Activity 1:  Verification Checklist and Activity Worksheet



ACTIVITY 1:

To best utilize the Verification Assessment Worksheet, use the following questions to complete the worksheet to ensure that you meet the Federal requirements.

Verification Requirement #1: Deadlines for students to submit documentation & Consequences of the failure to meet those deadlines. 

· Describe the procedures for furnishing, in a timely manner, each applicant selected for verification: 


1) The documentation needed to satisfy the verification    requirements;

2) The applicant’s responsibilities with respect to the verification of applicant information including the deadlines for completing any actions required and the consequences for failing to complete any required actions.


· What is the time period within which an applicant must provide the required documentation? 


· What information do you provide the applicant that enables the student to clearly understand the consequences for failing to provide the required documentation within the institution’s specified time period?


· What explanation do you provide students regarding their responsibilities for completing any actions required, the consequences of missing such deadlines, and the required correction procedures? 


Verification Requirement #2: Method of notifying students of award changes resulting from verification.

· What is the method by which your institution notifies an applicant of the results of verification, and as a result of verification, the applicant’s EFC changes and results in a change in an applicant’s award or loan. 




Verification Requirement #3: Correction procedures for students.

· List the procedures that your institution requires an applicant to follow to correct applicant information to be determined in error; 


Verification Requirement #4: Means of publicizing requirement and procedures.

· How and where do you publicize the applicant’s responsibilities with respect to the verification of applicant information including the deadlines for completing any actions required and the consequences for failing to complete any required actions?


· Does your written notification to students provide a clear explanation of the documentation needed to satisfy the verification requirements and where can this guidance be located?


· What is the means by which the school will notify a student if his or her award changes as a result of verification and the timeframe for such notification and where can this guidance be located?

Verification Requirement #5: Standard procedures for referring overpayment cases to the Department of Education.

· Identify the procedures for making referrals due to an overpayment as identified in 34 CFR 668.16 (Standards of Administrative Capabilities).
 

· What procedure do you have in place to ensure that you do not disburse subsequent transactions for a student who was not initially selected for verification but was selected on a subsequent transaction?   


· Describe how your institution identifies ISIR corrections that were not previously selected for verification but was selected for verification on subsequent transactions.


· How does the institution identify and verify subsequent transactions that were selected for verification? 

Activity – Worksheet

Policies and Procedures Review
	Verification Requirement #1
	ACTION: Deadlines and Consequences

	Provide Deadlines for students to submit Documentation & consequences of the failure to meet those deadlines.


	Provide documentation or identify where this information can be located.



	Verification Requirement #2
	ACTION: Method of notification



	Method of notifying students of award changes resulting from verification.


	Provide documentation or identify where this information can be located.



	Verification Requirement #3
	ACTION: Correction Procedures



	Provide correction procedures for students.


	Provide documentation or identify where this information can be located.



	Verification Requirement #4
	ACTION: List means used to publish requirements & procedures

	Provide means of publicizing requirement and procedures.


	Provide documentation or identify where this information can be located



	Verification Requirement #5
	ACTION: Procedure

	Provide standard procedures for referring overpayment cases to the Department.


	Provide documentation or identify where this information can be located
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