COMPREHENSIVE TITLE IV-WIDE

SFA SELF-ASSESSMENT


	Disbursing Aid:  The institution must follow established Title IV procedures in disbursing Title IV aid to an eligible student as outlined in SFA Regulations, 668 - Student Assistance General Provisions; 674 - Federal Perkins Loan Program; 675 - Federal Work-Study Program; 676 - Federal Supplemental Educational Opportunity Grant Program; 682 - FFEL Program; 685 - William D. Ford Direct Loan Program; 690 - Federal Pell Grant Program; and the Higher Education Act of 1992.

SFA Program funds are disbursed when a school:

· Credits a student’s account with funds; or

· Pays a student or parent directly with SFA funds received from the Department of Education, from FFEL lenders, or institutional funds labeled as SFA Program funds in advance of receiving actual SFA Program funds.

There are general disbursement requirements that apply to all Title IV programs and there are program specific requirements.   In addition to the general & program specific requirements, there are activities that must be performed prior to and after the disbursement.   In this set of Management Assessment Worksheets you will evaluate the effectiveness of the institution’s Title IV disbursement procedures.  You may want to use the five student files used in the Recipient Eligibility area, or you may choose five other student files, or choose five student files for each Title IV program in which the institution participates to review the institution’s disbursement procedures.   You will use the Program sections of the Student Financial Aid Handbook (SFAH), in addition to program regulations, to evaluate the institution’s Award procedures.  Recent Changes in Title IV Regulations are indicated as (NEW).  Be sure to become acquainted with specific definitions used in each program, specific program eligibility requirements, award calculation rules, loan application procedures, award calculation procedures, award documentation and program reporting requirements.   

Web links are provided for specific program sections in the 2001-2002 Student Financial Aid Handbook unless otherwise noted.




	DISBURSING AID WORKSHEETS

	 
	Results of Assessment 

	· General Disbursement Requirements That Apply to All SFA Programs
· Required Student Authorizations, 668.165    

Prior to disbursing SFA funds a school must obtain  

authorization from a student or parent, under certain  

conditions.  Refer to SFAH, Institutional Eligibility   

Participation, Chapter 5, pages 2-89 to 2-90

· Verification Procedures must be completed prior to disbursing SFA funds, 668.58, 668.60.     Interim Disbursement exception may be used 668.58 .  

· Satisfactory Progress Review prior to disbursement. School may refer to last required SAP checkpoint. 

· Notify student/parent of amount of SFA funds expected to be received, and when funds will be disbursed.
· Early Disbursement of SFA Funds. 668.164(f)
· Methods of Disbursement. 668.164

	· Did the student meet general disbursement requirements?   (   )  Yes    (   ) No
· If no, how was the issue(s) resolved? ______________________________________________________________________________ 



	Questions/Comments:




	DISBURSING AID WORKSHEETS

	 
	Results of Assessment 

	· Federal Pell Grant Disbursement Requirements

· The school must review the student’s eligibility at the time it will make a payment. 690.75(a)
· Pell must be paid in installments over the academic year.  The program’s academic year must be divided into payment periods.  The payment period determines when Pell funds are disbursed and the exact amount to be disbursed. 690.63, 690.64, 690.66; SFAH, Federal Pell Grant, Chapter 2, pages 3-36 to 3-55
· A school must report each payment made to each eligible student. Action Letter #7 (P-99-4), April 1999
· The school must notify the student of the amount to be paid, method of payment, and if paying by check, the date available for pickup.


	· Was eligibility reviewed at the time of disbursement?   (   )  Yes    (   ) No
· Expected Pell Disbursements for the Award Year

        $___________         lst Payment Period

        $___________         2nd Payment Period

        $___________         3rd Payment Period

        $___________         4th Payment Period

· Was proper notification made regarding the amount to be paid, the method, and pickup date if paying by check?          (   )  Yes    (   ) No
Are the Pell disbursements acceptable under program regulations?                                                  (     )  Yes      (      )  No

	Questions/Comments:




	DISBURSING AID WORKSHEETS

	 
	Results of Assessment 

	· Federal Campus-Based Programs (FSEOG)

· A school that is awarding an FSEOG for a full academic year must advance a portion of the grant during each payment period, even if it does not use standard academic terms. 676.16, SFAH, FSEOG, Chapter 3, pages 7-13 to 7-14
· FSEOG Single Disbursement Rule. 676.16
· FSEOG Uneven Costs/Unequal Disbursement Rule.676.16
· Federal Work Study (FWS)
· Undergraduate students are paid FWS wages on an hourly basis only.  Graduate student may be paid by the hour or by salary. 675.24 and SFAH, FWS, Chapter 4, page 6-27
· The school must ensure the student is paid for work performed. SFAH, FWS, Chapter 4, page 6-27 

· Timesheets must be verified and signed by a supervisor. 675.19(i), SFAH, FWS, Chapter 1, page 6-14
· The school must monitor FWS earnings. 675.19
· Must be paid at least once a month. 675.16
FWS Disbursement methods are found in SFAH, FWS, Chapter 4, pages 6-28 to 6-30
	· Expected FSEOG Disbursements for the Award Year

