FSA Return of Title IV Funds Module



	Introduction:

Have you ever wondered if your procedures for calculating Return of Title IV funds are in compliance?  What about your institution's calculations for the Return of Title IV funds?  This module will help your institution ensure that Title IV funds are handled correctly when a recipient of those funds ceases to be enrolled prior to the end of the period of enrollment for which the recipient was charged.  The module will allow your school to check your procedures related to the Return of Title IV funds.  The module will also encourage you to pull a sample of a few students who withdrew to complete a “Self-Audit" to ensure that their calculations were completed correctly.

Hyperlinks to all applicable regulations and Federal Student Aid Handbook (FSA Handbook) citations are provided throughout this module.  Most of these hyperlinks are taken from the 2003-04 FSA Handbook, Institutional & Program Eligibility, Chapter 6A; 2002-03 FSA Handbook, Institutional & Program Eligibility, Chapter 6A, and 34 CFR 668.22 
Getting Started:
As you begin to evaluate your policies and procedures, you may want to consider working with other offices that may either 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.

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).



	Requirements
	Results of Assessment

	General Return of Title IV Funds Requirements

The Return of Title IV funds (Return) regulations do not dictate an institutional refund policy.  Instead, a statutory schedule is used to determine the amount of Title IV funds a student has earned as of the date he or she ceases attendance. The amount of Title IV program assistance earned is based on the amount of time the student spent in academic attendance; it has no relationship to the student’s incurred institutional charges.

The Return regulations do not prohibit a school from developing its own refund policy or complying with refund policies required by state of other outside agencies.  Although an institutional, state or agency refund policy will determine the charges a student will owe after withdrawing, those policies will not effect the amount of aid the student has earned under the Return calculation.

Schools are required to provide students with details of all refund policies applicable to the school as well as information on the Title IV program requirements for determining the amount of Title IV funds a student has earned when he or she withdraws.
	[image: image4.wmf] Continuous Improvement:  

· Does the institution have a refund policy for institutional charges in addition to the Return of Title IV funds requirements?  Yes___ No___ 

· If Yes, where is the policy located and is it readily available to staff and students?

· How is information about the Return of Title IV funds requirements and the institutional refund policy (if any) provided to current and prospective students?  See 34 CFR 668.22(k) .

· Which office (and staff within the office) is responsible for performing the Return of Title IV funds calculation?  See 34 CFR 668.22(e).

· How does your office ensure that proper training is provided to staff members who are responsible for performing the Return of Title IV funds calculations?

Complete a Management Enhancement Worksheet to track the schools plan for action regarding any areas that need improvement.




	Withdrawal Date (See Step 2 of the Return of Title IV Aid Worksheets)

If a school is required to take attendance, a student’s withdrawal date is the last date of academic attendance as determined by the school from its attendance records.  This date is used for all students who cease attendance, including those who do not rerun from an approved leave of absence or who take an unapproved leave of absence. 668.22(b)(3) 
Only a school that is required to take attendance by an outside entity is considered a school that is required to take attendance for purposes of calculating the amount of Title IV Program assistance earned when a student withdraws.  DCL-GEN-04-03
The goal of the Return of Title IV Funds provisions is to identify the date that most accurately reflects the point when a student ceases academic attendance, not the date that will maximize Title IV aid to the school or to the student.  Generally, the most precise determination of a student’s withdrawal date is one that is made from school attendance records.  If a school has such records as the results of the requirements of an outside entity, the school must use those records for determining a student’s withdrawal date.

If a school is not required to take attendance, the determination of a withdrawal date varies with the type of withdrawal.  Please refer to the chart on Withdrawal Dates found in the 2003-04 FSA Handbook, Institutional & Program Eligibility, page 2-229.
Calculation (See Steps 1 and 2 of the Return of Title IV Aid Worksheets)

The calculation of earned Title IV program assistance includes all Title IV grant and loan funds that were disbursed or that could have been disbursed to a student.  Federal Work-Study (FWS) funds are not included in the calculation.  In addition, Federal Supplemental Educational Opportunity Grant (FSEOG) program funds and Leveraging Education Assistance Partnership (LEAP) program funds, formerly known as the State Student Incentive Grant (SSIG) program funds, are excluded under certain circumstances. 34 CFR 668.22(a)(1), 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-114 through 2-115 and 2002-03 FSA Handbook, Institutional Eligibility & Participation, page 2-104 
The percentage of Title IV aid earned is determined differently for credit-hour program withdrawals and clock-hour program withdrawals.  Please refer to the Return of Title IV Aid Worksheets for more information.

