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The Policies and Procedures assessments are designed to help new and established schools develop new policies and procedures as well as evaluate and improve existing policies and procedures. To make it easy to find the activities that are appropriate for your school, they have been divided into the three sections outlined below. To view the templates for each section, click on any of the Titles: Beginners (New Schools), Intermediate or Advanced

Beginners (New Schools)
If your school is new, it will be very beneficial for you to begin with the Getting Started with Developing Institutional Policies and Procedures Worksheet. This worksheet will help ensure your school meets the basic regulation requirements in the following policy areas: 

· Satisfactory Academic Progress (SAP)
· Admissions
· Refunds
· Returns to Title IV and HEA Programs
New schools are asked to complete the following worksheet when they join the Title IV Programs.
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	Policy
	Element
	Regulatory Reference
	Meets 
Requirements (Yes/No/N-A)
	Institution Reference Material (cite on-line URL, if applicable or School Catalog 
Page Number)
	Comments

	Admissions
	Admits as regular students only persons who—(i) Have a high school diploma; (ii) Have the recognized equivalent of a high school diploma; 
or (iii) Are beyond 
the age of compulsory school attendance 
in the State in which the institution is physically located.
	600.4(a)(2); 600.5(a)(3); 
or 
600.6(a)(2)
	
	
	

	Refunds
	The institution makes readily available upon request to enrolled and prospective students a refund policy with which the institution is required to comply for the return of unearned tuition and fees or other refundable portions of costs paid to the institution.
	668.43(a)(2)

HYPERLINK "http://frwebgate.access.gpo.gov/cgi-bin/get-cfr.cgi?TITLE=34&PART=668&SECTION=16&TYPE=TEXT/"

	
	
	

	Returns to the Title IV, HEA programs
	The institution makes readily available upon request to enrolled and prospective students a summary of the requirements under § 668.22 for the return of Title IV grant or loan assistance.
	668.43(a)(2)
	
	
	


Introduction

Institutional Overview

Section 1:
Administrative Capability

Intermediate
Use the activities and resources in the Intermediate section of the Policies and Procedures Chart if:

· your school is new and has satisfied the basic requirements;

· your staff is unsure about the existing policies and procedures; or

· your school wants to enhance existing policies and procedures.

The activities featured in the Intermediate section are designed to help your school meet the minimum general requirements. This section also provides working Topic Templates and programs related requirement activities to assist you with the development of your policy and procedure design. Although not required, they can be useful guides.

The Policies and Procedures Chart is structured as follows:

1. Topic Template: Click on a topic and it will link to the template for that policy and procedure. Use the template to either help create a new policy and/or procedure or to test current policies and procedures by completing a related assessment. 

2. Program Related Requirement: Click on the text and it will link to an activity that lists the elements required for a written process for that topic. 

3. Related Assessment Activities: If an assessment is identified in this column, we encourage you to complete the associated activities to help evaluate your policies and procedures.

4. Topic Template: Click on a topic and it will link to the template for that policy and procedure. Use the template to either help create a new policy and/or procedure or to test current policies and procedures by completing a related assessment. 

5. Program Related Requirement: Click on the text and it will link to an activity that lists the elements required for a written process for that topic. 

6. Related Assessment Activities: If an assessment is identified in this column, we encourage you to complete the associated activities to help evaluate your policies and procedures.

Once your school has satisfied the minimum general requirements, you will be ready to move on to the activities provided in the Advanced section of the Policies and Procedures Chart.
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Intermediate

This chart provides Topic Templates and Activities that will help Intermediate level schools meet Minimum General Requirements
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	Topic Template
	Program Related Requirement
	Related Assessment Activities

	Institutional Eligibility
	Activity 2
	Institutional Eligibility

	Adequate Staffing
	Activity 1
	Fiscal Management

	Consumer Information
	Activity 1 and 3
	Consumer Information

	Admissions Policy/ATB
	Activity 2 and 3
	Student Eligibility

	Secondary Confirmation
	Activity 3
	Student Eligibility

	Certification
	Activity 3
	Student Eligibility

	Satisfactory Academic Progress
	Activity 1
	SAP

	Return of Title IV/Refund Repayments
	Activities 3 and 10
	R2T4

	Awarding/Packaging Policies
	Activities 4, 5, and 6
	FSEOG, FWS, Perkins Awarding and Disbursement

