Fiscal Management Activity #16: Program Records Requirement



Listed below are school responsibilities related to administering the Title IV programs. Identify the office or the coordinator that is usually responsible for each function at your campus 668.24 

Record Retention and examinations.
Program Records: An institution shall establish and maintain, on a current basis, any application for title IV, HEA program funds and program records that document the requirements listed below. Complete the following to demonstrate where the following required documentation is located and/or who is responsible to coordinate the requirement.

Award Year: ______________

	Program Records Requirements
	Department Responsible 
	If applicable, documentation located or Coordinator of the requirement

	Eligibility to participate in the Title IV Programs.
	
	Signed Program Participation Agreement (FISAP). Located:



	Eligibility of its educational Programs for Title IV, HEA Program funds 
	
	Electronic Aid Application (EAPP)

	Administration of the Title IV, HEA Programs in accordance with all applicable requirements.
	
	Coordinator(s) of the Administration of Title IV, HEA Programs:

	Financial responsibility.
	
	Coordinator(s):



	Information included in any application for Title IV, HEA Program funds.
	
	

	Fiscal Records, An institution shall account for the receipt and expenditure of title IV, HEA program funds in accordance with generally accepted accounting principles. 
	
	Can you demonstrate that your financial records reflect each program transaction?  

	Disbursement and delivery of Title IV, HEA Program funds.


	
	Coordinator(s) of Delivery of funds:

Coordinator(s) of Disbursement of funds:

Note:  The officials responsible for awarding and disbursing aid must be organizationally independent and not related (668.16 (c)(2))

	An institution will establish and maintain on a current basis Financial records that reflect each HEA Title IV Program transaction.
	
	

	An institution will establish and maintain on a current basis General Ledger control accounts and related subsidiary accounts that identify each Title IV, HEA program transaction and separate those transactions from all other institutional financial activity.
	
	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?


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

