[image: image1.jpg]START HERE:
GO FURTHE

FEDERAL STUDENT AID’






Activity 1: Federal and Non-Federal Share

Use the following chart to check your calculations for Non-federal share and Level of Expenditure.

	Award Year: __________________________

Federal Perkins Loan ICC and FCC combined: 


__________________ X 25% = _________________ (minimum ICC required)

Amount of ICC for the award year per school records = _____________________________________




Did the school make the correct match for Perkins? 
Yes ____ No ____ Management Enhancement Needed ____

Level of Expenditure:

The level of expenditure (LOE) is the maximum dollar amount the ED allows a school to expend from the school’s loan fund in a given award year.  

	What was the school’s LOE for the award year according to the official notice of funding sent by the U.S. Department of Education?  _______________________

Amount of Federal Perkins Expenditures per school records: ___________________________________




Did the school expend the proper amount of funds according to the LOE? 
Yes____ No____ Management Enhancement Needed ____

If the school increased the LOE, did it receive proper approval through the Case Team?  
Yes____ No____ Management Enhancement Needed ____

If you do not know whom to contact for an increase in LOE, use the Technical Assistance Resources to locate your School Participation Team. 

Activity 2: Account Requirements Documentation

	Requirement
	Yes/No
	What is the Documentation?
	Office Located and/or Person(s) Accountable

	Your school can document that interest or income earned on fund proceeds is retained by the school as part of the Perkins Loan Fund.



	
	
	

	Your school can document that it has notified the bank that federal funds are deposited in the account (the school may satisfy this requirement by giving the account a name that clearly indicates that federal funds are deposited in the account).


	
	
	

	Your school can document that it deposits its ICC into its fund prior to or at the same time it deposits any FCC.



	
	
	

	Your school can document that it reports enrollment and loan status information or any Title IV loan-related information required by the Secretary by the deadline date established by the Secretary.


	
	
	

	Your school can document that it retains a record of disbursements for each loan made to a borrower on a Master Promissory Note (MPN).  This record shows the date and the amount of each disbursement.
	
	
	

	Your school can document that for loans signed electronically, it maintains an affidavit or certification regarding the creation and maintenance of the school’s electronic MPN or promissory note, including the school’s authentication and signature process.


	
	
	

	Your school can document that it retains disbursement and electronic authentication and signature records for each loan made using an MPN for at least three years from the date the loan is canceled, repaid, or otherwise satisfied.


	
	
	

	Your school can document that it retains repayment records, including cancelation and deferment requests for at least three years from the date on which a loan is assigned to the Secretary, canceled or repaid.


	
	
	

	Your school can document that if a promissory note is signed electronically; it is stored electronically and is retrievable in a coherent format. Your school can also document that an original electronically signed MPN is retained by the school for 3 years after all the loans made on the MPN are satisfied. 
	
	
	


Activity 3: File Review Worksheet

Randomly select Federal Perkins Loan files for an award year you would like to review.  We suggest a sample of at least 10 students who received Federal Perkins Loan funds. Use this worksheet to determine if Federal Perkins Loan requirements were followed for each student.

	Name of Student: _________________________________  
Award Year Reviewed: _____________________________

Federal Perkins Award Amount _________ EFC: _______ Unmet Need _______

Federal Perkins disbursed according to Financial Aid Office Records:  $ __________

Federal Perkins disbursed according to disbursement office Records:  $___________

Date Promissory Note signed: ___________  

Approved Note? (DCL CB-01-15; DCL CB-02-12; DCL CB-03-11; DCL CB-03-13; DCL CB-03-14; DCL CB-06-11) Yes____ No____  

Note Kept in Fireproof Container? Yes____ No____ 

Was loan advanced during each payment period? 674.16 Yes____ No____ 

If additional funds were advanced during payment period for uneven costs, is documentation on file? 
674.16(c) Yes____ No____

Date of Initial Loan Counseling: ____________


Student still enrolled? Yes____ No____ If No, date of Exit Counseling: _____________

Date(s) National Credit Bureau reporting 674.16(i) _____________

Was the Credit Bureau notified after each disbursement? Yes____ No_____




	Income Grid Information:*

Who keeps the backup documentation for the FISAP? _______________ 
(You may need to determine this before you can complete this portion of the worksheet.)

Amount of Total Income Per Income Grid for this student: ________________________

Amount of Total Income for this student per verified school records: ________________

Income information for this student reported correctly on FISAP? Yes____ No____




*We recommend that you check your back-up documentation to ensure that you reported the student’s Total Income correctly on the FISAP Grid for the students in this sample.
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