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	Reporting and Reconciling: Your institution must have procedures in place for reporting and reconciling Title IV funds. These procedures should include how your institution adjusts awards for students, provides refunds in accordance with the Return of Title IV Requirements, and the reconciliation of all Title IV accounts.

Variables to be considered for Reporting and Reconciliation are Adjusting Awards, Return of Title IV funds and Reporting and Recordkeeping. 

In this Assessment you will evaluate your management procedures regarding the effectiveness of your institution’s Reporting and Reconciliation procedures. The questions should help you determine if your institution is in compliance.  

There are references from both the 2003-04 FSA Handbook and the 2002-03 FSA Handbook throughout this module.

The continuous improvement symbol [image: image1.wmf] signifies a continuous improvement cycle and will prompt you to complete a checklist to review your policies and procedures. The Test your Knowledge symbol [image: image2.wmf] provides you with several exercises to test your knowledge and policies and procedures. [image: image3.wmf] Provides Community Questions & Answers received by schools and answered by the Department of Education (included only if questions are available related to the topic addressed).




	·  Adjusting Awards

An institution must adjust awards for each student as additional information is made available regarding the student’s eligibility.

It is very important for schools to have proper procedures in place for adjusting awards.

	Getting Started:
As you begin to evaluate your policies and procedures, you may want to consider working with other offices that may have a direct impact on the process or provide information to assist you in your efforts. 

Suggested Offices: Financial Aid Office, Fiscal Office, Student Accounts.

[image: image4.wmf]Activity #1   Adjusting Awards Policies & Procedures
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	· Return of Title IV funds 668.22 
When an FSA recipient withdraws from school during a payment period or a period of enrollment in which the recipient began attendance, the school must calculate the amount of FSA Program assistance the student did not earn and those funds must be returned.  For a more thorough review of your Title IV procedures, please consider completing the FSA Return of Title IV module.

Additional Resources for Return of Title IV funds:

R2T4 Software  

R2T4 Worksheets 
2003-04 FSA Handbook, Institutional & Program Eligibility, Chapter 6A
2003-04 FSA Handbook, Institutional & Program Eligibility, Chapter 6B (Case Studies)
2002-03 FSA Handbook, Institutional & Program Eligibility, Chapter 6A
2002-03 FSA Handbook, Institutional & Program Eligibility, Chapter 6B (Case Studies)
Also, the charts found in the 2003-04 FSA Handbook, Institutional & Program Eligibility, Chapter 6B, pages 2-227 through 2-229 and the 2002-03 FSA Handbook, Institutional & Program Eligibility, Chapter 6B, pages 2-211 through 2-213 contain useful information regarding R2T4 Requirements, deadlines, and Withdrawal Date Determinations. 
	[image: image7.wmf] Continuous Improvement

Please consider completing the FSA Return of Title IV Module for a more detailed review of your Return of Title IV procedures.  

[image: image8.wmf]Activity #4   Return of Title IV Policies & Procedures


	· Reporting and Recordkeeping 668.24, 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-269 through 2-277, 2002-03 FSA Handbook, Institutional & Program Eligibility, pages 2-251 through 2-258 

Institutions must be able to account for all funds received.  Further, your institution must keep appropriate records and reconcile all activity. 


	[image: image9.wmf] Continuous Improvement
Please consider completing the FSA Fiscal Management Module for a more detailed review of your Fiscal & Reconciliation procedures.  You may also want to consider completing the FWS, FSEOG and Federal Perkins Modules for more detailed information regarding recordkeeping requirements for those programs.
[image: image10.wmf]Activity #5   Reporting & Recordkeeping Exercise



	Now that you have completed the Reporting and Reconciling Worksheet and have noted the results of each area in the Question/Comment section, answer the last question in this Assessment.

· Does your institution have a system to verify that it meets ALL Reporting and Reconciliation requirements?

· Yes.   Have you noted any good practices that you would like to identify as Effective Practices?  If so, complete an Effective Practice Report for each effective practice noted.

· No.  For each Reporting and Reconciliation Criterion that you have noted a need for improvement in your institutional policies and procedures, please complete a Management Enhancement Worksheet for each improvement noted.

· Need for Technical Assistance.  You may have listed questions in the Question/Comment area in some of the Reporting and Reconciliation categories.  Please contact our FSA Customer Service Call Center (at 1-800-433-7327) or by email at fsa.customer.support@ed.gov, or contact your regional Training Officer or Institutional Improvement Specialist Technical Assistance Resources.
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  Related Modules: You may also find it helpful to complete the Fiscal Management Module, Return of Title IV Funds Module, and the Automation Module.
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