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Financial Aid Office Records:

Federal

Pell Grant

Federal

ACG

National

SMART Grant

FSEOG

FWS

Federal

Perkins Loan

Direct

Loan

 Totals: 

 



  

Business Office Records / Bank Statements:

Federal

Pell Grant

Federal

ACG

National

SMART Grant

FSEOG

FWS

Federal

Perkins Loan

Direct

Loan

Totals: 

 



  

G5 Records:

Federal

Pell Grant

Federal

ACG

National

SMART Grant

FSEOG

FWS

Federal

Perkins Loan

Direct

Loan

Totals: 

 

 



  

COD Records:

Federal

Pell Grant

Federal

ACG

National

SMART Grant

Direct

Loans

 

 



  

FISAP Totals:

Federal

Pell Grant

Federal

ACG

National

SMART Grant

FSEOG

FWS

Federal

Perkins Loan



FISAP Year

Application Yr: 2009-10

Reporting Yr: 2007-08

Year-to-Date (YTD) or

Electronic Statement of Account (ESOA)

School Account Statement (SAS)

 Other COD Report Used
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Business Office Records / Bank Statements:

Federal

Pell Grant

Federal
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National
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Federal

Perkins Loan
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Loan
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G5 Records:
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Pell Grant

Federal

ACG

National

SMART Grant
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FISAP Totals:

Federal

Pell Grant

Federal

ACG

National

SMART Grant

FSEOG

FWS

Federal

Perkins Loan



FISAP Year

Application Yr: 2009-10

Reporting Yr: 2007-08

Year-to-Date (YTD) or

Electronic Statement of Account (ESOA)

School Account Statement (SAS)

 Other COD Report Used



Activity 1: Reconciliation Worksheets

Reconciliation Instructions

Reconciliation is the process by which the institution confirms the amount of Title IV funds disbursed by the institution to ensure that institutional records—both in the financial aid and the business office—reflect the same data. This data is then reconciled to the information in G5 (Formerly GAPS). The business office should reconcile its bank account information (Federal account and operating account) prior to reconciling with the financial aid office.  The bank account reconciliation should reconcile funds received by the institution into its depository account from the Treasury with the funds transferred to the operating account.

The attached Fiscal Year-End Reconciliation Worksheet provides a format in which the institutional data may be easily compared. If the net expended amounts differ, those discrepancies must be noted and resolved. Differences may be due to timing issues related to the reporting of disbursements by the financial aid office and the actual draw of cash by the business office (similar to reconciling outstanding checks in a personal bank account).

The amounts listed for the financial aid office should be the monthly totals reported as disbursed to and adjusted from students by the financial aid office. The business office totals should be the monthly totals disbursed to and refunded from student accounts. The G5 amounts should be the monthly totals advanced from and refunded to the institution from G5.

Special notes for Campus Based program (FSEOG, FWS, and Federal Perkins)

As the financial aid office is not required to report student-level disbursement information to the Department for the campus-based programs, the financial aid office may not have monthly disbursement information for the FSEOG, FWS, and Federal Perkins programs. In that case, the Financial Aid office may only have award information to reconcile. The cash reconciliation will be between the Business Office student account records and the cash drawn from the Treasury. In addition, you will need to account for the match in the Campus-Based program. For example, if you match on an aggregate basis, the funds disbursed to students will be greater than the funds drawn from the Treasury. You will also need to account for any Administrative Cost Allowance claimed by the institution (There are activities to guide you through this process within the monthly reconciliation activities).

Note: If your school maintains Fiscal records in an electronic report, we recommend that you review the data provided on such reports to determine if your records reconcile. You may want to print the reports for each month of the academic year being reviewed and use our Fiscal Year-End Reconciliation Worksheet to determine if they reconcile.

Fiscal Year End Reconciliation Worksheet

· Offices involved in the process: Financial Aid Office, Business Office, Financial Aid Systems, and/or Direct Loan Systems.

· Financial Aid Office Columns: Calculate the totals for the amounts disbursed for each program (according to Financial Aid Office records).

· Business Office Columns: Determine the amounts disbursed from each program (according to Business Office records, ledger, bank statements, etc). Calculate the totals for each program. Identify if you maintain separate ledgers for each Title IV Account.

· GAPS: Record the amounts in each column as reported in GAPS. 

· COD: Record the amounts for Federal Pell Grant, ACG, National SMART and Direct Loans as reported in COD. The COD website provides a number of reconciliation tools, including several reports such as the Pell Electronic Statement of Account (ESOA), Pell Year To-Date (YTD), ACG ESOA, National SMART ESOA, ACG YTD, National SMART YTD, TEACH Grant ESOA, and TEACH Grant YTD. For Direct Loan Schools, the School Account Statement (SAS) is also available. Use these reports and record the totals in the columns indicated. Please refer to the COD Website to request these reports (and a variety of other reports to assist with the reconciliation process).

· FISAP Totals Column: For schools participating in the Campus-Based Programs, complete the FISAP Totals to ensure that the amounts reported on the FISAP for the applicable year match with the school’s reconciled fiscal records for each applicable program.

To view the worksheet in Excel, double click inside the word document.  Then, click on the appropriate award year at the bottom of the worksheet (07-08, 08-09, 09-10, and 10-11).

If any amounts do not match for any program, the school should take appropriate action to resolve the discrepancy to ensure all accounts are in balance and complete a Management Enhancement Worksheet if necessary.
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MONTHLY WORKSHEETS FOR ALL PROGRAMS

Federal Pell Grant Monthly Reconciliation Worksheet 

Complete the attached Federal Pell Grant Monthly Reconciliation Worksheet to assist your school with monthly Pell Grant reconciliation. If your school has been reconciling monthly, the year-end process will be easier.

