Fiscal Management Activity #19:  

Retention Records and Reconciliation



Records and Reconciliation 668.24  (There are three pages to this document)

Person(s) completing this document: ____________________________________________

Award Year __________________


	Requirement
	YES/NO
	Documentation & Person(s) Responsible

	Does your institution provide all program and fiscal reports and financial statements required for compliance with the General Provisions regulations and individual program regulations in a timely manner?
	
	

	Does your institution retain FISAP records for 3 years after the end of the award year in which the FISAP was submitted?
	
	

	Does your institution have procedures that ensure that the FISAP is completed correctly and timely submitted?
	
	

	Does the institution maintain SARs/ISIRs in the format in which the school received them?
	
	


1. How does the institution ensure compliance with the record retention and examination requirements that apply to the Title IV programs CFR 668.24?







2. If your institution maintains Title IV records electronically, are the records retrievable in legible hard copy or other acceptable format?  Who is responsible to ensure that you can obtain the data if necessary?







3. How does the institution ensure that student status changes are timely reported to NSLDS?  What office on your campus is responsible for updating the SSCR to ensure that accurate information on student status is reported for all borrowers?





4. How does the institution ensure that each and every Federal Pell disbursement, both positive and negative, is reported to the Department within 30 days of the date of disbursement? 




5. What is the institution’s process for reporting Federal Direct Loan disbursements and adjustments to the Department?





6. If an anticipated Federal Pell Grant or FDL disbursement that was reported to the Department is not made, or a reported disbursement is reduced, is the change reported to the Department by a negative disbursement or adjustment within 30 calendar days of the date you became aware of the need to make the adjustment?

7. How does the institution report Pell Grant overpayments to the Department of Education?

8. What are the institution’s procedures for reporting any changes in student awards and disbursements to other offices at the school? For example, if an outside scholarship arrives for a student and it is sent directly to the Bursar or student accounts, what is the procedure for notifying the financial aid office to ensure the student is not overawarded?

9. How does the institution ensure that it reports to a national credit Bureau all Federal Perkins Loan disbursements at least annually?

10. How does the institution backup its electronic data?

11. Who is responsible?

12. Where is the backup stored?

13. How often is the backup tested?

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.

