FSA Administrative Capabilities Activity #2

Staffing Requirements 


The Title IV regulations 668.16(b)(2) requires that schools participating in the Title IV programs.  This worksheet can help your school determine if it has an  adequate number of qualified persons administering the Title IV programs at the school.

Number and types of programs in which your school participates:

Total number of applications evaluated:

Total number of students who receive any financial assistance at the school and the amount of funds administered:

Financial Aid Delivery system used by the school:

The degree of office automation used by the school in the administration of Title IV aid:

The number and distribution of financial aid staff:

The use of third-party servicers to aid in the administration of Title IV aid at the school:

Your school should evaluate this information to identify all staff shortage areas and establish priorities.  Then, you can determine if shortages can be eliminated or diminished with additional technology or reassignment of duties.

Once this evaluation takes place, your school can confirm that it has a reasonable amount of qualified persons administering the Title IV aid programs, or the school can develop and submit a proposal for enhancement of staffing to the appropriate individual at the school.  The key is evaluating your staffing levels, and having the documentation to support your analysis to provide to school management for consideration.

For all areas that the school found problems, please complete a Management Enhancement Worksheet to explain and track the school’s plan for corrective action.