These instructions should help your school understand how to use the Federal Pell 
Reconciliation Worksheet.

· Offices involved in the process: Financial Aid Office, Business Office, and Financial Aid Systems.

· Financial Aid Office Columns: Determine the amounts disbursed for the month (according to Financial Aid Office records). Calculate the totals in the last row.

· Business Office Columns: Determine the amounts disbursed for the month (according to Business Office records, ledger, etc). Calculate the totals in the last row.

· G5: Record the amounts as reported in G5 (Formerly GAPS). 

· COD: Record the amounts for Federal Pell Grant as reported in COD. The COD website provides a number of reconciliation tools, including several reports such as the Pell Electronic Statement of Account (ESOA) and Pell Year To-Date (YTD). Use these reports and record the totals in the columns indicated. Please refer to the COD Website to request these reports (and a variety of other reports to assist with the reconciliation process).

Month of: __________________________________________

	                    Financial Aid Office Records
	                   Business Office Records

	Distributed
	Adjusted
	Net Expending
	Distributed
	Adjusted
	Net Expending

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Totals:
	
	
	
	
	

	
	
	
	
	
	


	                                     G5
	                                    COD

	Distributed
	Adjusted
	Net Expending
	Distributed
	Adjusted
	Net Expending

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Totals:
	
	
	
	
	

	
	
	
	
	
	


Explanation of differences in amounts reported by Financial Aid Office, Business Office, G5 or COD:

ACG/National SMART Monthly Reconciliation Worksheets 

Complete the attached ACG/National SMART Monthly Reconciliation Worksheets to assist your school with monthly reconciliation. If your school has been reconciling monthly, the year-end process will be easier.

These instructions should help your school understand how to use the ACG/National SMART 
Reconciliation Worksheets.

· Offices involved in the process: Financial Aid Office, Business Office, and Financial Aid Systems.

· Financial Aid Office Columns: Determine the amounts disbursed each month from each program (according to Financial Aid Office records). Calculate the totals in the last row.

· Business Office Columns: Determine the amounts disbursed each month from each program (according to Business Office records, ledger, etc). Calculate the totals in the last row.

· G5: Record the amounts as reported in G5 (Formerly GAPS). 

· COD: Record the amounts for ACG and National SMART as reported in COD. The COD website provides a number of reconciliation tools, including several reports such as the ACG Electronic Statement of Account (ESOA), National SMART ESOA, ACG Year-To-Date (YTD) and National SMART YTD. Use these reports and record the totals in the columns indicated. Please refer to the COD Website to request these reports (and a variety of other reports to assist with the reconciliation process).

Month of: __________________________________________


ACG

	                    Financial Aid Office Records
	                   Business Office Records

	Distributed
	Adjusted
	Net Expending
	Distributed
	Adjusted
	Net Expending

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Totals:
	
	
	
	
	

	
	
	
	
	
	


	                                      G5
	                                    COD

	Distributed
	Adjusted
	Net Expending
	Distributed
	Adjusted
	Net Expending

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Totals:
	
	
	
	
	

	
	
	
	
	
	


Explanation of differences in amounts reported by Financial Aid Office, Business Office, G5 or COD:

FSEOG Monthly Reconciliation Worksheet

Complete the attached FSEOG Reconciliation Worksheet to assist your school with monthly FSEOG reconciliation. If your school has been reconciling monthly, the year-end process should be easier.

These instructions should help your school understand how to use the Federal Perkins Monthly Reconciliation Worksheet.

· Offices involved in the process: Financial Aid Office, Business Office, and Financial Aid Systems.

· Financial Aid Office Column: Determine the amounts disbursed each month (according to Financial Aid Office records). Calculate the totals in the last row.

· Business Office Column: Determine the amounts disbursed each month (according to Business Office records, ledger, bank statements, etc). Calculate the totals in the last row.

· G5: Record the amounts in each column as reported in G5 (Formerly GAPS). 

· Administrative Cost Allowance Column: Use this column to determine any Administrative Cost Allowance claimed by the school. If none was claimed, this column can be skipped. For more information, use the link to the Administrative Cost Allowance exercise available on the worksheet.

· Program Transfers Column: Use this column to record and track any transfers from the FSEOG Program to any other Campus-Based Program.

· FSEOG Matching Column: Use this column to ensure that FSEOG Matching was done correctly. 

Month of: ___________________________________________

	    Financial Aid Office Records
	         Business Office Records
	                G5

	Distributed
	Adjusted
	Net Expended
	Distributed
	Refunded
	Net Expended
	Distributed
	Refunded
	Net Expended

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Totals:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Explanation of differences in amounts reported by Financial Aid Office, Business Office, or

G5: 

	                                                          Administrative Cost Allowance Claimed*


	Program Transfers

	From
	
	
	

	Amount
	
	
	

	To
	
	
	

	Amount
	
	
	


	
      FSEOG Matching (25% of Federal Share) **

	Date
	
	
	

	Gross Comp
	
	
	

	Inst. Share
	
	
	

	Federal Share
	
	
	

	Notes:




Tools for FSEOG Administrative Cost Allowance and Non-Federal Share:

  *Complete the FSEOG Administrative Cost Allowance Activity from the FSEOG Assessment.

**Complete the FSEOG Non-Federal Share Activity from the FSEOG Assessment.

FWS Monthly Reconciliation Worksheet

The FWS Monthly Reconciliation Worksheet is designed to assist your school with the monthly reconciliation process. If your school has been reconciling monthly, the year-end process should 
be easier.

