[image: image1.jpg]START HERE:" "
GO FURTHER @ .::

/ FEDERAL STUDENT AID

POLICIES AND PROCEDURES






	Procedure: Federal Perkins Loan Processes.

	This section is required 674.10, 674.16, 674.19, 674.38, 674.42, 674.43, 674.45, 674.46, 674.52.

Required information:

Selection and Awarding of Students:
Selection procedures that are in writing, uniformly applied and maintained in the institution’s files.

Definition of exceptional financial need for the purpose of the priority to all 
students eligible under 34 CFR 674.9  but give priority to those students 
with exceptional need.

Perkins Master Promissory Note (MPN):

Electronic signature standards

Making changes to the MPN

Minimum monthly payment option

Perkins Loan Disclosure:

Establish procedures that explain a Perkins borrower’s rights and responsibilities for borrowing funds under the Federal Perkins Loan Program. These procedures must address all of the information in 674.16(a)(1) and (2) 

Fiscal Procedures and Records:

Procedures that outline and follow provisions for maintaining general fiscal records as outlined in 34 CFR 668.24(b) and 34 CFR 668.164.
Establish and maintain an internal control system of checks and balances 
that insures that no office can both authorize payments and disburse funds 
to students.
Identify how the school maintains funds received under Federal Perkins Loan 
in accordance with 668.163.

Establish and maintain program and fiscal records that are reconciled monthly.

A process to coordinate and submit a Fiscal Operations Report (FISAP) plus other information the secretary requires. A process to insure that the information reported is accurate and shall submit it on the form and at the time specified by the Secretary.

The process to insure the school follows the record retention and examination provision in 668.24.

Internal control system of checks and balances.

Identify how the school maintains funds received under the Federal Perkins Loan.

Process where Fiscal records are maintained and reconciled.

Process to coordinate FISAP.

Record Retention Process.




	Procedure: Federal Perkins Loan Processes.

	Deferment:

Process for handling and processing a student’s request for a deferment except as provided in 34 CFR 674.38(a)(2).

Process for reviewing continued eligibility of a deferment on an annual basis.

Contact with the borrower:

Process for disclosing the required information contained in 674.42(a) either shortly before the borrower ceases at least half-time study at the school or during the exit interview.

Process to ensure that Federal Perkins Exit Counseling is conducted in accordance with 674.42(b). 

Billing:

Billing procedures for all actions routinely performed to notify borrowers of payments due on their accounts, to remind borrowers when payments are overdue, and to demand payment of overdue amounts.

Provide process to address all billing procedures that include at least the steps outlined in 674.43.

Collection:
Collection procedures that address a more intensive effort, including litigation as described in 34 CFR 674.46  to recover amounts owed from defaulted borrowers who do not respond satisfactorily to the demands routinely made as part of the institution’s billing procedures.

Collection procedures that address when a borrower does not satisfactorily respond to the final demand letter or the following telephone contact made in accordance with 674.43(f), that the institution follows the requirements outlined in 674.45(1)(2)(3).

Litigation:

Litigation procedures if collection efforts described in 674.45  do not result in the repayment of a loan, the institution shall determine at least once every two years the guidance provided in 674.46.

Cancellation:

Procedures that outline how to qualify for a cancellation of a loan, a borrower shall submit to the institution to which the loan is owed, by the date that the institution establishes, both a written request for cancellation and any documentation required by the institution to demonstrate that the borrower meets the conditions for the cancellation requested.

Address requirements for cancellation in regard to Part-time employment, Cancellation of a defaulted loan, and Concurrent deferment period as outlined 
in 34 CFR 674.52.

You may want to consider completing the Campus-Based File Review to ensure compliance 
on an individual student level.




	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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