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FSA Verification Assessment



	INTRODUCTION:  Verification helps ensure that federal student aid is awarded to the right students in the correct amount.  Likewise, institutions will also benefit when federal financial forms are completed accurately.   We can work together to ensure we meet the intent of the verification regulations.

Some questions that you should ask yourself:  

· Does your school meet the verification requirements as outlined in Subpart E – Verification of Student Aid Application Information (668.51 through 668.61)?
· Are your policies and procedures written and up to date? 

· Have you evaluated your policies and procedures to ensure that they are being fully implemented? 

· Have you tested student files to confirm that verification is being done accurately? 

· Have you ever had or would you like the opportunity to analyze what impact verification has on your students and the aid they received?

Review the following to ensure your verification processes are in compliance and to determine how well your verification process is working:

· Written verification policies and procedures for:

· Notification to students

· Student deadlines

· Updating information

· Selection of applications for verification  

· Interim disbursement

· Recovery of funds

· Verification requirements

· Required documentation

· Verification outcomes

Hyperlinks to regulations are provided throughout this module.  It is also recommended that you review the Student Aid Handbook for more detailed information regarding verification requirements. The continuous improvement symbol  [image: image1.wmf]  signifies a continuous improvement cycle and will prompt you to complete a checklist to review your policies and procedures. The Test your Knowledge symbol [image: image2.wmf] provides you with several exercises to test your knowledge and policies and procedures. [image: image3.wmf] The symbol provides community questions & answers received by institutions and answered by the Department of Education.

In this assessment you will evaluate your procedures regarding verification. You will be encouraged to complete several exercises. We ask that you pull out your verification policies and procedures so that you can evaluate them.  If you have not already done so, we recommend that you date your policies and procedures so you can determine when they were last updated. Specific instructions will be included in each exercise.



	Title: Written Verification Policies & Procedures  
	Results of Assessment

	Policies and Procedures

NOTIFICATION TO STUDENTS &

STUDENT DEADLINES

Regulation:  34 CFR 668.53
Related Resource Link: 2002-03 FSA Handbook, Application & Verification Guide (AVG), Chapter 3, 2001-02 SFA Handbook, AVG, Chapter 3  

Getting Started:

Select this link to view Verification Regulations at a Glance. Use this document as a quick reference guide, as a training tool in your office or when designing or updating your policies and procedures.  Remember to provide the date you last updated your policies and procedures. We recommend that you read the federal regulations by linking to Subpart E-Verification of Student Aid Application Information (668.51 through 668.61).

Institutions are required to establish written policies and procedures for verifying information contained in the student aid application.  Applicants have a responsibility to meet specified verification deadlines. We require that a school has written policies on the following verification issues:


· Deadlines for students to submit documentation and consequences of the failure to meet those deadlines.

· Method of notifying students of award changes resulting from verification.

· Correction procedures for students.

· Means of publicizing requirements and procedures.

· Standard procedures for referring overpayment cases to the Department. 


	We encourage the school to complete the exercises outlined in this column.   If you find that the requirement is not met or further action is needed, we encourage you to complete a Management Enhancement Worksheet, which can be found at the end of each assessment.

Getting Started:

As you begin to evaluate your policies and procedures, you may want to consider working with other offices that may either have a direct impact on the process or provide information to assist you in your efforts. 

Suggested Offices: Financial Office, Admissions, Systems/Computer, Registrar, Veterans, Fiscal or Publication Office.

[image: image4.wmf] Test your Knowledge

Activity 1: Verification checklist and activity worksheet
Activity 2: Policies and procedures exercise

[image: image5.wmf] Community Questions & Answers

· Deadlines



	Title: Written Verification Policies & Procedures  (Continued)
	Results of Assessment

	In addition, a school must give each applicant a written account of the following:

· Documentation requirements. A clear explanation of the documentation needed to satisfy the verification requirements.

· Student responsibilities. An explanation of the student’s responsibilities to complete all required actions, the consequences of missing deadlines, and the required correction procedures.

· Notification methods. The means by which the school will notify a student if his or her award changes as a result of verification, and the time frame for such notification.

Participating Quality Assurance institutions should go to the QA Program Website Requirements Section for further guidance on verification requirements. A participating Quality Assurance school is defined as a school who has applied to the program and been accepted and has signed an amended program participation agreement.