These instructions should help your school understand how to use the FWS Monthly 
Reconciliation Worksheet.

· Offices involved in the process: Financial Aid Office, Business Office, and Financial Aid Systems.

· Financial Aid Office Column: Determine the amounts disbursed each month (according to Financial Aid Office records). Calculate the totals in the last row.

· Business Office Column: Determine the amounts disbursed (according to Business Office records, ledger, bank statements, etc). Calculate the totals in the last row.

· G5: Record the amounts in each column as reported in G5 (Formerly GAPS). 

· Administrative Cost Allowance Column: Use this column to determine any Administrative Cost Allowance claimed by the school. If none was claimed, this column can be skipped. For more information, use the link to the Administrative Cost Allowance exercise available on the worksheet.

· Program Transfers Column: Use this column to record and track any transfers from the FWS program to any other Campus-Based Program. 

· FWS Matching Column: Use this column to ensure that FWS Matching was done correctly. 

Month of: __________________________________________

	    Financial Aid Office Records
	       Business Office Records
	                          G-5

GAPS

	Distributed
	Adjusted
	Net Expended
	Distributed
	Adjusted
	Net Expended
	Distributed
	Adjusted
	Net Expended

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Totals:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Explanation of differences in amounts reported by Financial Aid Office, Business Office, or

G5:

	
Administrative Cost Allowance Claimed*

	
Program Transfers


	From

	
	
	

	Amount
	
	
	

	To
	
	
	

	Amount
	
	
	


	                                                                               FWS Matching **

	Date
	
	
	

	Gross Comp
	
	
	

	Inst. Share
	
	
	

	Federal Share
	
	
	


Tools for FWS Administrative Cost Allowance and Non-Federal Share:

  *Complete the FWS Administrative Cost Allowance Activity from the FWS Assessment.

**Complete the FWS Non-Federal Share and Community Service Activity from the FWS Assessment.

Federal Perkins Monthly Reconciliation Worksheet

Complete the attached Federal Perkins Monthly Reconciliation Worksheet to ensure that the Federal Perkins account has been reconciled. If your school has been reconciling monthly, the year-end process should be easier.

These instructions should help your school understand how to use the Federal Perkins Monthly Reconciliation Worksheet.

· Offices involved in the process: Financial Aid Office, Business Office, and Financial Aid Systems.

· Financial Aid Office Column: Determine the amounts disbursed each month (according to Financial Aid Office records). Calculate the totals in the last row.

· Business Office Column: Determine the amounts disbursed each month (according to Business Office records, ledger, bank statements, etc). Calculate the totals in the last row.

· G5: Record the amounts as reported in G5 (Formerly GAPS). 

· Administrative Cost Allowance Column: Use this column to determine any Administrative Cost Allowance claimed by the school. If none was claimed, this column can be skipped. For more information, use the link to the Administrative Cost Allowance exercise available on the worksheet.

· Program Transfers Column: Use this column to record and track any transfers from the Federal Perkins Program to any other Campus-Based Program. 

· Federal Perkins Matching Column: Use this column to ensure that Federal Perkins Matching was done correctly. 

Month of: ____________________ Amount of FCC: ______________________

Perkins Level of Expenditure (LOE): _________________________________________

	      Financial Aid Office Records
	          Business Office Records
	                       G5

GAPS

	Distributed
	Adjusted
	Net Expended
	Distributed
	Refunded
	Net Expended
	Distributed
	Refunded
	Net Expended

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Explanation of differences in amounts reported by Financial Aid Office, Business Office, or 

G5: 

	Perkins Matching *

	Date
	
	
	

	Gross Comp
	
	
	

	Inst. Share
	
	
	

	Federal Share
	
	
	


	Administrative Cost Allowance Claimed**

	Program Transfers

	From

	
	
	

	Amount
	
	
	

	To
	
	
	

	Amount
	
	
	


Tools for Perkins Administrative Cost Allowance and Non-Federal Share:

 *Complete the Perkins Non-Federal Share Activity from the Perkins Awarding & Disbursement Assessment.

**Complete the Campus-Based Administrative Cost Allowance Activity from the Fiscal Management Module.

Direct Loan Monthly Reconciliation Worksheet

Complete the attached Direct Loan Monthly Reconciliation to ensure all federal accounts have been reconciled. If your school has been reconciling monthly, the year-end process should be easier.

These instructions should help your school understand how to use the Year-to-date worksheets.

· Offices involved in the process: Financial Aid Office, Business Office, Financial Aid Systems, and/or Direct Loan Systems.

· Financial Aid Office Columns: Determine the amounts disbursed each month (according to Financial Aid Office records). Calculate the totals in the last row.

· Business Office Columns: Determine the amounts disbursed each month (according to Business Office records, ledger, etc). Calculate the totals for each program in the last row.

· G5: Record the amounts as reported in G5 (Formerly GAPS).

· COD: Record the amounts for Direct Loans as reported in COD. The COD website provides a number of reconciliation tools, including several reports such as the School Account Statement (SAS). Use this report and record the totals in the columns indicated. Please refer to the COD Website to request this report (and a variety of other reports to assist with the reconciliation process).