	Verification
	Activity 3
	Verification

	Documentation
	Activity 3
	Verification

	Conflicting Data
	Activity 1
	Verification

	Professional Judgment
	Activity 3
	Verification

	Misrepresentation
	Activity 3
	Verification

	Adequate Checks and Balances 
	Activity 1
	Fiscal Management

	Financial Aid Counseling
	Activity 1
	Consumer Information, 
Fiscal Management

	Fiscal Reports and Financial Statements
	Activity 1
	Fiscal Management

	ACG and National SMART
	Activity 8
	Fiscal Management

	Federal Pell Program
	Activity 7
	Fiscal Management

	Federal SEOG Program
	Activity 6
	FSEOG

	Federal Work-Study Program 
	Activity 5
	FWS

	Federal Perkins Loan Processes
	Activity 4
	​​ Awarding & Disbursement, Due Diligence, 
Cancellation, Repayment, Forbearance & Deferment 

	FFEL Loan Process
	Activity 9
	Fiscal Management, Consumer Information, 
Default Management

	DL Process
	Activity 10
	Fiscal Management, Consumer Information, 
Default Management

	TEACH Grant Processes
	Activity 11
	Fiscal Management, Consumer Information, 
Default Management


This Policies and Procedures Chart is structured as follows:

	Procedure: Conflicting Data.

	This section is required 668.16(f).

Suggested information:

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

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

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

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.

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.

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

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.

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. 

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.
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	Conflicting Data
	Located In
	Offices Involved

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

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

	· 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.
	
	

	· 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.
	
	

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

	· 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.
	
	

	· 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.
	
	

	· 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.
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The Verification FSA Assessment Activity contains the following Activities and Links:

Activity Bar:
Verification Activity 1: Verification CPS Selection Criteria File Review Worksheet
Verification Activity 2: Discretionary Verification File Review Worksheet
Verification Activity 3: Applicants For CPS Verification 30% Selection Process
Verification Activity 4: Resolving Conflicting Data
Verification Activity 5: Dependency Overrides & Professional Judgment
Additional Links: 2008-09 FSA Handbook (AVG), Chapter 4
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Select Activity 4: Resolving Conflicting Data.
	FSA Verification Subpart E-Verification of Student Aid Application Information (668.51 through 668.61)
	Activity

	General 668.51
	 

	Definitions 668.52
	 

	Notification and Student Deadlines 34 CFR 668.53
	 

	Selection of Applications for Verification 34 CFR 668.54
	Verification Activity 3: Applicants For CPS Verification 30% Selection Process

	Resolving Conflicting Data 668.54(a)(3)
	Verification Activity 4: Resolving Conflicting Data 

	Exclusion from Verification, (34 CFR 668.54 (b)(1)), (34 CFR 668.54(b)(2)(i), (34 CFR 668.54(b)(2)(viii), 34 CFR 668.59, (34 CFR 668.54(b)(3) and (HEA 487A)
	 

	Updating Information: 34 CFR 668.55
	 

	Items to be Verified and Acceptable Documentation: 34 CFR 668.56 and 34 CFR 668.57. Some helpful sites to assist with Verification include: www.federalreserve.gov/releases/h10/update (the preferred site for foreign income conversion to US dollars); Who should file a 1040? (Provides helpful information about the income requirements to determine if an applicant should file a 1040 - see page 12 of the document); items to be verified and acceptable documentation (provides information on what type of documentation is acceptable to verify required items); Health & Human Services Poverty Guidelines (provides the Poverty Guidelines as gathered by the U.S. Department of Health & Human Services); U.S. Census Bureau Poverty Thresholds (provides poverty thresholds as gathered by the U.S. Census Bureau).

2008-09 IRS FORMS: IRS 1040, IRS 1040A, 

 HYPERLINK "http://www.irs.gov/pub/irs-pdf/f1040ez.pdf" IRS 1040EZ, IRS Form 2555 (Foreign Earned Income), IRS Form 2555EZ, IRS Form 4136 (Credit For Federal Tax Paid on Fuels) and 2006 W-2 (For Informational Purposes Only)
Verification ISIR/1040 Comparison charts: 2006-07, 2007-08 and 2008-09 (English) OR 2008-09 (en Espanol)
	Verification Activity 1: Verification Federal Edits File Review Worksheet
Verification Activity 2: Discretionary Verification File Review Worksheet

	Interim Disbursements 34 CFR 668.58
	 

	Consequences of Change in Applicant Information 668.59
	 

	Deadlines for Submitting Documentation and the Consequences of Failing to Provide Documentation, 34 CFR 668.60, 668.60(b)(1)(i), 668.58(a)(2) and 668.57
	 

