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/ FEDERAL STUDENT AID

POLICIES AND PROCEDURES






	Procedure: Federal Work-Study.

	This section is required 675.10, 675.19, 675.36, 676.49.

Required information:

1. Include selection procedures for FWS. These procedures must be in writing, uniformly applied maintained in the institutions files.

2. Include procedures to make funds reasonably available, to the extent of available funds to all eligible students.

3. Include the process to insure the school follows the record retention and examination provision in 668.24.

4. Establish and maintain program and fiscal records that are reconciled monthly.

5. Include the process to coordinate and submit a Fiscal Operations Report plus other information the secretary requires. Also, the process to insure that the information reported is accurate and shall submit it on the form and at the time specified by 
the Secretary.

You may want to consider completing the Campus-Based File Review to ensure compliance 
on an individual student level.



	Description of Policy and Procedure: 



	Offices that need to be involved:

	Lead Persons to Coordinate Policy and Procedure:

Name: ________________________            Name: ________________________


Title: __________________________
Title:  _________________________


Phone Number: _________________
Phone Number:  ________________



	Start Date (mm/dd/yy):





Anticipated Completion Date:

Actual Completion Date:



	Did you review and test the procedure for accuracy?



	Was the policies and procedures manual updated to reflect appropriate changes? Yes or No

1. If Yes, what section was updated?

2. Enter the date that the Policies and Procedures Manual was updated to reflect these changes:

3. Were staff members properly trained about new procedures? Yes or No

	We recommend that your school annually review your policies and procedures and revise accordingly. Remember, you must consistently follow all policies and procedures developed 
by your school.
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