Month of: __________________________________________

	                       Financial Aid Office Records
	                         Business Office Records

	Distributed
	Adjusted
	Net Expending
	Distributed
	Adjusted
	Net Expending

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Totals:
	
	
	
	
	

	
	
	
	
	
	


	                                         G5
	                                        COD

	Distributed
	Adjusted
	Net Expending
	Distributed
	Adjusted
	Net Expending

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Totals:
	
	
	
	
	

	
	
	
	
	
	


Explanation of differences in amounts reported by Financial Aid Office, Business Office, G5 or COD:

TEACH Grant Monthly Reconciliation Worksheet 

Complete the attached TEACH Grant Monthly Reconciliation Worksheet to assist your school with monthly TEACH Grant reconciliation. If your school has been reconciling monthly, the year-end process will be easier.

These instructions should help your school understand how to use the TEACH Grant 
Reconciliation Worksheet.

· Offices involved in the process: Financial Aid Office, Business Office, and Financial Aid Systems.

· Financial Aid Office Columns: Determine the amounts disbursed each month (according to Financial Aid Office records). Calculate the total amount in the last row.

· Business Office Columns: Determine the amounts disbursed each month (according to Business Office records, ledger, etc). Calculate the total amount in the last row.

· G5: Record the amounts as reported in G5 (Formerly GAPS). 

· COD: Record the amounts for TEACH Grant as reported in COD. The COD website provides a number of reconciliation tools, including several reports such as the TEACH Grant Electronic Statement of Account (ESOA) and TEACH Grant Year To-Date (YTD). Use these reports and record the totals in the columns indicated. Please refer to the COD Website to request these reports (and a variety of other reports to assist with the reconciliation process).

Month of: __________________________________________

	                    Financial Aid Office Records
	                   Business Office Records

	Distributed
	Adjusted
	Net Expending
	Distributed
	Adjusted
	Net Expending

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Totals:
	
	
	
	
	

	
	
	
	
	
	


	                                      G5
	                                    COD

	Distributed
	Adjusted
	Net Expending
	Distributed
	Adjusted
	Net Expending

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Totals:
	
	
	
	
	

	
	
	
	
	
	


Explanation of differences in amounts reported by Financial Aid Office, Business Office, G-5 or COD:

FFEL Monthly Reconciliation Worksheet (EFT or Master Check)

Complete the attached FFEL Monthly Reconciliation Worksheets to ensure your school can account for all FFEL funds received. It is a good practice to reconcile FFEL funds received monthly.

These instructions should help your school understand how to use the monthly worksheet. Use the rows of each worksheet to account for each Master Check or EFT that comes in during the month. 

· Offices involved in the process: Business Office, Financial Aid Systems, and/or FFEL Systems. Note: Although the Financial Aid Office is not usually involved in the Disbursement of FFEL, that office may be a valuable resource to include along with the disbursement related offices.
· Business Office/Student Accounts Worksheet: In the first column, record the amounts received via EFT or Master Check. In the second column record the amounts credited to the student accounts. In the third column, record any Pending Disbursements. In the Forth column, record any amounts returned to lenders. For Pending Disbursements, complete the Pending Disbursement List to ensure your school can account for the final status of all Pending Disbursements.

· Amounts Returned to Lenders: Record the amounts returned to the lenders for the month. If needed, attach additional pages to account for a larger amount of students with refunds returned during the month.

If any amounts do not match, the school should take appropriate action to resolve the discrepancy 
to ensure all accounts are in balance and complete a Management Enhancement Worksheet
if necessary.

Month of: ___________________________________________


Date completed: ______________________________________


	
	Business Office/Student Accounts

	
	Column 1
EFT/Master check*
	Column 2
Amount Credited to Student Accounts
	Column 3
Pending Disbursements*
	Column 4
Funds Returned**

	1.
	$
	$
	$
	$

	2.
	$
	$
	$
	$

	3.
	$
	$
	$
	$

	4.
	$
	$
	$
	$

	5.
	$
	$
	$
	$

	6.
	$
	$
	$
	$

	7.
	$
	$
	$
	$

	8.
	$
	$
	$
	$

	9.
	$
	$
	$
	$

	10.
	$
	$
	$
	$

	11.
	$
	$
	$
	$

	12.
	$
	$
	$
	$

	13.
	$
	$
	$
	$

	14.
	$
	$
	$
	$

	15.
	$
	$
	$
	$

	16.
	$
	$
	$
	$

	
	Total:
	Total:
	Total:
	Total:

	
	$
	$
	$
	$


   *If your school receives individual checks for borrowers, complete the worksheet for FFEL Monthly Checks Worksheet 

 **Pending disbursements include any funds held for reasons such as entrance counseling, hours not reached, SAP issues, etc.

***For funds returned, complete the Amounts Returned To Lenders Worksheet

  Columns 2 + 3 + 4 should equal column 1.

Month of: __________________________________________


Date completed: ____________________________________

For all funds returned either in column 4 from the worksheet on the prior page, or from pending disbursements that end up being returned, complete the worksheet below.

	                                                                  Amounts Returned to Lenders

	Date
	Student ID
	Amount Returned
	Reason for Return

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	$
	

	
	
	Total:
	

	
	
	$
	


FFEL Monthly Reconciliation Worksheet (Individual Checks)

Complete the attached FFEL Monthly Reconciliation Worksheets to ensure your school can account for all FFEL funds received. It is a good practice to reconcile FFEL funds received monthly.

These instructions should help your school understand how to use the monthly worksheet. Use the rows of each worksheet to account for each individual check that comes in for a student during a particular month. 