	Recovery of Funds 34 CFR 668.61, 34 CFR 668.9(a)(2); DCL GEN 98-14 July 1998 and 34 CFR 668.58(a)(2)(ii)(A)
	 

	Professional Judgment and Dependency Overrides Statute: 479A(a); 480(d)(7) and DCL GEN-03-07
	Verification Activity 5: Dependency Overrides & Professional Judgment

	Policies and Procedures Chart


RESOLVING CONFLICTING DATA 

2008–09 FSA Handbook, School Eligibility & Operations, Chapter 10, 2008–09 FSA Handbook, 
AVG, Chapter 5, pages 100–102, 668.54(a)(3), 668.16(b)(3), 668.16(f)
What is Conflicting Data under the regulations?

668.54(a)(3)—If an institution has reason to believe that any information on an application used to calculate an EFC is inaccurate; it shall require the applicant to verify the information that it has reason to believe is inaccurate.  There is one exception to this requirement: If the student dies during the award year, the school isn’t required to resolve the conflicting data.

668.16(b)(3)—An institution must communicate to the individual designated to be responsible for administering Title IV, HEA programs, all the information received by any institutional office that bears on a student's eligibility for Title IV, HEA program assistance.

668.16 (f)—An institution must develop and apply an adequate system to identify and resolve discrepancies in the information that the institution receives from different sources with respect to a student's application for financial aid under Title IV, HEA programs. In determining whether the institution's system is adequate, the Secretary considers whether the institution obtains and reviews:

(1) All student aid applications, need analysis documents, Statements of Educational Purpose, Statements of Registration Status, and eligibility notification documents presented by or on behalf of each applicant;

(2) Any documents, including any copies of State and Federal income tax returns, that are normally collected by the institution to verify information received from the student or other sources; and

(3) Any other information normally available to the institution regarding a student's citizenship, previous educational experience, documentation of the student's social security number, or other factors relating to the student's eligibility for funds under the Title IV, HEA programs;

Conflicting data can impact a student’s eligibility in various ways. Some common categories where conflicting data can occur are:

· Applicants selected for verification—If an institution has reason to believe that any information on the application used to calculate the EFC is discrepant or inaccurate (or if any supporting documentation is discrepant or inaccurate) , the institution shall require the applicant to provide adequate documentation to resolve the conflict.

· Applicants not selected for verification—It is the responsibility of the institution to resolve conflicting information regardless of whether or not the applicant was selected for verification.  

· Other applicant information received by the school—A school must have an adequate internal system to identify conflicting information that it may have regardless of the source, such as information from the admissions office as to whether the student has a high school diploma or information from other offices regarding academic progress, enrollment status, work-study earned or additional institutional aid or outside aid from Financial Aid Office, other Department, or an outside entity.

Although conflicting data can result from multiple sources, many cases can be easily identified. 
The requirement for resolving conflicting data covers all information normally available to the institution regarding a student’s eligibility. It is not expected that the financial aid officer be an 
expert in IRS tax law.
Good practices vs. what is required

The following two pages contain two charts.  

7. The first chart provides examples of issues that are considered as Conflicting Data. Although the chart is designed to be extensive, it is not to be construed as an all-inclusive list. The chart is provided for information only and has been developed to help you review your policies and procedures.  

8. The second chart provides examples of good practices for resolving Conflicting Data.

Chart A:  Examples of issues considered Conflicting Data

	· A student not selected for verification, the tax return is on file and information conflicts with items on the FAFSA.

· 1040 shows parent single head of household and on the FAFSA/ISIR shows the same person as married. 

· Parent or student report on their FAFSA and signed a verification worksheet that they will not file an IRS 1040. You have reason to believe that they would have been required to file a U.S. Income Tax Return, as the minimum amount required to file is indicated in the instructions provided on the 1040.

· Statements or information that suggest that the copy of the Income Tax Return you received is not the return actually filed with the IRS.

· School receives Profile from CSS. Student reports a specific amount in untaxed income; FAFSA reports a different amount (If the school receives the CSS Profile, it must ensure that information contained there does not conflict with other documents received by the school).

· Veterans Affairs (VA) benefits verified by the certifying official in the Registrar don’t match the FAFSA. (To resolve conflict, can rely on certifying official).

· Admissions information received impacts student eligibility (i.e., student accepted into a non degree program, student received scholarship from high school, etc.)

· The Student Academic Progress or Enrollment Status on file in the Financial Aid Office doesn’t agree with the information from the Registrar Office. 