SELECTION OF APPLICATIONS FOR VERIFICATION

Regulation:  34 CFR 668.54 

Related Resource Link:  2002-03 FSA Handbook, AVG, pages 38-39,  2001-02 SFA Handbook, AVG, PAGES 40-41
INSTITUTIONAL (Discretionary) VERIFICATION SELECTION CRITERIA

The department only requires that a portion of the FAFSA filers, as selected by the Central Processing System (CPS), at your school be verified.  However, under the FSA program rules you have the authority to select additional aid applicants for verification.


	We encourage the school to complete the exercises outlined in this column.   If you find that the requirement is not met or further action is needed, we encourage you to complete a management enhancement worksheet, which can be found at the end of each assessment.

[image: image6.wmf] Test your Knowledge


Activity 3:  Applicants selected for verification exercise

Activity 4:  30% applicant selection process exercise

Activity 5:  Review your policies & procedures

Activity 6:  Discretionary verification - file review exercise
[image: image7.wmf] Community Questions & Answers
· Selection of applicants


	Title: Written Verification Policies & Procedures (Continued)
	Results of Assessment

	If more than 30% of the school’s aid applicants have been selected by the CPS for verification, the school may choose to verify all those selected, but ED does not require it. Instead, the institution can cease verifying once 30% of its aid applicants have been verified.   NOTE:  Applications a school selects, including those with conflicting information, do not count toward the 30% requirement. The Department of Education does not define the term “total applicants”. Each school must develop its own definition for this item. Regardless of how you define “total applicants”, you are responsible for consistently applying policies and procedures according to that definition.   

If the total number of CPS-selected aid applicants is less than 30% of the school’s application pool, the school must verify all applications selected plus any applications that the school selected.
Should a school determine to verify students not selected by the CPS and to choose ISIR items not required by the CPS, the school needs to provide this information in its policies and procedures and ensure it is consistently applied. 

EXCLUSIONS FROM VERIFICATION

Under certain circumstances, selected students may be exempt from verification or from some of the verification requirements.  A school needs to identify and document in the aid folder why such students are not required to complete verification.  2002-03 FSA Handbook, AVG, pages 39-41, 2001-02 SFA Handbook, AVG, pages 42-43

	


	Title: Written Verification Policies & Procedures (Continued)
	Results of Assessment

	A student is exempt from having his or her application verified if the student dies (34 CFR 668.54 (b)(1)).  Unless the institution has reason to believe that the information provided is incorrect, it need not verify the following applicants (34 CFR 668.54(b)(2)(i):

· Incarcerated students;
· Recent immigrants – for 2003-2004 award year, a selected application does not have to be verified if the student is an immigrant who arrived in the United States during calendar years 2003-04.
· Those who completed verification at a previously attended school during the same award year and obtained a letter (34 CFR 668.54(b)(2)(viii) from the previous institution stating that it had verified the applicant’s information, giving the transaction number of the verified application and, if relevant, the provision used in 34 CFR 668.59 for not recalculating the applicant’s EFC. 

· Pacific Island residents.  This means the student must be a citizen of Guam, American Samoa, the Commonwealth of the Northern Mariana Islands, the Marshall Islands, the Federated States of Micronesia, or the Republic of Palau.

· Those who won’t be receiving Title IV aid.

· Spouses (for a married independent student) or parents (for a dependent student) who are unavailable or unable (34 CFR 668.54(b)(3) to supply data (see 2002-03 FSA Handbook, AVG, page 40 and 2001-02 SFA Handbook, page 42 for further guidance on what unavailable means).

· Students attending a participating Quality Assurance school (HEA 487A) who are not selected by the school.
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Continuous Improvement – Checklist - Review Policy and Procedures

· Does the school make a notation in the student record if a student meets one of the exclusions and the school is not required to complete verification? _____YES _____NO

· What is your written policy?    _______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________


	Title: Written Verification Policies & Procedures (Continued)
	Results of Assessment

	CPS-selected verification is required for the following programs:
· Federal Pell Grant Program

· Subsidized Federal Direct/Stafford Loan Programs 

· Campus-based Programs

CPS-selected verification is NOT required for the following programs:
· Leveraging Educational Assistance Partnership (LEAP) Program unless the school is certain that applicant’s state grant contains federal funds.