· Offices involved in the process: Business Office, Financial Aid Systems, and/or FFEL Systems. Note: Although the Financial Aid Office is not usually involved in the Disbursement of FFEL, that office may be a valuable resource to include along with the disbursement related offices.
· Individual Check Log: Record the individual FFEL checks received on a student level basis. Record the date, student ID, amount received, amount credited to student account (in the sub columns record the amount credited directly through the student’s account and the amount of the entire original check if the entire amount is signed over to the student) and the amount returned to lenders (in the sub columns, report the amounts returned to the lender from checks written directly to the lender by the school and amounts of the entire original checks returned directly to the lender). 

· Final Reconciliation: In the first column, enter the total amount of funds received via check for the month being reconciled. In the second column, enter the total amount credited to student accounts (in the sub columns record the total amounts credited directly through the student accounts and the total amounts of the entire original checks for the entire amounts that are signed over to the students) In the third column, enter the total amount returned to lenders (in the sub columns, report the total amounts returned to the lender from checks written directly to the lender by the school and amounts of the entire original checks returned directly to the lender). 

If any amounts do not match, the school should take appropriate action to resolve the discrepancy 

to ensure all accounts are in balance and complete a Management Enhancement Worksheet if necessary.
Month of: __________________________________________


Date completed: ____________________________________

	                                                                            Individual Check Log




	Date
	Student ID
	Amount
Received
	Amount Credited to Student
	Amount Returned to Lender

	
	
	
	Credited thought Student Account
	Entire Check given to Student
	Amount Returned by Written Check from School
	Entire Original Check from Lender Returned to Lender

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$

	
	
	$
	$
	$
	$
	$


Note: You may make copies of this form to account for larger amounts of students during a given month. After the individual check log is completed, complete the Final Reconciliation Worksheet on next page.

Month of: __________________________________________


Date completed: ____________________________________

	                                                                           Final Reconciliation




	Total FFEL 
funds received 
via check for month 

from column 3 
on Individual 
Check Log*
	Total Amount Credited to Student


	Total Amount Returned to Lender



	
	Total Credited Through Student Accounts**
	Total from original FFEL checks given directly to student 
	Total amounts written from school’s bank account**
	Total amount of original checks returned to lender

	$
	$
	$
	$
	$


  *This amount can be reconciled with any manifests that come with the checks.

**The total amount credited through student accounts and the total amount of refunds returned to lender written from school’s bank account should be reconciled with your school’s bank statements.

Note: The amount in the first column should match with the total amount from the other four columns.

Activity 2: Program Records Requirement

Listed below are school responsibilities related to administering the Title IV programs. Identify the office or the coordinator that is usually responsible for each function at your campus 668.24. 

Program Records: An institution shall establish and maintain, on a current basis, any application for title IV, HEA program funds and program records that document the requirements listed below. Complete the following to demonstrate where the following required documentation is located and/or who is responsible to coordinate the requirement.

Award Year: ______________

	Program Records Requirements
	Department Responsible 
	If applicable, documentation located or Coordinator of the requirement

	Eligibility to participate in the Title IV Programs.


	
	Signed Program Participation Agreement (FISAP). Located:

	Eligibility of its educational Programs for Title IV, HEA Program funds.


	
	Electronic Aid Application (EAPP)



	Administration of the Title IV, HEA Programs in accordance with all applicable requirements.


	
	Coordinator(s) of the Administration of Title IV, HEA Programs:

	Financial responsibility.


	
	Coordinator(s):

	Information included in any application for Title IV, HEA Program funds.


	
	

	Fiscal Records, An institution shall account for the receipt and expenditure of title IV, HEA program funds in accordance with generally accepted accounting principles. 


	
	Can you demonstrate that your financial records reflect each program transaction? 



	Disbursement and delivery of Title IV, HEA Program funds.


	
	Coordinator(s) of Delivery of funds:

Coordinator(s) of Disbursement of funds:

Note: The officials responsible for awarding and disbursing aid must be organizationally independent and not related (668.16(c)(2)).

	An institution will establish and maintain on a current basis Financial records that reflect each HEA Title IV Program transaction.
	
	

	An institution will establish and maintain on a current basis General Ledger control accounts and related subsidiary accounts that identify each Title IV, HEA program transaction and separate those transactions from all other institutional financial activity.
	
	Are general ledger control accounts and subsidiary accounts maintained that identify each Title IV program transaction and separate those transactions from all other institutional financial activity?




Activity 3: Excess Cash

Activity: Use the worksheet to ensure that your school complies with federal regulations mandating that federal funds be disbursed to students within three days of receipt by the institution (for advance pay schools).

Refunds should be disbursed or returned to ED in three days, or offset against draws within 3 days.

See 34 CFR 668.164.

The amount received from the Treasury should be listed on the date received in the institution’s bank account. The disbursement date is the date on which funds were disbursed to student accounts (which may be before or after the date funds are received by the Treasury). The cash position reflects the amount (which can be negative) of federal cash on hand. If the balance is positive for more than three days, it is possible that the institution has excess cash on hand. You should track excess cash for each program—simply copy a blank Excess Cash worksheet (below) for each Title IV program in which you participate. This will be particularly important to do if you have separate depository accounts for Federal funds (for example, one for Pell and one for FDL).

	Date
	Bank
	Business Office

	
	Funds

Drawn
	Funds Returned
	Account Balance
	Disbursed
	Refunds


	Cash Position



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Activity 4: File Review Worksheet

Directions:

The file review activity is designed to test your disbursement procedures for Title IV Recipients. For this activity, please pull a sample of at least 10 students who received Title IV funds and complete the worksheet for each student in your sample. You may want to consider pulling a sample of Federal Pell Grant Recipients since most Pell recipients will also receive other Title IV programs. 