Chart B: Examples of good practices for resolving Conflicting Data

	· $0 income reported with no explanation as to how the student/parent/family can live on $0 income (Your institution may want to consider developing an expense VS resource form to review $0 to low income reporting for the Calendar Year January–December).

· If assets reported on the FAFSA are $0 or low but significant interest and dividend income or capital gains are reported on the U.S. Income Tax Return.

· Address reported by student/parent (i.e., if parents are divorced and the address on the student’s tax return does not match the address of the custodial parent’s tax return). Or the address doesn’t match the state of residence as listed on the FAFSA. (Your institution may want to consider obtaining a written explanation to determine residency).

· If the student or parents reported business/farm net worth but didn’t file a schedule C or Form 1120 or just didn’t supply it to the school. 

· Box 14 information from W-2.

· Always have the ability to ask for whatever information you need any time that you think there is a problem.



Remember, a REASONABLE assessment of data is expected as you strive to catch errors, not fraud. If the institution has reason to believe the applicant is engaged in fraud, 668.16(g) requires the school to refer the information to OIG. OIG Contacts can be found at the following link: 2008-09 FSA Handbook, AVG, Chapter 5, page 102.
If you suspect a student has misreported information, what can the Financial Aid Office do to resolve discrepant data? Here are some suggestions. Again, this list is not all-inclusive. An institution is not limited to these suggestions, but may find them helpful:

	1. Require a letter from the IRS, or submit an IRS Form 4506. http://www.irs.gov/pub/irs-pdf/f4506.pdf
2. Additional documentation resolving the conflicting information may include but is not limited to signed statements by the parent/student, doctor, institution, guidance counselor, and tax professional.

3. Obtain W-2’s.




If conflicting information is discovered after disbursing aid, the Financial Aid Office is required to reconcile the differences and recalculate the EFC. If there is an over award, the student is required to repay any excess funds. If the student is no longer enrolled, they will owe a Title IV overpayment. The school would be responsible to notify ED of the overpayment.
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Advanced
Use the activities and resources in the Advanced section of the Policies and Procedures Chart if:

· your school has satisfied the minimum general requirements; and

· your school wants to go above and beyond its existing policies and procedures by completing the appropriate activity.

	Topic Template
	Related Assessment Activities

	Overview
	

	Description of all aid programs
	

	Organizational Structure of Financial Aid Office/Business Office
	

	Calendar of Financial Aid Activities 
	

	Audits and Program Review Process/
Self-Evaluation Process
	

	Samples of all Forms used by school
	

	Academic Year Definition
	

	Cost of Attendance
	

	Office Automation
	Automation

	NSLDS Processes
	Student Eligibility

	FERPA
	Consumer Information


Advanced 

In addition to providing Topic Templates and Activities that will help Advanced level schools institute good practices, the Intermediate chart below provides Topic Templates and Activities that will help Advanced level schools test their current policies and procedures.
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Draft
Introduction (reference chart on page21)

Institutional Overview

Section 1:
Administrative Capability

1.1
Adequate number of qualified person(s) to administer 
the Title IV Programs



1.2
Adequate Checks and Balances



1.3
Satisfactory Academic Progress



1.4
Conflicting Data

1.5
Fiscal Reports and Financial Statements &

Financial Aid Counseling 

Section 2: 
Institutional Eligibility

Preparation for the Recertification Process

2.1 General Requirements

2.2 Updating Application Information

2.3 Admission Policy for Public or Private Nonprofit educational 
institution, Proprietary Institution of higher education, and 
Postsecondary Vocational Institution 
 