        $___________         lst Payment Period

        $___________         2nd Payment Period

        $___________         3rd Payment Period

        $___________         4th Payment Period

· Are the FSEOG disbursements acceptable under program regulations?                                                  (     )  Yes      (      )  No
· Is the student being paid at least once a month for work performed?   (   )  Yes    (   ) No
· Does a supervisor sign the student’s timesheets?          (   )  Yes    (   ) No
· Is the institution monitoring the student’s FWS earnings? (   )  Yes    (   ) No
Are the FWS disbursements acceptable under program regulations?                                                  (     )  Yes      (      )  No

	Questions/Comments:




	DISBURSING AID WORKSHEETS

	 
	Results of Assessment 

	· Federal Perkins Loans

· The school must perform entrance counseling. 674.16
· The school must obtain a signed promissory note. 674.16, SFAH, Perkins Loans, Chapter 3, pages 5-17 to 5-21; Appendix A of Perkins Section in SFAH, Appendix B of Perkins Section in SFAH 

· A school that is awarding a Perkins loan for a full academic year must advance a portion of the grant during each payment period, even if it does not use standard academic terms. SFAH, Perkins Loans, Chapter 3, page 5-21
· In general, the loan amount is divided by the number of payment periods the student will attend. 674.16
· Single Disbursement. SFAH, Perkins Loans, Chapter 3, page 5-21, 674.16
· Uneven Costs/Unequal Disbursement Rule. 674.16
The school must report the disbursement and amount of each Perkins Loan or NDSL to a national credit bureau. 674.16, SFAH, Perkins Loans, Chapter 3, page 5-22
	· What date was entrance counseling performed?   Date:  ____/____/_____

· What date was the promissory note signed?         Date: ____/____/_____                                        Is the promissory note stored in a locked, fireproof cabinet?   (   )  Yes    (   ) No

· Expected Perkins Disbursements for the Award Year

        $___________         lst Payment Period

        $___________         2nd Payment Period

        $___________         3rd Payment Period

        $___________         4th Payment Period

· Was the disbursement reported to a national credit bureau?   (   )  Yes    (   ) No

	Questions/Comments:




	DISBURSING AID WORKSHEETS

	 
	Results of Assessment 

	· FFEL & Direct Loans

· Must confirm borrower eligibility before delivery of FFEL proceeds or disbursement of DL proceeds. 682.604(b)(2)(i); 685.303(b)(2)(i); SFAH, Direct Loan & FFEL, Chapter 6, page 8-60
· Borrower must be enrolled on at least a half-time basis. 668.32(a)(2); 682.604(b)(2)(iv); 685.303(b)(2)(iv) 

· Provide entrance counseling. 682.604(f); 685.304
· May not disburse until Financial Aid History is received. 668.19(a)(3)(v)
Note: Please refer to Federal Register for changes to 682.604, effective on July 1, 2001.
	· Was eligibility confirmed prior to disbursement?   (   )  Yes    (   ) No
· Is the borrower enrolled on at least a half-time basis?          (   )  Yes    (   ) No
· What date was entrance counseling performed?    Date:  ___/___/___ 
· Experimental Sites participant.  Followed EX Site entrance counseling procedures.                (   )  Yes    (   ) No 



	Questions/Comments:




	DISBURSING AID WORKSHEETS

	 
	Results of Assessment 

	· FFEL & Direct Loans

· Disbursement Procedure:  1) only one term, the lender (or DL school) will disburse a Stafford in equal amounts at the beginning of the term and at the midpoint, 2) more than one term, funds disbursed over all terms of the loan period. 682.207(c-e), 685.301(b)(2); SFAH, Direct Loan & FFEL, Chapter 4, pages 8-33 to 8-34
· Disbursement & Delivery Methods are outlined in SFAH, Direct Loan & FFEL, Chapter 6, pages 8-61 to 8-65
· 30-day delay requirement for first-time, first-year borrowers (if school default rate is greater than 10%). 682.604; 685.303(b)(4)
· Schools with default rates of 10% or less for the three most recent years, are not required to give multiple disbursements for a single term or perform 30-day delay for first-term, first-year borrowers.

Note: Please refer to Federal Register
	· Experimental Sites participant.  Followed EX Site Multiple Disbursement for Single Term Loan  procedures.        

        $___________         lst Disbursement

        $___________         2nd Disbursement

        $___________         3rd Disbursement

        $___________         4th Disbursement

· Was 30-day delay required? (   )  Yes    (   ) No 

· Experimental Sites participant.  Followed EX Site 30-day delay procedures.                              (   )  Yes    (   ) No

	Questions/Comments:




	DISBURSING AID WORKSHEETS

	 
	Results of Assessment 

	FFEL & Direct Loans

· Disbursement Notification Requirements. SFAH, Direct Loan & FFEL, Chapter 6, pages 8-60 to 8-61.