Student Name: _________________________________  SSN: ________________________

Award year reviewed: ______________

	Cost of Attendance (COA)


	COA

	

	EFC
	

	Pell
	

	AGG National SMART
	

	TEACH Grant
	

	FFEL/Direct Loan
	

	Institutional Aid
	

	Other
	

	Other
	

	Total:
	

	Overaward?

	 Yes  No


	General Disbursement Requirements

	 Required Student Authorizations on file 668.165.

 If selected, verification completed for this student prior to releasing funds 668.58 and 668.60.

 Satisfactory Academic Progress Review prior to disbursement.

 Student/parent was notified of amount of FSA funds expected to receive and when the funds 
will be disbursed.

 If disbursements made early, requirements of 668.164 met for this student.

 Proper method of disbursement used for this student 668.164.

	Did this student meet all general disbursement requirements?   Yes  No


	Federal Pell Grant   Yes  No



	 This student’s eligibility reviewed at time of disbursement 668.165.

 This student’s eligibility reviewed at time of disbursement 690.75(a).
 Pell Disbursements for the Award Year Reviewed:

    $___________    1st Payment Period     $___________    2nd Payment Period

    $___________    3rd Payment Period     $___________    4th Payment Period

 Proper notification was made regarding the amount to be paid, the method, and pickup date if paying by check.

 Proration.



	Pell payments for this student acceptable under program regulations?   Yes  No


	ACG   Yes  No

	National SMART   Yes  No

	 Federal Pell Recipient

 Rigorous H.S. Program

 1st or 2nd year student

 3.0 cum. GPA end of first year

     $___________    1st Payment Period

     $___________    3rd Payment Period
	 Federal Pell Recipient

 Eligible Major

 2nd or 3rd  year student

 3.0 cum. GPA end of each payment period

     $___________    2nd Payment Period

     $___________    4th Payment Period

	ACG/National SMART Grant payments for this student acceptable under program regulations?

 Yes  No


	TEACH Grant   Yes  No



	TEACH Grant Disbursements for the Award Year Reviewed:

    $___________    1st Payment Period     $___________    2nd Payment Period

    $___________    3rd Payment Period     $___________    4th Payment Period

Was student awarded within need?  FORMCHECKBOX 
Yes 
 FORMCHECKBOX 
No   

If student enrolled less than half time, was the TEACH Grant adjusted according to enrollment status? 
 FORMCHECKBOX 
Yes  FORMCHECKBOX 
No   

Did the student complete ATS Worksheet?  FORMCHECKBOX 
Yes 
 FORMCHECKBOX 
No   

Was the student award reported to COD with the correct award amount?  FORMCHECKBOX 
Yes 
 FORMCHECKBOX 
No   

Did student meet UNDERGRADUATE academic qualifications?  FORMCHECKBOX 
Yes 
 FORMCHECKBOX 
No  
· Entire program of study – test score above 75th percentile in at least one battery of appropriate admissions test creates eligibility for entire program of study. 

· First year of undergraduate program – final cumulative secondary school GPA of at lest 3.25 creates eligibility for entire first year. For subsequent payment periods in first year of undergraduate program, cumulative GPA of a lest 3.25 through most recently completed payment period.

· Beyond first year of undergraduate/graduate program – Cumulative GPA of at least 3.25 through most recently completed payment period.

Did student meet GRADUATE academic qualifications?  FORMCHECKBOX 
Yes 
 FORMCHECKBOX 
No   
· Entire program of study – test score above 75th percentile in at least one battery of appropriate admissions test creates eligibility for entire program

· First Payment period of graduate program of study. – cumulative undergraduate GPA  of at least 3.25.

· Subsequent payment periods in graduate program – cumulative graduate GPA of at least 3.25 through most recently completed payment period.

*exception to academic qualifications – current or former teacher or retiree who has signed an agreement to serve and who is pursing a master’s degree. No additional academic qualifications are required.



	TEACH Grant payments for this student acceptable under program regulations?

 Yes  No


	FSEOG   Yes  No


	FSEOG Disbursements for the Award Year Reviewed:

    $___________    1st Payment Period     $___________    2nd Payment Period

    $___________    3rd Payment Period     $___________    4th Payment Period

 Pell eligible student.

 Portion of FSEOG disbursed during each payment period 676.16.

 Followed rules for single disbursements, if applicable 676.16.

 Followed rules for uneven costs/unequal disbursements, if applicable 676.16.



	FSEOG disbursements for this student acceptable under program regulations?   Yes  No


	FWS  Yes  No


	Total amount of FWS received $___________

Has this amount been reconciled?  Yes  No

 This student was paid on an hourly basis only 

    (Graduate students can be paid either hourly or salary) 675.24.

 The student is paid at least once per month for work performed.

 The supervisor has signed all timesheets 675.19(i).

 The school monitored this student’s FWS earnings 675.19.

	FSW disbursements for this student acceptable under program regulations?   Yes  No


	Federal Perkins Loan Disbursements


	Date Promissory Note signed: ____/____/____ 674.16
Perkins Disbursements for the Award Year Reviewed:

$______________ 1st payment period                 $__________________2nd payment period  

____/____/____    Date entrance counseling performed 674.16
$______________ 3rd payment period                 $__________________4th payment period        

____/____/____    Date Exit counseling performed 674.42(b)
 Promissory Note stored in a locked, fireproof cabinet 674.19(e)(4).

 The disbursement was reported to a national credit bureau as required 674.16.

 Portion of Federal Perkins disbursed during each payment period 674.16.

 Followed rules for single disbursements, if applicable 674.16.

 Followed rules for uneven costs/unequal disbursements, if applicable 674.16.