Post-Withdrawal Disbursements (See Step 4 of the Return of Title IV Aid Worksheets)

If a student receives less Title IV aid than the amount earned, the school must make a disbursement of the earned aid that was not received.  This is called a post-withdrawal disbursement.  If the student receives more Title IV aid than the amount earned, the school, the student, or both must return the unearned funds in a specified order.

Refer to 34 CFR 668.22(a)(3), and 34 CFR 668.22(a)(4). 
Timelines (See Steps 5 and 6 of the Return of Title IV Aid Worksheets)

If a student receives more Title IV aid than the amount earned, the school, the student, or both must return the unearned funds in a specified order.  A school must return Title IV funds to the programs from which the student received aid during the payment period or period of enrollment as applicable in a prescribed order. See 668.22(a)(2), 668.22(g), and 668.22(i) for more information.
Pell Grant Overpayment (See Step 8 of the Return of Title IV Worksheets)

The applicable regulations require that students repay only 50 percent of the initial amount of any Title IV grant overpayments.  The overpayments are reduced by half of the initial repayment amount, not by half of the total grants students received.

Within 30 days of determining that a student who withdrew must repay all or part of a Title IV grant, a school must notify the student that he or she must repay the overpayment or make satisfactory arrangements to repay it.  Please see 668.22(h)(4) for more information.
	[image: image5.wmf] Continuous Improvement:  
· Does an outside agency require your institution to take attendance?  Yes___ No___

· Are you required to document the clock hours a student attends?  Yes___ No___

· Are you required by an outside agency to document a student’s last date of attendance? Yes___ No___ (See 34 CFR 668.22(b)(3) )
· If you are not required to take attendance, what process does the institution have to determine that a student has left the institution without going through the official withdrawal procedure?  The institution must determine the withdrawal date no later than 30 days after the end of the earlier of 1) the payment period or period of enrollment (as applicable), 2) the academic year, or 3) the student’s educational program. See 34 CFR 668.22(c)(iii) and (j)(2), 2003-04 FSA Handbook, Institutional & Program Eligibility, page 2-123 through 2-124 and 2002-03 FSA Handbook, Institutional  & Program Eligibility, page 2-113, 
· Is there a process for the institution to determine that a student attended an academically-related activity subsequent to the midpoint of the payment period?  Yes___  No___
· Does the institution have a process to review the enrollment status of students who earn no credits in a quarter (all W’s or F’s, for example) Yes___  No___ See 34 CFR 668.22(c)(3) 
· Which office must a student contact to officially withdraw from the institution?  

· Does the refund policy specify that the student may do this orally or in writing?   

· How does the institution determine the date the student began the official withdrawal process? See 34 CFR 668.22(c)(1), 2003-04 FSA Handbook, Institutional & Program Eligibility, page 2-121 through 2-125 and 2002-03 FSA Handbook, Institutional & Program Eligibility, page 2-111 through 2-113 
· How is information about student withdrawals communicated among various offices on campus?

· Does your institution have a leave of absence policy? Yes___  No___
·  If Yes, how do you determine if a student does not return from a leave of absence? See 34 CFR 668.22(c)(v), 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-128 through 2-137 and 2002-03 FSA Handbook, Institutional Eligibility & Participation, pages 2-118 through 2-119 
[image: image6.wmf] Continuous Improvement:  
· Does the institution base its Return of Title IV funds calculation on the charges for the period of enrollment or the payment period?  Yes___  No___
· If the institution uses the period of enrollment, how is it pro-rating the institutional charges? See 34 CFR 668.22(e)(5), 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-153 through 2-161 and 2002-03 FSA Handbook, Institutional & Program Eligibility, pages 2-135 through 2-143 
· How does the institution match its FSEOG funds?  The matching method determines if the non-federal share of FSEOG funds must be included in the calculation.  If the institution uses a fund-specific match, the non-federal share must be included in Step One, Line 6 of the Return of Title IV Aid Worksheet calculation. See 34 CFR 668.22(a)(1), 2003-04 FSA Handbook, Institutional & Program Eligibility, page 2-114 through 2-115 and 2002-03 FSA Handbook, Institutional & Program Eligibility, page 2-104
· Does your state identify LEAP funds as LEAP funds?  Yes___ No___
If Yes, the entire amount of the LEAP grant must be included in the calculation.  See 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-114 through 2-115 and 2002-03 FSA Handbook, Institutional & Program Eligibility, pages 2-104 through 2-105  
· How does the institution determine the amount of funds that have been disbursed by the date the institution determines that the student withdrew? See 2003-04 FSA Handbook, Institutional & Program Eligibility, page 2-115 and 2002-03 FSA Handbook, Institutional  & Program Eligibility, page 2-105 
· How does the institution determine that a student has completed 60% of the period of enrollment or payment period? See 34 CFR 668.22(f)
· For Clock Hour Schools – Usage of scheduled hours – if a student has not actually completed 60% of the payment period or period of enrollment, the institution may be able to use scheduled hours in the calculation.  How does the institution determine if a student has completed at least 70% of his/her scheduled hours by the date of withdrawal?  An institution may not use scheduled hours to meet the 60% completion threshold.  A student must actually complete 60% of the period of enrollment or payment period for 100% of Title IV funds to be earned.  There may be cases in which the percentage of Title IV funds earned exceeds 60% when the calculation is performed. See 34 CFR 668.22(e)(2)(i)(B), 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-144 through 2-145 and 2002-03 FSA Handbook, Institutional & Program Eligibility, pages 2-126 through 2-127
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· How does the institution determine if a post-withdrawal disbursement is due? See 34 CFR 668.22(a)(3), 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-146 through 2-147 and 2002-03 FSA Handbook, Institutional & Program Eligibility, page 2-129 
· How does the institution determine if a post-withdrawal disbursement of a FDL or FFEL may be made? 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-149 through 2-151 and 2002-03 FSA Handbook, Institutional & Program Eligibility, pages 2-131 through 2-133 
· How does the institution determine if all or a portion of the post-withdrawal disbursement is to be credited to the student’s account? If loan funds are to be credited to the student’s account, how does the institution ensure that the student is provided the opportunity to cancel all or a portion of the disbursement in accordance with 34 CFR 668.165?  See 34 CFR 668.22(a)(4)(i)(A), 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-147 through 2-148 and 2002-03 FSA Handbook, Institutional & Program Eligibility, pages 2-129 through 2-131 
· How does the institution ensure that students are notified of potential post-withdrawal disbursements within 30 days of the institution’s determination that the student withdrew?

