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Agenda

• Daily Processing - Start
• Reconciliation
• Closeout - Finish

1
2

3

D
aily 

Processing

R
econciliation

C
loseout



DAILY PROCESSING-
WHERE IT ALL STARTS
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Daily Processing

• Finish what you start
–Map your process and procedures
–Monitor your process
–Ensure all records have been sent to and 

accepted by COD
–Consider managing timing issues to finish 

what you start within the month
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Daily Processing
• Communicate to

–All responsible staff/offices
–COD Customer Service Representatives

• Use available resources 
–Help Desks
–Reports
–Training
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Daily Processing
• Track trends 

–Repetitive rejects/edits
– Late reporting of disbursements
–Posting downward adjustments and not 

returning refunds of cash timely
–Drawdowns in wrong year

• Assess your procedures 



RECONCILIATION
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Direct Loan Reconciliation

The process by which the Direct Loan Cash 
Balance, recorded on the Department of 
Education system, is reviewed and compared 
with a school’s internal records on a monthly
basis. The school must:

• Identify and resolve discrepancies, and
• Document reasons for Ending Cash     
Balance (ECB)
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Key Reconciliation Players
Business

Office

Financial
Aid

Office

G5
COD

Reconcile Internally

Reconcile with COD Reconcile with COD

(Resource)
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Preparing for Reconciliation

• Defining responsibilities
• Documenting procedures
• Preparing for end of month
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Defining Responsibilities
• Pulling in School Account Statement(SAS)
• Comparing cash/disbursement data on SAS 
• Identifying and using additional 

reports/tools
• Assigning user access to COD/G5
• Tracking and resolving discrepancies
• Documenting monthly reconciliation
• Meeting to assess discrepancies, process, 

and trends
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Documenting Procedures

• Documenting current reconciliation/closeout 
procedures

• Revisit regularly
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Preparing for End of Month
• Communicate between BO and FA
• Resolve as many rejected records as 

possible
• Identify and enter pending actual 

disbursements that should have been 
entered into system and sent to COD

• Export/transmit all records/batches
• Import all acknowledgements/responses
• Reconcile internally both cash and 

disbursement transactions
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Implementing Reconciliation

• Reviewing the School Account Statement
• Identifying reconciliation discrepancies

– reports and tools 
• Documenting monthly reconciliation
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School Account Statement 
(SAS)

• Contains the Department’s official ending 
cash balance for your school

• Generated by COD on 1st full weekend of 
the month

• Contains data through the end of the 
previous month

• Separate SAS for each open award year
• Contains Cash Summary, Cash Detail, 

and optional Disbursement information



SAS Cash Summary
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SAS Cash Detail
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Net 
Drawdowns/

Payments = Cash 
Receipts -

Refunds 
of Cash

REMEMBER



SAS Disbursement Detail
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Total Net Booked 
Disbursements

= Booked Disb + Booked Adj

REMEMBER
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SAS - How to Use It?
School 

Receives 
SAS

Match
?

Resolve 
Issues

Compare 
Cash Detail

Compare 
Loan Detail

NO

YES
YES

Resolved
?

Compare 
Cash 

Summary

DONEDONE

NO

(Documentation)
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Common Cash Discrepancies
• Cash transactions in wrong year or split 

between years
• Funds sent as payment that should have 

been a refund of cash (or reverse)
• Funds recycled for disbursement in a 

different award year
• Funds from a different program (i.e. Pell)
• Timing (Allow 5-7 days for refunds to move 

from G5 to COD)
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Cash Reports and Tools

•COD website
– School Summary Financial Information
– Cash Activity
– Refunds of Cash

•Internal reports
– School cash summary reports
– Bank statements

• G5



COD School Summary Financial 
Information
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• Contains 
similar 
data to 
SAS Cash 
Summary

• Updated 
daily

• Monitor 
cash 
balances
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COD Cash Activity Screen
• Lists 

drawdowns 
& refunds 
of cash by 
program/ 
year

• Updated 
daily 

• Monitor 
cash detail 
and on-
time 
reporting Days Left for On-time 

Reporting
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Common Disbursement 
Discrepancies
• Unsent/unacknowledged disbursement 

batches
• Rejected disbursements
• Disbursements not entered in any system 

(pending actuals)
• Disbursements recorded in Business Office 

but not in FA system
• Unbooked records
• School data loss
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Disbursement Reports and Tools

•COD website
– School Summary Financial Information
– Action Queue
– Batch Search

•COD reports
– Actual Disbursement List
– Pending Disbursement List

•Internal school reports



Actual Disbursement List

• Displays booked, unbooked disbursements 
and adjustments

• Generated on Saturday; Reporting period is 
previous Sat. to Fri.

