Reporting & Reconciling Activity #5

Reporting & Recordkeeping Exercise



Reporting & Recordkeeping exercise:  Locate a copy of your policies & procedures for Reporting & Recordkeeping.  Review your procedures to determine if the following requirements are addressed:
	Review
	Regulation
	Yes/No
	Comments

	Does your institution reconcile Title IV disbursement records (e.g., general ledger --journal of expenditures) to other data sources (e.g. authorization levels, FISAP, Student Payment Summary or LOC Report for FDSL Program)?
	
	
	

	Does your institution provide all program and fiscal reports and financial statements required for compliance with the General Provisions regulations and individual program regulations in a timely manner?  
	668.16(h)(3)(i)
	
	

	Does your institution adhere to the record retention and examination requirements that apply to the Title IV programs?


	668.24 ; Public Law 103-382; The Bluebook, June 2001, pages 2-52 through 2-64, 2003-04 FSA Handbook, Institutional & Program Eligibility, Chapter 8; 2002-03 FSA Handbook, Institutional & Program Eligibility, Chapter 8 
	
	

	Does your institution retain FISAP records for 3 years after the end of the award year in which the FISAP was submitted?

	 668.24; 2003-04 FSA Handbook, Institutional & Program Eligibility, page 2-273; 2002-03 FSA Handbook, Institutional & Program Eligibility, page 2-255 
	
	

	Review
	Regulation
	Yes/No
	Comments

	Does your institution have procedures to ensure that the FISAP (Part 2, Section E) is completed accurately?  


	
	
	

	If your institution maintains Title IV records electronically, are the records retrievable in coherent hard copy or other acceptable format?   
	668.24; 2003-04 FSA Handbook, Institutional & Program Eligibility, page 2-274; 2002-03 FSA Handbook, Institutional  & Program Eligibility, pages 2-256 through 2-257
	
	

	Does your institution maintain SARs/ISIRs in the format in which the school received it? (The SAR may be imaged).
	668.24, 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-275 through 2-276; 2002-03 FSA Handbook, Institutional & Program Eligibility, page 2-258; The Bluebook, June 2001, page 2-62 
	
	

	Does your institution’s system facilitate the timely filing of all required program reports/changes (e.g., EDCAPS/GAPS and Campus-based FISAP) and required audits and financial statements?   


	
	
	

	If an anticipated Federal Pell Grant payment that was reported to RFMS is not made, or a disbursement reported as being made is reduced, is the change reported to RFMS by resubmitting Processed Payment Data within 30 calendar days of the date you became aware of the need to make the adjustment?  
	
	
	

	Review
	Regulation
	Yes/No
	Comments

	What office on your campus is responsible for updating the information contained on your SSCR to ensure that accurate information on student status is reported for all borrowers to ED or the appropriate guaranty agency?
	
	
	

	Is the information updated and reported as required in regulations posted to the right? 

(Note:  At many schools, the responsible office would be the Registrar since that office is the official keeper of the student's registration and current status.  If the Financial Aid Office is the responsible office for SSCR Reporting on your campus, you may want to consider coordinating with your Registrars office in order to report the most accurate and up to date information) 
	682.610; 685.309; 2003-04 FSA Handbook, Direct Loan & FFEL, pages 8-67 through 8-68; 2002-03 FSA Handbook, Direct Loan & FFEL, pages 8-61 through 8-62
	
	


If your school found deficiencies in any areas above, please complete the Management Enhancement Worksheet to explain the school's plan to correct the problems noted.
