COMPREHENSIVE TITLE IV-WIDE

SFA SELF- ASSESSMENT 


	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

· 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.  After you complete the sections, you may choose to select 10 random cases to review awarding and disbursement policies to determine if your institution’s reporting and reconciliation policies are carried out on a student specific basis. 

All SFAH references are from the 2001-2002 SFAH posted to the IFAP Website in June 2001.




Name of Institution: _________________________________________________________

	

	Requirements
	Results of Assessment 

	· Adjusting Awards

An institution must adjust awards for each student as additional information is made available regarding the student’s eligibility.  In order to complete this section, pull a random sample of 10 students receiving Title IV.  It may be helpful if the 10 students you select were flagged for verification and received all types of Title IV.  It will also be helpful to pull a copy of your policies and procedures to determine whether they also include the procedures for each of the elements presented in the questions.

	1. Does your sample verify that your institution has standard procedures for adjusting disbursements as necessary as a result of verifying data, resolving conflicts, changes in student status, or receipt of additional aid?  (     )Yes  (     )No  (     )Management Enhancement Needed 

2. When a student’s projected enrollment status changes, does your sample verify that your institution has a policy to determine whether the Federal Pell Grant award is recalculated taking into consideration changes in COA?  (     )Yes  (     )No  (     )Management Enhancement Needed 

3. Is this policy consistently applied to all students who are subject to recalculation requirements?         (     )Yes   (     ) No  (     )Management Enhancement Needed

4. Does your sample verify that your institution has standard procedures for reporting changes to student awards?  (     )Yes  (     )No  (     )Management Enhancement Needed

5. Does your institution have standard procedures for reporting changes in student awards to the CPS?  (     )Yes  (     )No  (     )Management Enhancement Needed

6. Does your institution have standard procedures for reporting changes in student awards to other institutional offices, as appropriate? (     )Yes  (     )No  (     ) Management Enhancement Needed

7. Does your institution maintain documentation of adjustments made to data elements used to calculate the cost of attendance (COA)?  (     )Yes  (     )No  (     )Management Enhancement Needed

8. Does your institution maintain documentation of adjustments made to data elements used to calculate the expected family contribution (EFC)? (     )Yes  (     )No  (     )Management Enhancement Needed

9. Does your institution properly document, on a case-by-case basis, changes in student dependency status? (     )Yes  (     )No  (     )Management Enhancement Needed

10. Does your institution properly document, on a case-by-case basis, other changes involving professional judgment?  (     )Yes  (     )No  (     )Management Enhancement Needed (HEA 479A and SFAH, Application and Verification Guide, Chapter 4, pages AVG 66-67 
11. Does  your institution use an approved need analysis system to recalculate the expected family contribution (EFC) based on corrections or changes in data? (     )Yes  (     )No  (     )Management Enhancement Needed

12. Does your institution use NSLDS to report Title IV Program Overpayment?  (     )Yes  (     )N              (     )Management Enhancement Needed  (DCL, GEN 98-14 and SFAH, Student Eligibility, Chapter 8, pages 1-129 to 1-132 

	Questions/Comments Concerning the Adjusting of Awards:



	· Return of Title IV funds 668.22 
When an SFA 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 SFA Program assistance the student did not earn and those funds must be returned.  In order to determine your compliance with these provisions, please answer the following questions.  If you find areas that need improvement, you may record those areas in the Question/Comment section that follows the section.  Further, you may find it helpful to pull a sample of 5 students who withdrew from your institution to test how your procedures are working.

Additional Resources for Return of Title IV funds:

R2T4 Software available for download at 

R2T4 Software  

Return of Title IV Aid Worksheets are available for download at

R2T4 Worksheets 
Please refer to SFAH, Institutional Eligibility and Participation, Chapter 6A, pages 2-93 to 2-146 and SFAH, Institutional Eligibility and Participation, Chapter 6B, pages 2-147 to 2-202  for more detailed information regarding Return of Title IV funds.

