Program Review Guide

( DATE)
(NAME OF PRESI DENT OR CHI EF EXECUTI VE OFFI CER)
(NAME OF | NSTI TUTI ON)
( ADDRESS OF | NSTI TUTI ON) OPE | D; XXOOKXXXX
(CITY, STATE & ZI P CODE) El N X XX- XXX- XXXX- XX

Dear (NAME OF PRESI DENT OR CEO) :

34 CFR Section 668.23(e) of the General Provisions Regul ations
states: "Upon witten request, an institution shall give the
Secretary access to all Title IV, HEA program and fisca
records, including records reflecting transactions with any
financial institutions wiwth which it deposits or has deposited
any Title IV, HEA programfunds.” The institution nust also
provi de access to its admnistrative staff and students.

This letter constitutes our witten request to the officials
of (Nanme of Institution) for access, beginning today, to your
HEA records, staff and students, so that (Program O ficers'
nanes) can conduct a programrevi ew of your institution's
adm nistration of the Title IV Student Financial Assistance
progr amns.

Failure to provide this access to the programofficers wll
result in the Departnent taking adm nistrative action agai nst
the institution. This action may include, but is not Iimted
to: limtation, suspension or termnation of the institution's
participation, pursuant to 34 CFR Part 668, Subpart G

This programreview wi || enconpass your adm nistration of the
Title IV progranms included in your Program Participation

Agreenment, and will evaluate the foll ow ng:

1. General institutional eligibility;

2. Program adm ni strati on;

3. Student eligibility;

4. Student financial aid files;

5. Academ c records;

6. Regi stration and attendance records; and

7. Fi scal adm nistration records.
Pl ease i nform nmenbers of your staff who are responsible for
the Title IV prograns that we will need to interview them or
their designees during the programreview W wll also
conduct a brief entrance interview. In addition, we wll need

wor k space and access to a copier during this period.
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A list of the docunents that you nust provide to the reviewers
is enclosed (Attachnment A) to this letter. The list is in
order of priority, with itens needed i nmediately nmarked with
asterisks. All other docunents nust be provided as soon as
possi bl e.

Your cooperation throughout the programreview process will be
appr eci at ed.

Si ncerely,

(Branch Chief's Nane)
Chief, Institutional Revi ew Branch

Encl osur e

CC: Fi nanci al Aid Director
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School : Revi ew Dat e

Ybu are required to provide the foll ow ng docunents:

1. School catal og(s), together with the refund poli ci es,
and satisfactory acadeni c progress policy;

* 2. A list of Title IV recipients for the 19XX-XX and
19XX- XX award years. Please provide this information
in an unduplicated and reconciled format, organized
by: nane, social security nunber, award year, and
dollar ampbunt of Title IV student financial aid by
programrecei ved by each recipient, enroll nent status
and refunds paid or due to be paid. This information
shoul d be provided on a Lotus 123 worksheet or DOS
text file; if the institution cannot provide this
i nformati on by el ectroni c neans, a hard copy |ist nust
be provi ded;

* 3. A copy of the institution's nost current audited
financial statenents;

* 4. Eligibility letter and Program Participation
Agr eenent ;

* 5. Copy of accreditation docunentation;

* 6. Copil es of course approval notices issued by the State
Educati on Departnent for each course offered by the
school

7. Sanpl e of student financial aid fornms used,
8. Sanple award letter;

9. Pel | and/or Canpus-based and FFEL student budgets;
10. Ability to benefit test, answer Kkey, passing score,
and the dates the test was in use;
11. ED/ PM5 272 Reports;
12. Student Paynment Summary;
13. Fiscal Qper at i ons Repor t and Application to
Participate (FI SAP), with supporting docunmentation;
14. Current w thdrawal rate;
15. Non-Federal SFA audit (nost recent);
16. Witten verification policies and procedures;
17. A list of all current owners and owner percentages;
18. Nunber of current students enrolled; and,
19. Percentage of current students enrolled receiving
f ederal assi stance.
Depending upon the prograns in which your institution
participates, the following records or docunents nust be nade
avai l abl e for exam nation by the programofficer(s). Any other
records necessary to conplete the revieww || al so be request ed.

20. Conplete set of books for financial aid, including
a chart of accounts for each program general |edgers
and subsidiary |edgers, including student subsidiary
accounts;
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21. Oiiginal canceled checks, bank statenents, deposit
slips, checkbook or check roster and cash request to
ED Paynments ( EDPMTS);
22. Federal Pell Gant Program Institutional Paynment
Summary(ies) (IPS), Statenents of Accounts (SOA);
23. Policies and procedures nmanual pertaining to
admnistration of Title IV prograns;
24. Financial aid recipients' academ c and financial aid
records which include the followng --
N St udent contracts, enroll nent agreenents or
regi stration forns;
N Evi dence of admi ssions criteria such as high
school diploma, GED or ability to benefit;
N Institutionally devel oped adm ssions and
financial aid forns;
N Cl ass schedul es and attendance records;
N Student financial aid transcript(s);
N Sati sfactory acadenm c progress determ nation
docunent at i on;
N Student's drop date or wthdrawal date
docunent at i on;
N Ref und cal cul ati on wor ksheet (s);
N St udent need anal ysi s docunent ati on;
N Pell Gant Student Aid Report (SAR);
N Stafford Loan, SLS and/ or PLUS
application(s);
N Student |oan prograns entrance and exit
counsel i ng docunent ati on;
N Federal Perkins Loan prom ssory notes; and
N St udent account | edger(s).
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