UNITED STATESDEPARTMENT OF EDUCATION

MEMORANDUM
WASHINGTON, D.C. 20202-
AUG 2, 1996
| RB—96- 2
TO Chiefs, Institutional Review Branch, Regions |-X
THRU: Howard E. Fenton, Director

Institutional Mnitoring Division

Bonni e LeBol d, Director
Regi onal Operations Division

FROM Shirley Brown, Acting Chief
Institutional Review Branch, | M

SUBJECT: Access to Institutional Title IV Records

The purpose of this nmenobrandumis to provi de gui dance to program
reviewers regarding ED' s right of access to institutional records when
conducting Title IV programreviews. Sonme |large institutions or
proprietary corporations elect to maintain their Title IV records at a
mai n canpus or corporate headquarters which nay be geographically
separated fromtheir branch canpuses. However, regardl ess of the
arrangenent nade by these entities, institutions nmust nake Federa
Student Fi nanci al Assistance records available for review at the

geogr aphi cal | ocation in which the programreview is conducted.

34 CFR 668. 23 of the General Provisions regulations states in part that
“Records required under applicable programregul ations and this part
shall be readily available for review by the Secretary at the

geogr aphi cal | ocation where the student will receive his or her degree
or certificate of programor course conpletion.”

Fear of theft, loss, or danage to student financial assistance records
are not acceptable reasons for nonconpliance with the above-nentioned
regulation. |If a reviewer is denied access to the records or
institutional officials refuse to cooperate, the reviewer should

i mediately notify his or her supervisor with a recomendation for
transfer of the school to the rei nbursement method of payment.

Keep in mnd that there will be situations in which travel to corporate
offices to reviewrecords will be necessary. Should it be necessary to
travel to the corporate office, the use of professional judgment by the
Regi onal Director/Branch Chief in deternining the appropriateness of
such travel is encouraged. However, under no circunstances should the
regional office allowthe institution to pay for travel expenses.

If you have any questions, please call David Wrtham of nmy staff at
(202) 401-3569.

cc: Regi onal Directors
Mary K. Munci e
Phillip M “Radar” Brunback
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