· Unsubsidized Federal Direct/Stafford Loan Program

· Federal Family Education Loans certified for enrollment at eligible foreign schools

· Federal Direct PLUS/Federal PLUS Loan Programs

· Robert C. Byrd Honors Scholarship Program

· Quality Assurance Program

RESOLVING CONFLICTING DATA 

2002-03 FSA Handbook, AVG, page 64, 2001-02 SFA Handbook, AVG, page 68, 668.54(a)(3)
It is the responsibility of the institution to resolve conflicting information regardless of whether or not the applicant was selected for verification.  If an institution has reason to believe that any information on the application used to calculate the EFC is inaccurate, the institution shall require the applicant to provide adequate documentation to resolve the conflict. 

A school must have an adequate internal system to identify conflicting information that it may have regardless of the source, such as information from the admissions office as to whether the student has a high school diploma or information from other offices regarding academic progress, enrollment status or work-study earned.
	[image: image9.wmf]
Continuous Improvement – Complete the following Questions regarding Conflicting Data.

Resolution of Conflicting Data

· What is your institution’s policy regarding documentation that is received by the institution and that was not requested? 
_______________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________




	Title: Written Verification Policies & Procedures (Continued)
	Results of Assessment

	Also, if a school receives an IRS 1040 document or any additional documentation on a student who applied for aid and was not selected for verification, the school is required to review the document and determine if there is conflicting data. If so, the school must correct the conflicting data and recalculate the student’s need. A school must resolve any discrepancies before disbursing federal student aid. If the school discovers discrepancies after disbursing federal student aid, that school must reconcile the conflicting information and require the student to repay any aid for which he or she was ineligible unless the student is no longer enrolled for the award year.

UPDATING INFORMATION

Regulations:  34 CFR 668.55
Related links: 2001-02 SFA Handbook, AVG, pages 63-64, 2002-03 FSA Handbook, AVG, pages 59-60
Whether or not a student is selected for verification, the dependency status can be updated if changes for reasons other than marriage.  Other items must be updated only if they did not change because of marriage and if the student was selected for verification.  These items are:  

(1) Household size;

(2) Number in college; 

(3) Dependency status

It is not necessary for the institution to adjust the Title IV financial aid if the updated information did not cause an overaward.  If the updated information reflects a change in the applicant’s dependency status and the institution previously certified on either a Federal Stafford Loan or Direct subsidized loan you shall not update the loan application to reflect the change in dependency status.  


	· What is the institution’s policy regarding the resolution of conflicting data?  

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

[image: image10.wmf] Community Questions & Answers

· Conflicting data
[image: image11.wmf] Test your Knowledge

Activity 7:  Updating information exercise


	Title: Written Verification Policies & Procedures (Continued)
	Results of Assessment

	An institution need not require an applicant to verify the information contained in his or her application in an award year if the applicant meets all of the following criteria:

(1) The applicant previously submitted an application for assistance for that award year,

(2) The applicant updated and verified the information contained in that application, and 

(3) No change in the information to be updated has taken place since the last update.

If as a result of a change in the applicant’s marital status, the number of family members in the applicant’s household, the number of those household members attending post secondary institutions, or the applicant’s dependency status changes, the applicant shall not update those factors or that status.

ITEMS TO BE VERIFIED and ACCEPTABLE DOCUMENATION

Regulations:  34 CFR 668.56 and 34 CFR 668.57
Related links: 2002-03 FSA Handbook, AVG, pages 41-50, 2001-02 SFA Handbook, AVG, pages 44-52
Verification of student aid application information helps ensure program integrity in the Title IV aid programs.  It helps us manage the programs effectively and helps minimize fraud, abuse, and waste of federal tax dollars. It helps us minimize the number of occurrence of overawards and underawards.


	[image: image12.wmf] Community Questions & Answers

· Updating
[image: image13.wmf]Test your Knowledge

Activity 8:  Case studies scenario
Recommend linking to the Items to be verified & acceptable documentation chart when completing the case studies.