	Federal Perkins disbursements for this student acceptable under program regulations?   Yes  No


	FFEL & Direct Loan Pre-Disbursement


	Date of Entrance Counseling: ____/____/____

682.604(f); 685.304
 Certified/Originated Correctly

 Eligibility of borrower confirmed before loan disbursement 682.604(b)(2)(i); 685.303(b)(2)(i)
 The borrower is enrolled at least half-time 668.32(a)(2); 682.604(b)(2)(iv); 685.303(b)(2)(iv)
 Financial Aid History received before disbursement 668.19.




	FFEL & Direct Loan Disbursement


	FFEL/Direct Loan Disbursements for the Award Year Reviewed:

    $___________    1st Payment Period     $___________    2nd Payment Period

    $___________    3rd Payment Period     $___________    4th Payment Period

 Proper disbursement procedures followed 682.207(c-e); 685.301(b)(2)
 30-day delay requirement met for first-time, first-year borrowers 682.604; 685.303(b)(4)
 Proper disbursement notifications made

 Signed Master Promissory Note on file

 Prorated Correctly

 Within Annual Loan Limits

 Within Aggregate Limit




Activity 5: Financial Ratios

Part One: The Worksheet below can be used to assist your school with the calculation of a composite score 668.172:

Proprietary School:

Step One:  Calculate the Ratios

	Ratio
	Formula
	Result

	Primary Reserve Ratio
	Adjusted Equity

Total Expenses
	____________________________



	Equity Ratio
	Modified Equity

Modified Assets


	____________________________

	Net Income Ratio
	Income Before Taxes

Total Revenues


	____________________________




Step Two:  Calculate the Strength Factor Score

	Primary Reserve Strength Factor Score = 20 X* Primary Reserve Ratio 


	Result:



	Equity Strength Factor Score = 6 X Equity Ratio 
	Result:



	Net Income Strength Factor Score = 1 + (33.3 X Net Income Ratio)


	Result:




Note: If the strength factor score for any ratio is greater than or equal to 3, the strength factor score for that ratio is 3.  If the strength factor score for any ratio is less than or equal to -1, the strength factor score for that ratio is -1.

Step Three: Calculate the Weighted Score

	Primary Reserve Weighted Score = 30% X Primary Reserve Strength Factor Score
	Result:



	Equity Weighted Score = 40% X Equity Strength Factor Score


	Result:



	Net Income Weighted Score = 30% X Net Income Strength Factor Score


	Result:




Step Four: Calculate the Composite Score

	Sum of All weighted Scores in Step Three above: 

____________________________________________

Round the composite score 0 one digit after the decimal point to determine the final score.


Financial Responsibility Composite Score Scale:

	1.5 to 3.0


	In the “Zone.”  Financial Responsibility without further oversight.



	1.0 to 1.4


	In the “Zone.” The school is considered financially responsible but additional oversight is required.



	-1.0 to .9


	Financially responsible if the school meets the 50% or greater letter of credit alternative. 




*The symbol “X” denotes multiplication 

The definition of terms used in the ratios and the applicable strength factor algorithms and weighting percentages are found in Appendix A, Subpart L, of the General Provisions for proprietary schools.

Private Non-profit School

Step One:  Calculate the Ratios

	Ratio
	Formula
	Result

	Primary Reserve Ratio
	Expendable Net Assets

Total Expenses
	____________________________



	Equity Ratio
	Modified Net Assets

Modified Assets


	____________________________

	Net Income Ratio
	Change in Unrestricted 
Net Assets

Total Revenues


	____________________________




Step Two:  Calculate the Strength Factor Score

	Primary Reserve Strength Factor Score = 10 X* Primary Reserve Ratio 


	Result:



	Equity Strength Factor Score = 6 X Equity Ratio Result
	Result:



	Net Income Strength Factor Score = (IF NET INCOME RATIO IN STEP ONE IS POSITIVE), use this formula: 1 + (50 X Net Income Ratio Result)

(IF THE NET INCOME RATIO IN STEP ONE IS 0)  then the Strength Factor Score =1

(IF THE NET INCOME RATIO IS STEP ONE IS NEGATIVE), use this formula: 1 + (25 X Net Income Ratio Result)


	Result:




Note: If the strength factor score for any ratio is greater than or equal to 3, the strength factor score for that ratio is 3.  If the strength factor score for any ratio is less than or equal to -1, the strength factor score for that ratio is -1.

Step Three: Calculate the Weighted Score

	Primary Reserve Weighted Score = 40% X Primary Reserve Strength Factor Score
	Result:



	Equity Weighted Score = 40% X Equity Strength Factor Score


	Result:



	Net Income Weighted Score = 20% X Net Income Strength Factor Score


	Result:




Step Four: Calculate the Composite Score

	Sum of All weighted Scores in Step Three above: 

____________________________________________

Round the composite score 0 one digit after the decimal point to determine the final score.


Financial Responsibility Composite Score Scale:

	1.5 to 3.0


	In the “Zone.”  Financial Responsibility without further oversight.



	1.0 to 1.4


	In the “Zone.” The school is considered financially responsible but additional oversight is required.



	-1.0 to .9


	Financially responsible if the school meets the 50% or greater letter of credit alternative.




*The symbol “X” denotes multiplication 

The definition of terms used in the ratios and the applicable strength factor algorithms and 
weighting percentages are found in Appendix B, Subpart L, of the General Provisions for Private 
Non-profit schools.

Part Two—Policies & Procedures:

	Responsibility
	Office responsible
	Requirement Met? Yes/ No

	Who is responsible for ensuring that ratios are calculated correctly at your school?