Section 3: 
General Provisions

3.1 Certification

3.2 Title IV Refunds

3.3 Consumer Information

3.4 Verification

3.5 Professional Judgment

3.6 Misrepresentation

3.7 Documentation

3.8 Secondary Confirmation

3.9 Ability to Benefit

Section 4:
Federal Perkins Loan

4.1 Selection of students for loans

4.2 Loan Disclosure

4.3 Fiscal Procedures and Records

4.4 Deferment

4.5 Contact with Borrowers

4.6 Billing

4.7 Collection

4.8 Litigation

4.9 Cancellation

Draft

Section 5: 
Federal Work-Study Program and Job Location 
and Development Program

5.1 Selection of students

5.2 Fiscal Procedures and Records

5.3 Job Location and Development (JLD) Procedures 
and Records

5.4 Work Colleges Program Procedures and Records

Section 6: 
Federal SEOG Program

6.1 Selection of Students

6.2 Fiscal Procedures and Records

Section 7:
Federal Pell Grant Program

7.1 Fiscal records for Pell Grants

7.2 Disbursement requirements for Pell Grants received

Section 8: 
ACG and the National SMART Grant




8.1
Fiscal Control and Accounting procedures

Section 9: 
Federal Family Education Loan Program

9.1 Processing Loan Proceeds and Counseling Borrowers

9.2 Administrative and Fiscal Requirements

Section 10: 
Federal Direct Loan

10.1 Counseling Borrowers

10.2 Payment of a Refund or Return of Title IV

10.3 Administrative and Fiscal Control

Section 11: 
TEACH Grant

11.1 Fiscal Control and fund accounting procedures

11.2 Processing TEACH Grants
Draft
The Making of a Policies and Procedures Manual

This policies and procedures manual is designed to assist in documenting policies and procedures that are required by federal regulations as they pertain to the administration of Title IV programs. The activities featured in the manual are designed to help a school meet the minimum general requirements. To assist in the broader understanding of institutional operations, additional information is provided for consideration in the development of a comprehensive policies and procedures manual.

Although the regulations do not specifically require schools to have a policies and procedures manual, experience shows that having one will assist in implementing and adhering to established procedures, as well as routinely reviewing and updating them. A manual may also streamline your audit and program review experiences. It is a tool to assist schools in being good stewards in the administration of the Title IV programs and the delivery of dollars and services to students. A manual may also streamline your audit and program review experiences.

When using this manual, we recommend that you consider 
the following:

· Use this manual to start creating a policies and procedures manual or cross-reference your answers to a manual that you already have developed. 

· Use the icons provided in this manual to assist in developing your own style. 

· Establish a team with members from all appropriate offices to assist in the review and writing of procedures.

· Include a comprehensive calendar of activities related to student aid delivery, including dates and deadlines for students.

· Develop a schedule to test, review and update your manual. Remember to inform staff of this schedule.

· Train your staff on the procedures – existing ones as well as those revised or newly developed.

Note that although school administrators may require that topics or areas listed under good practices be addressed, the regulations do not require these areas to be included in the policies and procedures manual. However, their inclusion might serve as another good practice.

Disclaimer: Federal Student Aid has provided this guidance for the development of a basic policies and procedures manual, but it is not intended to be all-inclusive. It is the school’s responsibility to ensure that all Title IV requirements outlined in the Law and Federal regulations are met.
This page intentionally left blank 

Draft
Icon Definition

Icons are a useful way of pointing out critical information. 
The following icons have been developed for use with your policies and procedures. 
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	Good Practice
Good Practice recommendation
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	Tip
Suggestions for handling a form or procedures efficiently
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	Help
Points the reader to helpful information
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	Policy
Briefly states or refers reader to specific policy 
documents available in other offices
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	Important
A critical piece of information that, if overlooked,
could result in an error
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	Exception
A way of doing something that is an exception to 
the general rule and why it is an exception
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	Definition
Explain terms
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	Checklist
A checklist that the user can follow to complete 
a task

	[image: image22.png]




	Example
A specific example of an activity, a document, etc.
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	New
Highlights something new

	“Quick Reference” What is required to be addressed in a policies and procedures manual


This chart lists the minimum requirements to be included in your policies and procedures manual.  It also includes the regulatory citation.

	Administrative Capability
	Policy and Procedure Regulatory Citation 

	
	668.16 (Administrative capability)

	Institutional Eligibility
	Policy and Procedure Regulatory Citation 

	
	600.20 (Application)

	
	600.21 (Updating Application Information)

	General Provisions
	Policy and Procedure Regulatory Citation 

	
	668.13 (Certification)

	
	668.47, 668.41, 668.42, 668.43, 668.44, 668.45, 668.46
(Consumer Information)

	
	668.53 (Verification)

	
	668.75 (Misrepresentation)

	
	668.134 (Documentation)

	
	668.135 (Secondary Confirmation)

	Federal Perkins Loan
	Policy and Procedure Regulatory Citation 

	
	674.10 (Selection of students for loans)

	
	674.19 (Fiscal Procedures and Records)

	
	674.38 (Deferment)

	
	674.43 (Billing)

	
	674.45 (Collection)

	
	674.46 (Litigation)

	
	674.52 (Cancellation)

	Federal Work-Study Program and Job Location and Development Program
	Policy and Procedure Regulatory Citation 

	
	675.10 (Selection of students)

	
	675.19 (FWS (Fiscal procedures and records)

	
	675.36 (Job location and Development—Procedures and records)

	
	675.49 (Work Colleges Program—Procedures and records)