• NewsBox in CSV; SAIG in comma delimited
• Compare to school’s actual disbursements 

weekly
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NEW
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Documenting Monthly 
Reconciliation
• Documentation should show:

–Reconciliation performed at least monthly
–Any issues identified and resolved
–Reasons for ending cash balance

• Format is at school discretion



PROGRAM YEAR 
CLOSEOUT
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Program Year Closeout 
Defined
• The process by which schools 

complete processing at the end of 
a DL award year   
–Extension of monthly 
reconciliation process

–Result is $0 ending cash balance
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When Should Closeout be 
Completed?
• Should follow final disbursements 

for Award Year, or Latest Award 
End Date

• No later than end of July of the 
year following end of the award 
year (7/31/2012 for 2010-11)*
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* Certain Exceptions May Apply



Before the Closeout Deadline

• Schools will be notified of closeout 
requirements through:
–Electronic announcements on IFAP
–COD System-generated closeout 
correspondence
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Pre-Closeout Correspondence
• System generated letters

–Zero balance letter/Remaining 
balance letter
•Sent monthly to FAA
•Includes:

–Balances
–Latest award end date
–Instructions for confirming closeout
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Pre-Closeout Correspondence

• System generated letters
–Notification warning letter

•Reminder sent in May before 
Program year closeout deadline

•Sent to President and FAA
•Includes:

–Balances
–Latest award end date
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School Correspondence Screen
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Sample Zero Balance Letter



How Do I Complete Closeout?

• School receives and reconciles to 
SAS, achieves $0 balance

• School receives zero balance 
letter e-mail

• School completes balance 
confirmation form
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Balance Confirmation Screen
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Balance Confirmation Screen



What Happens Next?

• After successfully confirming 
closeout, COD will:
–Generate a Program Year Closeout 
Letter

–Reduce funding to net 
Drawdowns/Payments

–Reject additional data for the 
program/award year
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Benefits of Confirming 
Closeout

• Program Year Closeout Letter 
documents closeout completion

• Reduction of CFL prevents 
drawdowns requested in closed year

• Award-year specific data is 
prevented from processing in COD
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What if My Balance Changes 
after Closing Out?

• If your balance changes due to 
refunds or adjustments in G5 you 
will:
–Receive a Change in Zero Balance 
Letter

–Receive an updated SAS at the end 
of the month

–Must request to be reopened
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What if I have Additional 
Records to Report to COD?
• If school identifies additional 

disbursement or adjustment data 
after closing out:
–School should request to re-open 
the award year
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How do I Reopen before the 
Deadline?
• Contact COD School Relations at 

CODSupport@acs-inc.com and 
include:
–School name and identifier
–Award year to be reopened
–Reason for the request

• School receives reopen letter
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Remember to re-close!

mailto:CODSupport@acs-inc.com


After the Closeout Deadline
• The COD System:

–Reduces funding to net drawdowns 
for all remaining schools

–Rejects award year-specific 
awards/disbursements

–Discontinues year-specific reports
–Issues a final SAS to all schools

44



Can I Confirm Closeout after 
the Deadline?
• Yes! The process is the same both 

pre-and post-closeout deadline 
• Schools are encouraged to confirm 

closeout as soon as possible after 
final disbursements/adjustments 
are processed for the award year
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What if I Need to Process 
Data after the Deadline?
• Extended processing is available 

on a limited basis for authorized 
reasons:
–Contact COD School Relations at 
800-848-0978 or 
CODSupport@acs-inc.com
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mailto:CODSupport@acs-inc.com


Extended Processing Requests

• Exception-based, case-by-case 
approval for limited time period

• Must include:
–School name and identifier
–Award year requested
–Justification for the request
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Be Specific! (But no PII 
data, please!)



What if I do not Resolve My 
Ending Cash Balance?
• Schools will be notified of 

remaining balances through:
–Final Demand Letter
–Negative Balance Letter

• Remaining positive balances will 
result in final liability for school
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ADDITIONAL 
INFORMATION –
TO STAY ON TRACK
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Reference Materials

• Direct Loan School Guide, 
Chapter 6

• FSA Handbook, Volume 4
• COD Technical Reference

–Volume 2, Section 4 (Edits)
–Volume 4, DL Tools
–Volume 6, Section 8 (Reports)
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http://ifap.ed.gov/dlsguides/2008DLSchGuide.html
http://ifap.ed.gov/fsahandbook/1011FSAHbkVol4.html
https://www.fsadownload.ed.gov/CODTechRef1011.htm


Resources

• COD Resources and Tools
–COD Customer Service: 

1-800-848-0978
•Issue identification and resolution
•School monitoring e-mails
•Adhoc reports

‒COD website, https://cod.ed.gov
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https://cod.ed.gov/
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Contact Information
We appreciate your feedback and 
comments.  We can be reached at:

E-mail:
• allison.richards@ed.gov
• tracy.lardinois@ed.gov

mailto:allison.richards@ed.gov
mailto:tracy.lardinois@ed.gov
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