	
	

	Where is the documentation needed for the calculation kept?


	
	

	Is the documentation used to calculate the ratios kept on file in case of audit or program review questions?


	
	


For further information regarding the calculation of your composite scores, please contact your SCHOOL PARTICIPATION TEAM using our Technical Assistance Resources.
Activity 6: Administrative Cost Allowance

To begin with this activity, locate a copy of the schools most recent FISAP to check the Administrative Cost Allowance (ACA) figures.  Review the schools procedures for calculating the Administrative Cost Allowance to ensure that the calculations were done correctly.

Note: A school may take the administrative cost allowance out of the annual authorizations the school receives for the FSEOG and FWS programs and from the available cash on hand in its Perkins Loan funds. A school may draw the allowance from any combination of campus-based programs, or it may take the total allowance from only one program provided there are sufficient funds in that program. A school may not draw any part of its allowance from a campus-based program unless the school has disbursed funds to students from that program during the award year.

Use the following calculation to determine the amount of ACA for all Campus-based programs.  Remember, a school can take the entire amount of ACA from one program or a combination of all Campus-based programs: 
	Column 1

	Column 2

	Award Year


	Total Expenditures to students in FWS, FSEOG and Federal Perkins Loans



	
	

	
	


	If the amount in Column #2 is $2,750,000 or less, multiply the amount by 5%:

_______________ (amount of ACA the school is entitled to)


	If the amount in column #2 is greater than $2,750,000, the school is entitled to an additional four percent ACA of its expenditures to students that are greater than $2,750,000 but less than $5,500,000; plus an additional three percent of its expenditures to students that are $5,500,000 or more: 

_______________________(amount of ACA the school is entitled to)




Final Result:

The school took the ACA from which program(s): 

________________________________________________________

Amount of ACA reported on FISAP: ___________________________

Amount of ACA according to school’s records:  __________________

Amount of ACA according to calculation above:  _________________

Was the ACA Calculated Corrected?  Yes  No

� EMBED Excel.Sheet.8  ���
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2007-08

		Fiscal Year-End Reconciliation Worksheet

		Enter School Name Here: Academic Year 2007 - 2008

		Date Reconciliation Completed:

		Financial Aid Office Records:

				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		Direct
Loan

		Totals:

		Business Office Records / Bank Statements:

				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		Direct
Loan

		Totals:

		G5 Records:

				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		Direct
Loan

		Totals:

		COD Records:

										Federal
Pell Grant		Federal
ACG		National
SMART Grant		Direct
Loans

				Year-to-Date (YTD) or
Electronic Statement of Account (ESOA)

				School Account Statement (SAS)

				Other COD Report Used

		FISAP Totals:

		FISAP Year
Application Yr: 2009-10
Reporting Yr: 2007-08				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan



&L&"Times New Roman,Bold Italic"&8&Z&F   --   &A



2008-09

		Fiscal Year-End Reconciliation Worksheet

		Enter School Name Here: Academic Year 2008 - 2009

		Date Reconciliation Completed:

		Financial Aid Office Records:

				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		Direct
Loan		TEACH
Grant

		Totals:

		Business Office Records / Bank Statements:

				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		Direct
Loan		TEACH Grant

		Totals:

		G5 Records:

				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		Direct
Loan		TEACH
Grant

		Totals:

		COD Records:

										Federal
Pell Grant		Federal
ACG		National
SMART Grant		Direct
Loans		TEACH
Grant

				Year-to-Date (YTD) or
Electronic Statement of Account (ESOA)

				School Account Statement (SAS)

				Other COD Report Used

		FISAP Totals:

		FISAP Year
Application Yr: 2010-11
Reporting Yr: 2008-09				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		TEACH
Grant
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2009-10

		Fiscal Year-End Reconciliation Worksheet

		Enter School Name Here: Academic Year 2009 - 2010

		Date Reconciliation Completed:

		Financial Aid Office Records:

				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		Direct
Loan		TEACH
Grant

		Totals:

		Business Office Records / Bank Statements:

				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		Direct
Loan		TEACH Grant

		Totals:

		G5 Records:

				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		Direct
Loan		TEACH
Grant

		Totals:

		COD Records:

										Federal
Pell Grant		Federal
ACG		National
SMART Grant		Direct
Loans		TEACH
Grant

				Year-to-Date (YTD) or
Electronic Statement of Account (ESOA)

				School Account Statement (SAS)

				Other COD Report Used

		FISAP Totals:

		FISAP Year
Application Yr: 2011-12
Reporting Yr: 2009-10				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		TEACH
Grant
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2010-11

		Fiscal Year-End Reconciliation Worksheet

		Enter School Name Here: Academic Year 2010 - 2011

		Date Reconciliation Completed:

		Financial Aid Office Records:

				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		Direct
Loan		TEACH
Grant

		Totals:

		Business Office Records / Bank Statements:

				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		Direct
Loan		TEACH Grant

		Totals:

		G5 Records:

				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		Direct
Loan		TEACH
Grant

		Totals:

		COD Records:

										Federal
Pell Grant		Federal
ACG		National
SMART Grant		Direct
Loans		TEACH
Grant

				Year-to-Date (YTD) or
Electronic Statement of Account (ESOA)

				School Account Statement (SAS)

				Other COD Report Used

		FISAP Totals:

		FISAP Year
Application Yr: 2012-13
Reporting Yr: 2010-11				Federal
Pell Grant		Federal
ACG		National
SMART Grant		FSEOG		FWS		Federal
Perkins Loan		TEACH
Grant
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