Activity 9:  File Review Exercise
When completing the file review, we recommend linking to the 

Dependent verification worksheet

Independent verification worksheet
FAFSA for Award Years 1999-2000 through 2003-04
2001-02 IRS FORMS: IRS 1040, IRS 1040A, IRS 1040EZ, IRS Form 2555 (Foreign Earned Income), IRS Form 2555EZ (Foreign Earned Income Exclusions) and IRS Form 4136 (Credit For Federal Tax Paid on Fuels) 

2002-03 IRS FORMS: IRS 1040, IRS 1040A, IRS 1040EZ, IRS Form 2555 (Foreign Earned Income), IRS Form 2555EZ and IRS Form 4136 (Credit For Federal Tax Paid on Fuels)

2003-04 IRS FORMS: IRS 1040, IRS 1040A, IRS 1040EZ, IRS Form 2555 (Foreign Income Earned), IRS Form 2555EZ and IRS Form 4136 Credit for federal tax paid on fuels
Verification ISIR/1040 Comparison charts: 2001-02, 2002-03 and 2003-04


	Title: Written Verification Policies & Procedures (Continued)
	Results of Assessment

	Items to be verified:

1. Household size

2. Number in college

3. Adjusted Gross Income (AGI)

4. U.S. Taxes Paid

5. Certain types of untaxed income and benefits:

· Social Security Benefits

· Child Support

· IRA/KEOGH deductions

· Foreign income exclusion

· Earned income credit

· Interest on tax-free bonds

Link to the following chart that provides items to be verified and acceptable documentation required. This information is helpful when reviewing files or can be used as a training tool.

Interim Disbursements

Regulation: 34CFR 668.58, 2002-03 FSA Handbook, AVG, pages 50-51,  2001-02 SFA Handbook, AVG, pages  53-55
As long as a school has no reason to believe the application information is inaccurate, a school can make an interim disbursement before verification is complete. A school is liable for an interim disbursement if verification shows that the student received an overpayment, or if the student fails to complete verification. A school may withhold aid until verification is completed, or there is no evidence of inaccurate data before verification is completed, a school can:

· Make one interim disbursement of Federal Pell Grant, FSEOG or Federal Perkins Loan Funds.

· Employ the student under the Federal Work-Study Program for up to 60 consecutive days.
	When reviewing the files make sure that all required worksheet sections are completed and appropriately signed and all required documents attached.
The Verification Worksheets are provided in the Federal Student Aid Handbook. They are not required but are available for a school to use as verification documentation. If a school requires students to complete verification worksheets, the school must provide the appropriate (dependent or independent) worksheets. The information should remind students that they must submit verification documents, including copies of the relevant income tax returns and alternative documents, to the financial aid office, not to the Department of Education.  
[image: image14.wmf] Community Questions & Answers

· Items to be verified
· Documentation
[image: image15.wmf]   Test your knowledge

Activity 10:  Interim disbursement, pages 1 & 2

Activity 11:  Checklist on interim disbursement requirements, pages 3 & 4



	Title: Written Verification Policies & Procedures (Continued)
	Results of Assessment

	· Begin processing the student’s subsidized Federal Stafford Loan application, but not make any disbursements (for the Direct Loan Program) or deliver loan funds (for the FFEL Program).

· If the school receives Federal Stafford Loan or Direct Loan Proceeds in an amount that exceeds a student’s need for the loan based upon the verified information and reducing subsequent disbursements for the applicable loan period can eliminate the excess funds, the school shall process the proceeds and advise the lender to reduce the subsequent disbursement.  However, if the excess funds cannot be eliminated in a subsequent disbursement for the applicable loan period, the school shall return the excess loan proceeds to the lender.

If the school decides to make aid payments before performing verification, the school is liable for any payments made to a student selected for verification who doesn’t complete the process.

CONSEQUENCES OF A CHANGE IN APPLICATION INFORMATION

Regulation: 668.59 

The regulations require resubmission of the ISIR/SAR if:

· The school recalculates the applicant’s EFC and determines that the applicant’s EFC changes and that change in the EFC changes the student’s eligibility for Federal Pell Grant funds;

· The school does not recalculate the applicant’s EFC using Needs Analysis software

· A school need not require an applicant to resubmit his/her application or to adjust the Federal Pell Grant, campus-based award or Federal Stafford loan if:

· There are no errors in non-dollar items such as household size used to calculate the EFC;
	[image: image16.wmf] Continuous Improvement
· When information changes on a student’s application, does the school require the applicant to resubmit his/her information to the central processor?  