· School must have a signed Master Promissory Note for the borrower. SFAH, Direct Loan & FFEL, Chapter 4, pages 8-27 to 8-31.


	· Were proper disbursement notifications made?     (   )  Yes    (   ) No
· Is a signed Master Promissory Note on file? (   )  Yes    (   ) No
Were the student FFEL/DL disbursements acceptable under program regulations?                                         (     )  Yes      (      )  No


	Questions/Comments:




	DISBURSING AID WORKSHEET

	

	A more in-depth review of institutional records and student files must be performed to determine compliance with Title IV award requirements presented in this section.    Develop your own assessment procedures to answer the following questions:

	
	Results of Assessment
	Questions/Comments

	· Other Disbursement Issues
· Credit Balances, treatment of. 668.164(e),

SFAH, Direct Loan & FFEL, Chapter 6, pages 8-61 to 8-62.
· Late Disbursement provisions. 682.604; 685.303
SFAH, Pell Grant, Chapter 4, page 3-84, SFAH, Direct Loan & FFEL, Chapter 6, page 8-63
· Overaward Determinations. 673.5, 682.604; 685.303; SFAH, Campus-Based Common Provisions, Chapter 3, pages 4-13 to 4-15, SFAH, Direct Loan & FFEL, Chapter 7, pages 8-67 to 8-68.

· Crediting for Prior Year Charges. 668.164 

· Crediting Title IV Aid to Institutional Charges. 668.164 

· Overpayment Determinations. 690.79(a)(2), SFAH, Pell Grant, Chapter 5, pages 3-92 to 3-93
Late Adjustments. 690.83(d))
	(   )  Yes  (   ) No, Management Enhancement needed

(   )  Yes  (   ) No, Management Enhancement needed

(   )  Yes  (   ) No, Management Enhancement needed

· Experimental Sites participant.  Followed EX Site $300 Overaward procedures.        

(   )  Yes  (   ) No, Management Enhancement needed

· Experimental Sites participant.  Followed EX Site Prior Term Charges procedures.        

(   )  Yes  (   ) No, Management Enhancement needed

· Experimental Sites participant.  Followed EX Site Crediting Aid Title IV Aid to Institutional Charges procedures.
(   )  Yes    (   ) No Management Enhancement needed

(   )  Yes  (   ) No, Management Enhancement needed


	


	DISBURSING AID WORKSHEETS

	

	A more in-depth review of institutional records and student files must be performed to determine compliance with Title IV award requirements presented in this section.    Develop your own assessment procedures to answer the following questions:

	
	Results of Assessment
	Questions/Comments

	· Retroactive Payments. SFAH, Pell Grant, Chapter 4, pages 3-85 to 3-86
· Pell Recalculations. 690.80(a), SFAH, Pell Grant, Chapter 5, pages 3-89 to 3-91
· Failure to Complete Verification , Register, Begin Delay Attendance, SFAH, Direct Loan & FFEL, Chapter 6, pages 8-64 to 8-65, SFAH, Direct Loan & FFEL, Chapter 7, page 8-68.

· Post Disbursement 
· Exit Counseling must be performed for Perkins, FFEL & DL borrowers. 674.42, 682.604; 685.303
SFAH, Perkins Loans, Chapter 5, pages 5-65 to 5-68
SFAH, Direct Loan & FFEL, Chapter 5, pages 8-56 to 8-58
· Perkins Loan Collection Activity. 674 Subpart C
SFAH, Perkins Loans, Chapter 7, pages 5-72 to 5-80
	(   )  Yes  (   ) No, Management Enhancement needed

(   )  Yes  (   ) No, Management Enhancement needed

(   )  Yes  (   ) No, Management Enhancement needed

(   )  Yes  (   ) No, Management Enhancement needed 

· Experimental Sites participant.  Followed EX Site Exit Counseling procedures.        

(   )  Yes  (   ) No, Management Enhancement needed

	


	Now that you have completed Disbursing Aid Assessments on five students from your Title IV population, noted the results of each student’s worksheet and assessed general Program Disbursement Requirements that apply to institutional disbursement practices, answer the last question in this Assessment.

· Is your institution in compliance with Title IV Disbursement rules? (   )  Yes  (   ) No

· Yes.   Have you noted any good practices that you would like to identify as Effective Practices?  If so, complete an Effective Practice Report for each Effective Practice noted.

· No.  For each Disbursement Requirements Criterion that you have noted a need for improvement in your institutional policies and procedures, please complete a Management Enhancement Worksheet for each improvement noted.

· Need for Technical Assistance.  You may have listed questions in the Question/Comment area in some of the Disbursement categories.  Please contact our Customer Service Branch (at 1-800-433-7327 or you may email the Customer Service Branch, csb@ed.gov or contact your regional Training Officer, Institutional Improvement Specialist or Direct Loan Client Account Manager Technical Assistance Resources.
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Student ID: __________________________________________________