· How does the institution communicate to the student that he or she is eligible for a post-withdrawal disbursement of loan funds?  How does the institution track the students’ response (or lack thereof) to the notification? See 34 CFR 668.22(a)(4)(ii)
· What are the institution’s policies for crediting a student’s account at the institution with the post-withdrawal disbursement? See 34 CFR 668.22(a)(4)
· How does the institution ensure that post-withdrawal disbursements are paid within 120 days of the institution’s determination that the student withdrew? See 34 CFR 668.22(a)(4)(ii)(B) 
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· How does the institution determine the amount of institutional charges? See 34 CFR 668.22(g)(2)
· How does the institution ensure that funds are returned within 30 days from the date the institution determined the student withdrew? See 34 CFR 668.22(j), 2003-04 FSA Handbook, Institutional & Program Eligibility, page 2-161 and 2002-03 FSA Handbook, Institutional & Program Eligibility, page 2-144 
· In what order does the institution return Title IV funds? See 34 CFR 668.22(i), 2003-04 FSA Handbook, Institutional & Program Eligibility, page 2-161 and 2002-03 FSA Handbook, Institutional & Program Eligibility, pages 2-143 through 2-144 
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· How does the institution notify a student that he/she owes an overpayment of Federal Pell Grant funds?  How does the institution ensure that it notifies a student of a potential overpayment within 30 days? See 34 CFR 668.22(h)(4), 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-162 through 2-163 and 2002-03 FSA Handbook, Institutional & Program Eligibility, pages 2-145 through 2-146 
· Does the institution have procedures to allow a student to make satisfactory arrangements to repay the overpayment to the institution?  If so, what does the institution do if the student fails to comply with the requirements of the repayment plan? See 34 CFR 668.22(h)(4), 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-162 through 2-165 and 2002-03 FSA Handbook, Institutional & Program Eligibility, pages 2-148 through 2-149 
· What is the institution’s process for referring overpayments to the Department?  How does the institution ensure that it refers the overpayment to the Department (if the student has not made satisfactory arrangements to repay with the school) within the earlier of 45 days from the date the school notified or was required to notify the student of the overpayment? See 34 CFR 668.22(h)(4), 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-168 through 2-172 and 2002-03 FSA Handbook, Institutional & Program Eligibility, pages 2-151 through 2-154 
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	Now that you have completed the Return of Title IV Funds Module and have noted the results of each area in the Question/Comment Section, answer the last question in the Module:

· Does your institution have a system to verify that it meets ALL Return of Title IV Funds requirements?

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

· No.  For each Return of Title IV Criterion that you have noted a need for improvement in your institutional policies and procedures, please remember to complete a Management Enhancement Worksheet for each area noted.

Need for Technical Assistance.  You may have listed questions in the Question/Comment area in some of the Return of Title IV 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 by using the contact information found in the Technical Assistance Resources.
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  Related Modules: You may also find it helpful to complete the Disbursing Aid Module, Reporting & Reconciling Module, and Fiscal Management Module.