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________



	Title: Written Verification Policies & Procedures (Continued)
	Results of Assessment

	· No errors in dollar amounts in excess of $400.   If the net difference between the original and correct data is more than $400, the information must be corrected.  To calculate the net difference, first add the original (uncorrected) AGI and untaxed income amounts. From that amount, subtract the original U.S. income tax paid to get the uncorrected total.  Then, add the correct AGI and untaxed income amounts and subtract from that total the correct U.S. income tax paid to get the corrected total.  Compare the uncorrected and corrected totals to get the net difference.
If because of verification the applicant’s Pell grant increases, the school may award the original, lower Pell grant if the student doesn’t resubmit his or her data.  If the data is resubmitted, the school shall calculate the Pell grant based on the corrected ISIR/SAR.  Because it is to the advantage of the student and the school, schools usually resubmit the corrected data so they can award the student the higher grant.

If a recalculation of an applicant’s EFC is required and the new EFC results in an overaward of Pell or campus-based funds or decreases the applicant’s recommended loan amount, the school must adjust the applicant’s financial aid package to reflect the new EFC. 

Note:  If an applicant has received funds based on information that may be incorrect and the school has made a reasonable effort to resolve the alleged discrepancy but cannot do so, the school shall forward the applicant’s name, social security number, and other relevant information to the Secretary.


	Does the school policy have a process to ensure:


· Proper verification status codes are used when submitting Federal Pell Grant for payment. 2002-03 FSA Handbook, AVG, page 51-52.

· Students who receive funds based on information of suspected fraud, waste, or abuse are reported to the Department of Education. 

· That if a reprocessed SAR or ISIR is received after the student is no longer enrolled, but during the 90-day extension, the school shall pay on the lower of the original or reprocessed Pell eligibility. 

· That if a student remains enrolled, a consistent policy is established and applied to either pay a student’s Federal Pell on the original EFC when verification shows increased eligibility or to reprocess the ISIR and pay on the increased Federal Pell Grant award.

· Does the school require reprocessing of corrected data when errors are outside the allowable tolerance or when recalculation shows that the award would decrease, for Pell Grant recipients.

Status Codes Exercise – S Code

· A school should review the Pell payments prior to 2002-03 that were coded with a status code “S”.  Remember, status code “S” means Selected but not verified.  Was the Pell coded correctly? Was there a rationale to use the status code “S”?  This exercise is not applicable to Quality Assurance Institutions. 2002-03 FSA Handbook, AVG, page 52, 2001-02 SFA Handbook, AVG, Page 56.  In the 02-03 award year, the S code was removed as a processing option.  However, in the 02-03 award year it was reinstated.
[image: image17.wmf] Community Questions & Answers

· Verification tolerances



	Title: Written Verification Policies & Procedures (Continued)
	Results of Assessment

	DEADLINES FOR SUBMITTING DOCUMENTATION AND THE CONSEQUENCES OF FAILING TO PROVIDE DOCUMENTION

Regulations:  34 CFR 668.60
Related links:  2002-03 FSA Handbook, AVG, pages 51-52, 2001-02 SFA Handbook, AVG, pages 54-55
A Pell applicant selected for verification must complete the process within deadlines published in the Federal Register.  The 2002-03 deadline is September 2, 2003 or no later than 90 days after the last day of the student’s enrollment, whichever is earlier.

For Pell Grants, verification is complete when the student has corrected any errors or has shown that the information is correct. In addition to all verifying documentation (668.57) a school must also have on file the final and valid ISIR or SAR, showing the official EFC. If the student does not complete verification by the deadline, he or she forfeits the Pell for the award year, so the school must repay any funds already disbursed.

Campus-based and Stafford loan applicants must complete verification within the deadlines established by the institutional aid office. For these programs, the student has completed verification when he or she has submitted all requested documentation to the school. A school must also have on file an output document that shows the student’s application data were processed through the CPS at least once. The output document need not be final or signed by the student. 

Under the Campus-based and Stafford Loan programs, if a student fails to provide the required documentation by the deadline a school must not 668.60(b)(1)(i):

· Disburse additional FSEOG or Federal Perkins Loan funds to the student (funds already disbursed must be repaid by the school).

· Continue the student’s employment in an FWS job,
	[image: image18.wmf]Continuous Improvement

· Do the school’s policies and procedures include appropriate deadlines for the Pell Grant, Campus-Based, and Federal Direct and Stafford Loan Programs? 

