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	Procedure: Verification.

	This section is required 668.75.

Required information:

1. Your school must have written policies and procedures on the following verification issues:

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

· A method of notifying students of award changes due to verification

· Required correction procedures for students, and

· Standard procedures for referring overpayment cases to the Department 668(g)
2. Additionally, you must be able to show how the school provides a written statement explaining the following: 

· Documents required for verification 

· Student responsibilities including correction procedures, the deadlines for completing any actions required, and the consequences of missing the deadlines
· Notification methods used by the school to notify a student if her award changes as a result of verification, and the time frame for such notification

3. If the CPS selects an application for verification, your procedures must include the verification of the five major elements listed below:

· Household size

· Number enrolled in college

· Adjusted Gross Income (AGI)

· U.S. Income tax paid, and

· Certain untaxed income and benefits

4. In addition to verifying the required items for CPS-selected students, you can choose to verify any other application items, requiring any reasonable documentation in accordance with consistently applied institutional policies.  You may decide which students must provide documentation for any additional data elements and what constitutes acceptable documentation.  You should include this policy with your policies and procedures.
Other information to consider:

5. Include the process your school uses for submitting corrections.



	


	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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