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FEDERAL STUDENT AID’






Office and person responsible for completing this worksheet:      
Complete the attached FFEL Monthly Reconciliation Worksheets to ensure your school can account 
for all FFEL funds received. It is a good practice to reconcile FFEL funds received monthly.

These instructions should help your school understand how to use the monthly worksheet. 
Use the rows of each worksheet to account for each individual check that comes in for a student during 
a particular month. 

· Offices involved in the process: Business Office, Financial Aid Systems, and/or FFEL Systems. Note: Although the Financial Aid Office is not usually involved in the Disbursement 
of FFEL, that office may be a valuable resource to include along with the disbursement 
related offices.
· Individual Check Log: Record the individual FFEL checks received on a student level basis. Record the date, student ID, amount received, amount credited to student account (in the sub columns record the amount credited directly through the student’s account and the amount of the entire original check if the entire amount is signed over to the student) and the amount returned to lenders (in the sub columns, report the amounts returned to the lender from checks written directly to the lender by the school and amounts of the entire original checks returned directly 
to the lender). 

· Final Reconciliation: In the first column, enter the total amount of funds received via check for 
the month being reconciled. In the second column, enter the total amount credited to student accounts (in the sub columns record the total amounts credited directly through the student accounts and the total amounts of the entire original checks for the entire amounts that are signed over to the students) In the third column, enter the total amount returned to lenders (in the sub columns, report the total amounts returned to the lender from checks written directly to the lender by the school and amounts of the entire original checks returned directly to the lender). 

If any amounts do not match, the school should take appropriate action to resolve the discrepancy to ensure all accounts are in balance.

Month of      


Date Completed      
	Individual Check Log

	Date
	Student ID
	Amount Received
	Amount Credited 
To Student
	Amount Returned 
To Lender

	
	
	
	Credited through Student Account
	Entire Check given to student
	Amount Returned by Written Check From School
	Entire Original Check From Lender Returned to Lender

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     
	$     
	$     


Note: You may make copies of this form to account for larger amounts of students during a given month.

After the individual check log is completed, complete the Final Reconciliation Worksheet on next page.

Month of      

Date Completed      
	Final Reconciliation

	Total FFEL funds received 
via check for month

From Column 3 on Individual 
Check Log*
	Total Amount Credited to Student
	Total Amount Returned 
To Lender

	
	Total Credited Through Student Accounts**
	Total from original FFEL checks given directly to student
	Total amounts written from school’s bank account**
	Total amount 
of original checks returned to lender

	$     
	$     
	$     
	$     
	$     


* This amount can be reconciled with any Manifests that come with the checks.

** The Total Amount Credited through student accounts and the Total amount of refunds Returned to Lender written from school’s bank account should be reconciled with your school’s bank statements.

Note: The amount in the first column should match with the total amount from the other four columns.
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