· What are the required deadlines:
Pell Grant_________________________________

Campus-Based Programs_____________________

Federal Direct/Stafford Loan__________________

· For Campus-Based or Direct/Stafford Loan, what output document does the school have on file that shows the student’s application data were processed through the CPS at least once?_____________________________________________
· What systems does the school have in place to ensure that if a student fails to provide the required documentation by the deadline, additional aid is not disbursed and funds already disbursed are repaid by the school?
___________________________________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________




	Title: Written Verification Policies & Procedures (Continued)
	Results of Assessment

	· Certify a Federal Stafford Loan application or originate a Federal Direct Loan for the student, or

· Disburse Federal Stafford Loan funds to the student.

A school may not withhold any Federal Stafford Loan proceeds from an applicant for more than 45 days. If the student doesn’t complete verification within the 45-day period, the school shall return the Federal Stafford loan proceeds to the lender or the Direct Loan proceeds to the Servicer.

If an applicant selected for verification for an award year dies before the deadline for completing the verification process without completing the process, and the deadline is in the subsequent award year, the school may not –

· Make any further disbursements on behalf of the applicant;

· Certify that applicant’s Federal Stafford Loan application, originate that applicant’s Direct Subsidized Loan, or process the applicant’s Federal Stafford Loan or Direct Subsidized Loan proceeds,

· Consider any funds it disbursed to the student under 668.58(a)(2) as an overpayment.


	[image: image19.wmf] Community Questions & Answers

· Deadlines



	Title: Written Verification Policies & Procedures (Continued)
	Results of Assessment

	Recovery of funds

Regulation:  34 CFR 668.61
Related Resource Link:  34 CFR 668.9(a)(2)  DCL GEN 98-14 July 1998, 2002-03 FSA Handbook, Student Eligibility, Chapter 8, pages 1-125 through 1-131,  2001-02 SFA Handbook, Student Eligibility, Chapter 8, pages 1-127 through 1-131
If a school discovers as a result of the verification process that an applicant received under 34 CFR 668.58(a)(2)(ii)(A), more financial aid than the applicant was eligible to receive, the school shall eliminate the overpayment.  Please note that Federal Pell Grants are never adjusted to take into account other aid. In other words, a student keeps the Pell for which they are entitled and other aid must be reduced or eliminated to correct the overaward.    
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Continuous Improvement – Complete the following checklist to review your policies and procedures in regard to interim disbursement.
Checklist: Recovery of Funds

· Does the school adjust subsequent financial aid payments in the award year in which the overpayment occurred; or 

· If an overpayment occurred, does the school reimburse the appropriate program account (s)  YES___ NO___

· Is the restitution made by the earlier of the end of the award year or 60 days after the applicant’s last day of attendance?  ___ YES  ____NO

· If NO, does the school require the student to repay the overpayment?  YES___  NO___

· If YES, does the school enter this information into NSLDS?  ___YES  ___NO

· If upon verification the applicant is eligible for less than the full amount of FFEL or Federal Direct Loan, does the school notify the lender or escrow agent to adjust subsequent disbursements?  YES______ NO___

· If the excess funds can’t be eliminated in subsequent disbursements for the applicable loan periods, does the school return the excess?  YES___ NO___

· Does the school notify the student when an overpayment is created?  ___YES ___NO

· Does the notification to students in regard to overpayments include the type and the amount of overpayment and the student’s option to either repay in full or establish a repayment plan satisfactory to the school or make a repayment arrangement with the Department?  YES____  NO____


	Title: Written Verification Policies & Procedures (Continued)
	Results of Assessment

	
	· Does the school report overpayment(s) or change(s) to previously submitted information to NSLDS within 30 days of the date the school learned of the overpayment(s) or change(s)?  ___ YES ___NO

· Has the school tried, but not succeeded in, collecting either a Pell or FSEOG overpayment of at least $25 using the Department’s Debt Collection Service?  YES___ NO___ 

[image: image21.wmf] Community Questions & Answers 

· Recovery of Funds




	Title: Verification Outcomes 
	Results of Assessment

	This section provides an introduction to the Quality Analysis Tool (in 2003-04 the name will change to ISIR Analysis Tool).  The tool can help a school analyze the effectiveness of its institutional verification procedures and determine if an institutions verification procedures are producing desired outcomes.   Through the use of importing ISIR records into the tool, an institution can learn how well the CPS edits and institutional selection criteria are selecting applicants most likely to make changes to ISIR information, which ultimately can impact the EFC.  

To use the tool, follow the steps below to install and set up the software.