Also, the charts found in the SFAH, Institutional Eligibility and Participation, Chapter 6B, pages 2-199 to 2-200 contain useful information regarding R2T4 Requirements, deadlines, and Withdrawal Date Determinations. 
	1. Does your institution's refund policy include the conditions under which Title IV, HEA Program funds would be required to be returned and the conditions under which a student would be owed a disbursement of Title IV, HEA Program funds upon withdrawal of a student?  (     )Yes  (     )No      (     )Management Enhancement Needed (668.22) 
2. Does your institution's refund policy include the requirements for making a post-withdrawal disbursement to a student? (     )Yes  (     )No  (     )Management Enhancement Needed  (668.22) 
3. Does your institution have a system in place to determine the withdrawal date for a student who withdraws? (     )Yes (     )No (     )Management Enhancement Needed  (668.22) 
4. Does your institution have a system in place to include the treatment of a leave of absence for Title IV, HEA Program purposes?  (     )Yes  (     )No  (     )Management Enhancement Needed (668.22(d))  
5. Does your institution's refund policy include procedures for the calculation of the amount of Title IV, HEA Program funds that a student has earned upon withdrawal, including differences in the calculation for clock-hour programs and credit-hour programs, and non-term programs and term programs?  (     )Yes  (     )No   (     )Management Enhancement Needed  (668.22 (e)(f))  
6. Does your institution have a system in place to return Title IV, HEA program funds when a student withdraws?  (     )Yes  (     )No  (     )Management Enhancement Needed  (668.22(g))  
7. Does your institution have a system in place to notify a student to return Title IV, HEA program funds upon withdrawal? (     )Yes  (     )No  (     )Management Enhancement Needed (668.22(h))  
8. Does your institution’s internal controls ensure that refund calculations are performed in a timely manner and are mathematically correct?  (     )Yes  (     )No  (     )Management Enhancement Needed  (668.22) 
9.  Does your institution have a system for ensuring that credit balances are promptly delivered to students, unless a student has voluntarily provided written authorization to the institution to retain those funds for future charges?  (     )Yes  (     )No  (     ) Management Enhancement Needed (668.165)  
10. Does your institution follow the guidelines pertaining to the order in which Title IV, HEA program funds must be returned to the Title IV, HEA programs? (     )Yes  (     ) No  (     ) Management Enhancement Needed  (668.22) 
11. Does your institution follow the guidelines pertaining to the timeframe for the Return of Title IV, HEA program funds by the school, and the timeframe for the school to determine the withdrawal date for a student who withdraws without notifying the institution? (     )Yes  (     )No (     ) Management Enhancement Needed  (668.22(j))  
12. Does your institution make available to a student the required consumer information that must be provided regarding the results of a student's withdrawal? (     )Yes  (     )No (     )Management Enhancement Needed  (668.22(k)) 

	Questions/Comments Concerning Return of Title IV funds:



	· Reporting and Recordkeeping (668.24 and SFAH, Institutional Eligibility and Participation, Chapter 8, pages 2-243 to 2-250) 

Institutions must be able to account for all funds received.  Further, your institution must keep appropriate records and reconcile all activity. In order to determine your compliance with these provisions, please answer the following questions.  If you find areas that need improvement, you may record those areas in the Question/Comment section that follows the section.  Further, you may find it helpful to review all Title IV accounts test how your procedures are working.


	1. Does your institution reconcile Title IV disbursement records (e.g., general ledger --journal of expenditures) to other data sources (e.g. authorization levels, FISAP, Student Payment Summary or LOC Report for FDSL Program)? (     )Yes  (     )No  (     )Management Enhancement Needed

2. 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?  (     )Yes       (     )No  (     )Management Enhancement Needed  (668.16(h)(3)(i))  

3. Does your institution adhere to the record retention and examination requirements that apply to the Title IV programs?  (     )Yes (     )No  (     )Management Enhancement Needed (668.24 , Public Law 103-382, The Bluebook, June 1999, pages 2-49 through 2-57, SFAH, Institutional Eligibility and Participation, Chapter 8, pages 2-243 to 2-248)
4. Does your institution retain FISAP records for 3 years after the end of the award  year in which the FISAP was submitted?  (     )Yes  (     )No  (     )Management Enhancement Needed (668.24   and SFAH, Institutional Eligibility and Participation, Chapter 8, page 2-248)
5. Does your institution have procedures to ensure that the FISAP (Part 2, Section E) is completed accurately?  (     )Yes  (     )No   (     )Management Enhancement Needed

6. If your institution maintains Title IV records electronically, are the records retrievable in coherent hard copy or other acceptable format?  (     )Yes  (     )No   (     )Management Enhancement Needed  (668.24  and SFAH, Institutional Eligibility and Participation Reference, Chapter 8, page 2-220) 
7. Does your institution maintain SARs/ISIRs in the format in which the school received it? (The SAR may be imaged.)  (     )Yes  (     )No  (     )Management Enhancement Needed  (668.24,  SFAH, Institutional Eligibility and Participation Reference, Chapter 8, pages 2-249 to 2-250) and The Bluebook, June 1999, page 2-58)  
8. Does your institution’s system facilitate the timely filing of all required program reports/changes (e.g. ED CAPS/GAPS and Campus-based FISAP) and required audits and financial statements?   (     )Yes  (     )No    (     )Management Enhancement Needed

9. If an anticipated Federal Pell Grant payment that was reported to RFMS is not made, or a disbursement reported as being made is reduced, is the change reported to RFMS by resubmitting Processed Payment Data within 30 calendar days of the date you became aware of the need to make the adjustment?  (     )Yes  (    )No  (     )Management Enhancement Needed

10. What office on your campus is responsible for updating the information contained on your SSCR to ensure that accurate information on student status is reported for all borrowers to ED or the appropriate guaranty agency? __________________ (682.610 , 685.309 and SFAH, Direct Loan & FFEL Programs, Chapter 7, pages 8-69 to 8-71) (Note:  In many schools the responsible office would be the Registrar since that office is the official keeper of the student's registration and current status.  If the Financial Aid Office is the responsible office for SSCR Reporting on your campus, you may want to consider coordinating with your Registrars office in order to report the most accurate and up to date information)


	Questions/Comments Concerning Reporting and Recordkeeping:




	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 Customer Service Branch (at 1-800-433-7327) or you may email the Customer Service Branch, csb@ed.gov or contact your regional Training Officer or Institutional Improvement Specialist Technical Assistance Resources
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