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/ FEDERAL STUDENT AID

POLICIES AND PROCEDURES






	Procedure: FSEOG.

	This section is required 676.10 and 676.19.

Required information:

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

· Develop a process to select students with the lowest expected family contributions who will also receive Federal Pell Grants in that year. If remaining funds are available after giving FSEOG to all Federal Pell Grant recipients, the institution shall award the remaining FSEOG funds to eligible students with the lowest expected family contributions who will not receive Federal Pell Grant. Define exceptional need as outlined in 34 CFR 676.10.
· Part-time and independent students. If an institution’s allocation of FSEOG funds is directly or indirectly based in part on the financial need demonstrated by students attending the institution as less than full time or independent students, 
a reasonable portion of the allocation must be offered to those students.
FSEOG Fiscal Procedures and Records:
· Procedures that outline and follow provisions for maintaining general fiscal records as outlined in 34 CFR 668.24(b) and 34 CFR 668.164
· Establish and maintain an internal control system of checks and balances 
that insures that no office can both authorize payments and disburse funds 
to students (See section 1.2 of this manual).
· Identify how the school maintains funds received under FSEOG and required under 668.163.

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

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

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

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




	Description of Policy and Procedure: 



	Offices that need to be involved:

	Lead Persons to Coordinate Policy and Procedure:

Name: ________________________            Name: ________________________


Title: __________________________
Title:  _________________________


Phone Number: _________________
Phone Number:  ________________



	Start Date (mm/dd/yy):





Anticipated Completion Date:

Actual Completion Date:



	Did you review and test the procedure for accuracy?



	Was the policies and procedures manual updated to reflect appropriate changes? Yes or No

1. If Yes, what section was updated?

2. Enter the date that the Policies and Procedures Manual was updated to reflect these changes:

3. Were staff members properly trained about new procedures? Yes or No

	We recommend that your school annually review your policies and procedures and revise accordingly. Remember, you must consistently follow all policies and procedures developed 
by your school.
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