) are promptly (within 10 days) returned to the lender? 668.167(b)

	
	


For all areas noted for improvement, please complete the Management Enhancement Worksheet to address the plan of action for improvement.