	Federal SEOG
	Policy and Procedure Regulatory Citation 

	
	676.10 (Selection of students)

	
	676.19 (Fiscal procedures and records)

	Federal Pell Grant
	Policy and Procedure Regulatory Citation 

	
	690.81 (Fiscal Control and fund accounting procedures)

	ACG and National SMART Grant
	Policy and Procedure Regulatory Citation 

	
	691.81 (Fiscal Control and fund accounting procedures)

	Federal Family Education Loan 
	Policy and Procedure Regulatory Citation 

	
	682.604 (Processing Loan Proceeds and Counseling Borrowers)

	
	682.607 (Refund policy)

	
	682.610 (Administrative and Fiscal Requirements)

	Federal Direct Loan
	Policy and Procedure Regulatory Citation 

	
	685.304 (Counseling Borrowers)

	
	685.306 (Payment of a Refund or Return of Title IV)

	
	685.307 (Withdrawal Procedures)

	
	685.309 (Administrative and Fiscal Control)


Draft

          
Institutional Overview


Name of Institution:

OPE ID:

Suggested information:

1. Policy Statement.

The purpose of this manual is to address the required policies and 
procedures outlined in the Federal Regulations and law as they pertain to 
the administration of Title IV.

2. School and its mission, number of students receiving 
Financial Aid, and its philosophies.

3. Information pertaining to your school that is unique and may 

require explanation. 

Calendar of Activities 

Suggested information:

· Include a calendar of all financial aid activities. The calendar should include an explanation of activities for each month of the year. Be sure to include activities that may involve other offices and list those offices.

Sample of all Forms used by the school

Suggested information:

· Include copies of all application forms used by the school. Some examples of forms that could be included are: Admissions Applications, FAFSAs, Applications for institutional scholarships or grants, Student Aid Reports, Loan Applications, Verification Documents (tax returns, Verification Worksheets, etc), SAP Appeals Forms, Professional Judgment Forms, and any other forms the school uses in determining a student’s eligibility.

· It is recommended that the school include updated versions of forms if those forms are changed from year to year. However, it may be beneficial to retain copies of prior forms labeled by academic year.

· Include an explanation of where to locate Handbooks, Catalogs etc …

Draft
	Section 1


Policy:
Administrative Capability
Regulation: 668.16 

Purpose:
Document the responsibilities of the various offices with respect to the approval, disbursement, and delivery of Title IV, HEA program assistance, and the preparation and submission of reports to the Secretary.
Scope:
Specifically Address

1.1
Adequate number of qualified person(s) to administer 
the Title IV Programs

1.2
Adequate Checks and Balances

1.3
Satisfactory Academic Progress

1.4
Conflicting Data

1.5
Financial Aid Counseling and Fiscal Reports and 

Financial Statements

Responsibilities:
 

Definitions:



Good Practices and FSA Assessments to assist 
you in developing or evaluating requirements:

· Complete Conflicting Data Activity #4 in the FSA Verification Assessment. 

· Satisfactory Academic Progress (SAP) At a Glance http://ifap.ed.gov/qadocs/SAPModule/SAPExamples.doc
· Default Prevention Strategies. 

· Include a description of the organizational structure of the financial aid office and the business office.

· Financial Aid Counseling

http://ifap.ed.gov/qadocs/DefaultManagement/DefaultPreventionFedReq.doc
· Include a calendar of aid related activities, including dates and deadlines 
for students.
	Part 1.1
	Adequate Staffing Procedure
	This section is required 668.16


Outline the offices and staff involved in the disbursement of 
Title IV Aid. Specifically, 

Offices involved in approving and Disbursing Title IV Aid:

Examples of offices include Financial Aid Office, Fiscal Office, Business Office, Payroll, Work-Study Office, Admissions, and Loan Office.

     



     



     
     



     



     
     



     



     
Number and distribution of financial aid staff:

 FORMCHECKBOX 
  Director      
 FORMCHECKBOX 
  Associate Director(s)      
 FORMCHECKBOX 
  Assistant Director(s)      
 FORMCHECKBOX 
  Financial Aid Officer(s)      
 FORMCHECKBOX 
  Other(s)      
If applicable, document the use of third-party servicers to aid in the administration of Title IV Aid:

 FORMCHECKBOX 
       
 FORMCHECKBOX 
       
 FORMCHECKBOX 
       
Select types of program(s) in which the institution participates:

