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/ FEDERAL STUDENT AID

POLICIES AND PROCEDURES






	Procedure: Return of Title IV/Refund Repayments.

	This section is required 668.22; 682.607; 685.306; DCL GEN-04-03.

Required information:

1. Include a copy of the school’s refund policy developed by the school or as mandated by the school’s accrediting agency or state agency.

2. Ensure that the refund policy addresses Title IV funds as required in 668.22.

3. Include procedures that students must follow to officially withdraw from the school.

4. Indicate how the refund requirements are provided to the students in writing.

5. Include examples for students indicating how Title IV refunds and institutional 
refunds work.

6. If your school as a formal leave of absence policy, include a copy of this policy.

7. For FFEL: Establish a refund policy that addresses a refund to the lender or return of Title IV HEA program funds from the school that is allocable to the loan upon the borrower’s withdrawal as outlined in 682.607.

8. For Direct Loans: Include procedures for the school to pay a portion of the student’s refund or return of title IV, HEA program funds that is allocable to a Direct Loan to the Secretary.

9. For Direct Loans: Include procedures to provide simultaneous written notice to the borrower if the school pays a refund or return of title IV, HEA program funds to the Secretary on behalf of the borrower.

10. For Direct Loans: In determining the portion of s student’s refund or return of title IV, HEA program funds that is allocable to a Direct Loan, the school follows the procedures established in 668.22 for allocating and paying a refund or return of title IV, HEA program funds that is due (this is related to #2 above).




	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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