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/ FEDERAL STUDENT AID

POLICIES AND PROCEDURES






	Procedure: Conflicting Data.

	This section is required 668.16(f).

Suggested information:

1. Identify person(s) responsible for coordinating both Federal and non-federal aid at 
your institution.

2. Provide procedure as to how Federal and non-Federal aid is identified and processed through the financial aid office.

3. Develop a process to coordinate all the information received by any institutional office that bears on a student’s eligibility or Title IV aid.

4. Develop a procedure to identify and resolve discrepancies in the information that the institution receives from different sources with respect to a student’s application for 
Title IV aid.

5. Identify all student aid applications, need analysis documents, Statements of Educational Purpose, Statements of Registration Status, and eligibility notification documents presented by or on behalf each aid applicant. Provide a description of all documents, including any copies of State and Federal income tax returns that are normally collected.

6. Include a description of how the institution verifies information received from the student 
or other sources.

7. Include procedures concerning the coordination of any other information normally available to the institution regarding a student’s citizenship, previous educational experience (NSLDS), documentation of the student’s social security number, or other factors relating to the student’s eligibility for Title IV.

8. Include procedures to refer to the Office of the Inspector General of the Department of Education investigation for any credible information indicating that an applicant for Title IV may have engaged in fraud or other criminal conduct. 

9. Include procedures to refer to the Office of the Inspector General of the Department of Education investigation for any credible information indicating that any employee, third-party servicer, or other agent of the school that acts in a capacity that involved the administration of the Title IV, HEA programs, or the receipts of funds under those programs may have engaged in fraud, misrepresentation, conversion or breach of fiduciary responsibility or other illegal conduct involving the Title IV, HEA programs.

You are also encouraged to complete the Conflicting Data Activity from the Verification Assessment and the Coordination of Aid Activity.




	Description of Policy and Procedure: 



	Offices that need to be involved:

	Lead Persons to Coordinate Policy and Procedure:

Name: ________________________            Name: ________________________


Title: __________________________
Title:  _________________________


Phone Number: _________________
Phone Number:  ________________



	Start Date (mm/dd/yy):





Anticipated Completion Date:

Actual Completion Date:



	Did you review and test the procedure for accuracy?



	Was the policies and procedures manual updated to reflect appropriate changes? Yes or No

1. If Yes, what section was updated?

2. Enter the date that the Policies and Procedures Manual was updated to reflect these changes:

3. Were staff members properly trained about new procedures? Yes or No

	We recommend that your school annually review your policies and procedures and revise accordingly. Remember, you must consistently follow all policies and procedures developed 
by your school.
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