 FORMCHECKBOX 
  Federal Work Study 

 FORMCHECKBOX 
  Federal SEOG

 FORMCHECKBOX 
  Federal Perkins


 FORMCHECKBOX 
  Federal Pell

 FORMCHECKBOX 
  National SMART 

 FORMCHECKBOX 
  ACG

 FORMCHECKBOX 
  TEACH Grant 


 FORMCHECKBOX 
  FFEL



 FORMCHECKBOX 
  Direct Loan


 FORMCHECKBOX 
  Grad PLUS

 FORMCHECKBOX 
  Other


 FORMCHECKBOX 
  Other



 FORMCHECKBOX 
  Other


 FORMCHECKBOX 
  Other
Draft
Number of Financial Aid applications evaluated:

     
Number of students who receive Title IV assistance and the amount 
of funds administered:

     
Type of financial aid delivery system used by the institution:

     
The degree of the office automation used in the administration of Title IV aid:

     
Suggested information:

· Description of the type of delivery system used by the financial aid office and business office. Is the system homegrown or an off the shelf product?

· Process for how Financial Aid Applicant Data is received through FAA Access to CPS online and how that data is entered into your own computer system.

· Process for any automatic systems such as packaging, SAP determinations, Budget Construction, reviewing files, requesting verification documents.

· If financial aid documents are kept in electronic format, explain process.

· Explain how computer systems are backed up.

· Explain security measures in place to protect private information, e.g., the use of passwords, etc.

	Part 1.2
	Adequate Checks and Balances Procedure
	This section is required 668.16(c)


Documentation to show clear and separate division of responsibility for the administration of financial aid programs that are divided between the Financial Aid Office and the Fiscal Office.

Complete the information below to indicate individuals who are responsible for each office:


Financial Aid Office

     
Fiscal or Business Office/Loan Office

     
Payroll and/or Work Study Office

     
Admissions Office

     
Registrars Office

     
Draft
Next, 

· Describe the organizational structures of the business 
office and the financial aid office.

· Include the general office hours for the office and how 
appointments are made to assist students.

· Include a flow chart or organizational chart that shows the 
structure and interfaces of both offices.

· Include copies of Job Descriptions for key positions in both 
offices.

· Include the structure of other offices that work closely with 
the Financial Aid Office.

Financial Aid Office:
     

Fiscal or Business Office/Loan Office:
     

Payroll and/or Work-Study Office:
     
Admissions Office

     
Registrars Office:

     
Identify:


Where fiscal records are maintained:      
Draft
	Part 1.3
	Satisfactory Academic Progress Procedure
	This section is required 668.16(e)


Documentation to show that Satisfactory Academic Progress standards are published and are reasonably applied for measuring whether an otherwise eligible student is making SAP in his/her educational program.

Academic Standards:

SAP Standard for Title IV students:

Standard for student enrolled in same educational program who is not receiving 
Title IV assistance: 

Are standards for Title IV students the same or stricter than non Title IV students enrolled in the same educational program? Y  FORMCHECKBOX 
 N  FORMCHECKBOX 

List the:

· Qualitative component for measuring SAP (must consist of grades with standards that meet or exceed the requirements of 668.34, work projects completed, or comparable factors that are measurable against a norm):

     
· Quantitative component (that consists of a maximum timeframe) for which a student must complete his/her educational program:

     
· Timeframe for an undergraduate program (not to exceed 150% of the published length):

     
Identify:
· When the school checks SAP (must not exceed the lesser of one academic year or 
one-half the published length of the educational program):

     
· The process the school uses to ensure consistent application of standards to all students within categories of students (full-time, part-time, undergraduate, and graduate students, and educational programs established by the school):

     
The school’s written policies for the following:

· Incompletes:      
· Withdrawals:      
· Repeated courses:      
· Noncredit remedial courses:      
· Transfer credits:      
Provide:

· The schedule established by the school that designates the minimum percentage or amount of work that a student must successfully complete at the end of each increment to complete his/her educational program within the maximum timeframes:

     
· Appeal procedure for those students not making SAP:

     
· Procedures for a student to re-establish and document that the student has made SAP:

     

 
Academic Year Definition:

Schools are required to define their academic year. 
1. Include whether the school offers programs in credit hours with terms, clock hours, or credit hours without terms.

2. Include the minimum academic year definition for all programs.

3. Include whether your school’s academic year is more than the minimum requirement.

4. Include whether the school has one definition for all programs. If not, include 
an explanation of those programs that need a different definition.

5. Include whether the payment periods are determined by terms or by hours 
and weeks.

	Part 1.4
	Conflicting Data Procedure
	This section is required 668.16(f)


Documentation that supports an adequate system to identify and resolve discrepancies in the information that the school receives from different sources with respect to a student’s application for financial aid under the Title IV, HEA programs. 
Good practices vs. what is required

The following two pages contain two charts. 

