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FEDERAL STUDENT AID






 Activity 4: Additional Locations/non-Degree Programs

Locate a copy of your latest Program Participation Agreement (PPA) and Eligibility and Certification Approval Report (ECAR) for reference.

Part 1: Complete the exercise to ensure that all additional locations have been reported to the Department and approved for Title IV purposes.

	Name, address and location of each additional location

	Offer 50% or more of an eligible Program? Yes/No
	Location approved on ECAR? Yes/No

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Are all locations listed above (that offer 50 percent or more of an eligible program) approved by the Department of Education and listed on your ECAR? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 Action Plan Needed  FORMCHECKBOX 

· Is there a process to update changes/additions to the main location or additional locations and report these to your School Participation Team within 10 calendar days of the change? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 Action Plan Needed  FORMCHECKBOX 

· Are all additional locations currently operating and offering instruction? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

If No, has your school contacted your School Participation Team to update your 
ECAR to show that the location is not operating or offering instruction? 
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 Action Plan Needed  FORMCHECKBOX 

· If an additional location closes or ceases operation, does your school ensure 
that all enrolled students are allowed to continue their degree? 
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 Action Plan Needed  FORMCHECKBOX 

If, during your review you find additional locations that have not been approved by your School Participation Team, immediately notify them and update your E-App (www.eligcert.ed.gov) 
Activity continues on the next page.

Part 2: Complete the exercise to ensure that all non-degree programs have been reported to the Department and approved for Title IV purposes.

	Name of Non-degree Program
	Non-degree Program approved on ECAR? Yes/No

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


Checklist:

Are all Non-Degree Programs listed above approved by the Department of Education and listed on your ECAR? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
  Action Plan Needed  FORMCHECKBOX 

· Have all Non-Degree Programs been approved by the required State & Accrediting Agency? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
  Action Plan Needed  FORMCHECKBOX 

· Is there a process to ensure additional Non-Degree Programs are eligible 
(are not beyond the scope of current approval)? 
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
  Action Plan Needed  FORMCHECKBOX 

· What process is in place for the office in charge of adding additional programs to notify the Financial Aid Office to ensure proper reporting and approval requirements?      
· Does your school have a process to notify your state and/or accrediting 
agency for approval of all Non-Degree Programs, as applicable? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 Action Plan Needed  FORMCHECKBOX 

· Is there a process to report all short-term programs (300​​​–599 clock hours) to your ED case team for approval? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 Action Plan Needed  FORMCHECKBOX 

If, during your review you find additional Non-Degree Programs that need to be reported to your 
School Participation Team, you may update your E-App (www.eligcert.ed.gov). 
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