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/ FEDERAL STUDENT AID

POLICIES AND PROCEDURES






	Procedure: Documentation.

	This section is required 668.134.

Required information:

1. Establish and use written policies and procedures for requesting proof and securing confirmation of the immigration status of applicants for title IV, HEA student financial assistance who claim to meet the eligibility requirements of 668.33(a)(2). Must include providing the student a deadline by which to provide the documentation that the student wishes to have considered to support the claim they meet the requirements, provide to the student information concerning the consequences of a failure to provide the documentation by the deadline set by the school and provide that the school will not make a determination that the student is not an eligible non citizen until the school has provided the student the opportunity to submit the documentation.

2. Provide documentation in writing, to each student required to undergo secondary confirmation a clear explanation of the documentation the student must submit as evidence that the student satisfies the requirements and of the student’s responsibilities with respect to the student’s compliance with 668.33(a)(2), including the deadlines for completing any action required and any required action as specified in 668.137.



	Description of Policy and Procedure: 

FastInfo answer #4236 # 4112 # 4047 # 3930 #3920 #1517 #3793
FATRK – 101 Driver’s License
FATRK – 101 Housing Form

Job Aid – Banner Tracking
Job Aid – Quality Assurance
FATRK – 101 Active Duty

“Seven Steps to Financial Aid” may fit here, need info on immigration status/documentation
Job Aid – 2007 1040

Job Aid – 2007 1040A
Job Aid – 2007 1040EZ

Job Aid – 2007 W2
Postcard sent via mail to request further action (document submission etc.) by student.
Additional information follows

	Offices that need to be involved:

Student Financial Aid Office

	Lead Persons to Coordinate Policy and Procedure:

Name: Eddie Salazar                       Name: Brian Malone

Title: Financial Aid Manager            Title:  Financial Aid Manager

Phone Number: (505) 249-7579      Phone Number:  (505) 277-1492



	Start Date (mm/dd/yy):





Anticipated Completion Date: November 2008

Actual Completion Date: December 2008



	Did you review and test the procedure for accuracy?

Will complete Activity 3 associated with SAP to be completed in October.

What area required an update to the policy and procedure to reflect appropriate changes?

Pending results from Activity 3.

	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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