· Download the ISIR Analysis Tool Software from http://sfadownload.ed.gov/
· Review the on-line installation guide and desk reference manual for the ISIR Analysis Tool, available on http://sfadownload.ed.gov/softqat0203.htm
· Review ISIR Guidance on the QA Program website 

To run the field change report with corrected field counts:

· Click FILE, Print on the menu bar.

· In the Print Dialog window, choose Field Change Report with Corrected Field counts in the report box.

· Make sure Multiple is selected to the right of the report title

· In the Options box, choose the Selected Field Code associated with the ISIR data you wish to examine.

· In the Dependency Status box select dependent or independent, or you can use the default of D or I select cases of either dependency status.

· Choose where you want to send the report: Printer, File, or  Screen.

· Click OK to print.

Directions continued on next page.
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ISIR Analysis Activities

Does the school have a system in place to determine if verification procedures are selecting the right students and most problematic data elements?

_____ YES     _____ NO

If NO, then further analysis on the type and source of corrections is warranted.  Use the Tool to produce the Field Change Report.    The report will show which FAFSA items changed the most and the impact on Pell Grant eligibility.

· This report should help a school understand its applicant population and what impact verification has on applicants selected by the CPS as well as institutional verification criteria.  
Activity -Taking the Quality Analysis Tool for a Test Drive. Select this activity to obtain step-by-step instruction on running the reports listed in this section.
Learning Scenario I – This scenario is based on real information from a school currently participating in the Title IV programs.  

· Pat-Bryan University is a 4 - year private institution that verifies only the CPS-selected applicants.  Currently that represents approximately 25 percent of your applicant population of 800 students.  In the past your school verified 100 percent of all applicants, but due to staffing and resource constraints a decision was made to verify only those selected by the CPS.  This change resulted in a large increase in awarding of institutional funds.  
Learning Scenario I continued on next page.


	Title: Verification Outcomes (Continued)
	Results of Assessment

	· Click OK in the Print window to generate the report.

· Review the Field Change Report with Corrected Field Counts, and determine which fields have the most corrections.

To run the Field Range Report with Corrected Field Counts”

· First identify the ISIR field you want to analyze.

· Think about the appropriate range and increment for the ISIR field to analyze.  For reports using income items use categories thousands of dollars wide.  As a general rule, the minimum and the maximum should be set to include the typical range of applicant responses.  The increment should be set so as to divide the range of values into 3 to 10 groups.

· Log into the ISIR Analysis Tool

· Select Tools/Custom Format/Field Increment 
· Press the Add button

· Specify a code and description in the corresponding boxes

· Select the field to base the ranges on

· Enter a Minimum, Maximum, and the Increment to indicate the range to begin and end and how wide a range of values to include in each grouping.

· Press the Save button

· Press the OK button

· Select File/Print 
· Select Field Range Report with Corrected Field Counts
· Make sure “Multiple is selected to the right of the report title

· In the Options box, choose, the Field Increment Code associated with the ISIR data to examine.

· Choose the report description: Printer, File, or  Screen.

· Click OK in the Print window to generate the report.


	Your president has come to you with two concerns:  he would like for you to determine which applicants could be included in your institutional verification that are most likely to misreport information that impacts the EFC, in addition, he would like your office to find ways to enhance consumer information to avoid misreporting and the number of corrections made to applicant data.  In order to address the president’s concern, financial aid office staff used the ISIR Analysis Tool to run a series of reports.  The first report, the Field Change Report, helped the school start the process of analyzing ISIR information.
· Let’s review the Field Change Report for Pat-Bryan University. 
This report lists fields that affect the EFC and displays the number of corrections made to those fields with a corresponding percentage of the total number of corrections.  It also shows the number of records for which the EFC increased, decreased, or remained unchanged due to a change to the field as well as the corresponding percentages for the field.

Some observations about the Field Change Report :

1. Parents’ Adjusted Gross Income had 67 corrections made that caused the EFC to increase, and 52 corrections made that caused the EFC to decrease.
2. Parents’ U.S. Income Tax Paid had 74 corrections made that caused the EFC to increase, and 51 corrections made that caused the EFC to decrease.

3. The sum of Parents’ Worksheets A, B, and C had 69 corrections made that caused the EFC to increase and 46 corrections that caused the EFC to decrease.

A question to ask?  What applicants are making these corrections?  
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	The Field Range Report with Corrected Field Counts displays the information about the propensity to change ISIR information and the impact of these changes on the EFC.