1. Chart A provides examples of issues that are considered Conflicting Data. Although the chart is designed to be extensive, it is not to be construed as an all-inclusive list. The chart is provided for information only and has been developed to help you review your policies and procedures. 

2. Chart B provides examples of issues not considered Conflicting Data, but would be a good practice to consider. The chart is provided for information only and has been developed to help you review your policies and procedures. 

Chart A: Examples of issues considered Conflicting Data

	· A student not selected for verification, the tax return is on file and information conflicts with items on the FAFSA.

· 1040 shows parent single head of household and the FAFSA/ISIR shows the same person as married. 

· Assets reported on the FAFSA are $0 or low but significant interest and dividend income or capital gains are reported on the U.S. Income 
Tax Return.

· Parent or student report on their FAFSA and signed a verification worksheet that they will not file an IRS 1040. You have reason to believe that they would have been required to file a U.S. Income Tax Return, as the minimum amount required to file is indicated in the instructions provided on the 1040.

· Statements or information that suggest that the copy of the Income Tax Return you received is not the return actually filed with the IRS.

· School receives Profile from CSS. Student reports a specific amount in untaxed income; FAFSA reports a different amount (If the school receives the CSS Profile, it must ensure that information contained there does not conflict with other documents received by the school).

· Veterans Affairs (VA) benefits verified by the certifying official in the Registrar’s Office don’t match the FAFSA. (To resolve conflict, can rely on certifying official).

· Admissions information received impacts student eligibility (i.e., student accepted into a non degree program, student received scholarship from high school, etc.)

· The Student Academic Progress or Enrollment Status on file in the Financial Aid Office doesn’t agree with the information from the Registrar’s Office. 




Chart B: Examples of issues not considered Conflicting Data, but would be a good practice to consider

	· $0 income reported with no explanation as to how the student/parent/family can live on $0 income (Your institution may want to consider developing an expense VS resource form to review $0 to low income reporting for the Calendar Year January–December).

· Address reported by student/parent (i.e., if parents are divorced and the address on the student’s tax return does not match the address of the custodial parent’s tax return). Or the address doesn’t match the state of residence as listed on the FAFSA. (Your institution may want to consider obtaining a written explanation to determine residency).

· If the student or parents reported business/farm net worth but didn’t file a schedule C or Form 1120 or just didn’t supply it to the school (Your institution may want to consider requesting additional documentation from the student or parent). 

· Box 14 information from W-2 (Determine if the dollars represented are untaxed income not previously reported).

· Always have the ability to ask for whatever information you need any time that you think there is a problem.



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

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


Provide 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. 
· Identify all student aid applications, need analysis documents, Statements of Education 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.

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

· 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.

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

· Any credible information indicating that any employee, third-party service, or other agent of the school , who acts in a capacity involving the administration of Title IV, HEA programs, or the receipt 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.

Draft

	Part 1.5
	Fiscal Reports & Financial Statements and Financial Aid Counseling Procedure
	This section is required, 668.16(d); 668.16(h)


Maintaining records required under the individual Title IV HEA program regulations. Specifically,

Fiscal reports and financial statements

· Identify systems that will provide all program financial statements required for compliance. Include bank account and internal ledger reconciliation procedures.
     
Address Financial Aid Counseling Requirements. Specifically, 
· Identify the sources and the amount of each type of aid awarded.

· Provide a method by which aid is determined and disbursed, 
delivered or applied to a student’s account.

· Make available the rights and responsibilities of the student with 
the respect to enrollment at the institution and receipt of financial 
aid.

· Provide information regarding the institution’s refund policy, the 
requirements for the treatment of Title IV funds when a student 
withdraws under 668.22, its standards of SAP and other conditions 
that may alter the student’s aid package.

If this information is provided to students on separate documents or publications, include those documents or publications as part of your policies and procedures.  You should also include how the information is disseminated.
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SCHOOL LOGO HERE





DRAFT





Go to IFAP.ED.Gov





Select Policies and Procedures 





Select “Getting Started with Developing Institutional Policies and Procedures Worksheet”.





Select “Intermediate”





Select the back button and then select Activity 1 from the Program Related Requirement Column, 





Select from the Program Related Requirement, “Conflicting Data”.








Select the back button and select “Verification” from Related Assessment Activities Column.





Click back button until you return to Policies & Procedures Page and Select “Advanced”
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