To run the List-EFC Change by Student Report:

Determine if the scope of the analysis will be restricted to a desired subset of applicants. (In Learning Scenario 2, three queries were used to determine the impact that Worksheets A, B, and C had on the EFC).  To do so, develop a query.  A query is simply a logical condition that is applied to the population of records in the ISIR Analysis Tool database.  Records that meet the logical condition will be included in the output of a selected report.

For additional help with the Query function select Help/How do I…?/Create a Query within the ISIR Analysis Tool or review the Query Guidance on the QA Program Website.
Once the queries are developed follow the steps below to run the List-EFC Change by Student Report:

· Log into the ISIR Analysis Tool
· Select File/Print or press the Print Icon on the toolbar
· In the Print Dialog window choose “List – EFC Change by Student report in the Report Box
· Make sure Multiple is selected to the right of the report title
· In the Options box, choose the code associated with the ISIR element to examine.  
· In order to limit the analysis to only one kind of ISIR change, press the Selection Criteria button on the bottom left corner of the Print window.
· Once in the Selection Criteria window, select the (…) button next to the Query Title box.  This opens the Query Grid.  Select the query by clicking the box next to the query title.
	To find the answer, run a Field Range Report with Corrected Field Counts to pinpoint specific data elements and patterns within field ranges.  The report reflects Parents AGI in field increments of $10,000.

Impact on Verification Outcomes:

Financial aid staff at Pat-Bryan University decided to continue with CPS edits, however they will also increase institutional verification for the upcoming award year by focusing on sophomores with parental AGI within the income ranges of $30-60k.  Dependent students will be the focus since the independent applicant population is relatively low in number. 

The financial aid office felt that the increase in workload would be of value because data analysis identified areas that could be targeted for improved verification.  They will compare this year’s results with the next release of the ISIR Analysis Tool to see what impact the changes have made. 

Learning Scenario 2 – Untaxed Income Reported on Worksheets A, B, and C

Financial aid staff at Pat-Bryan University determined by reviewing the Field Change Report that approximately 15 percent of the applicant population had changes to untaxed income.   In order to identify the impact that changes made to untaxed income had on an applicant’s EFC, the school ran the List-EFC Change by Student Report to analyze changes to untaxed income.  Review the List-EFC Change by Student Report for Worksheets A B and C.   Use the report to answer the following questions:
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	· Select OK in the Selection Criteria window
· Choose the report destination: Printer, File, or Screen.

· Click OK in the Print window to generate the report.
	Which source of untaxed income had the greatest impact on the EFC?

_____________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

How could the school change its consumer information to improve untaxed income information provided by applicants?

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

Verification Outcome Impact:  Pat-Bryan University currently doesn’t provide additional guidance on Worksheets A, B, or C. The school may want to consider the following options:

· Run the Transaction Comparison Report on all students who had a change in either Worksheet A, B, or C, and the report will provide a snapshot for each student who had a change in this ISIR field. This information could be used as a counseling tool to students.   A report will be generated for each student, and it could be sent to students as part of their renewal application. A letter could accompany the student report to assist the student in the completion of their FAFSA for the following year. See attached draft letter.

· Design a worksheet that provides a W-2 form, and circle the areas that are required to be reported as untaxed income on the FAFSA. Indicate the lines on the FAFSA where this income should be reported.

· Pull a random sample of all students who made changes to worksheets A, B, or C. Review each record to determine if there is a pattern in what is being misreported. A school could then revise their consumer information to address the areas being often misreported.


	Now that you have completed the Verification FSA Assessment and have noted the results of each area in the Question/Comment Section, answer the last question in this assessment. 

· Has the school verified that it meets ALL verification requirements? 

· Has the school been able to determine how well the CPS Edits are working?

· What are the CPS edits telling the school about its student population? 

· Are there any good practices that the school would like to identify as effective practices?  If so, complete an Effective Practice Form for each effective practice noted.

· For each verification criterion that the school has noted a need for improvement in your policies and procedures, please complete a Management Enhancement Worksheet for each improvement needed.

· Need for technical assistance?  Please contact our FSA Customer Service Call Center (at 1-800-433-7327) or by email at fsa.customer.support@ed.gov, or contact a regional training officer or institutional improvement specialist by using the Technical Assistance Resources.
Related Modules: You may also find it helpful to complete the Student Eligibility Module.
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