Professional Judgment
1) Things to Consider Before Taking Professional Judgment Action

a. What is the desired outcome-  increase or decrease the student’s need? Increase need based eligibility?
· EFC Adjustment vs. Cost of Attendance Increase

b. What if the student’s EFC is already as low as possible (0)?

c. Is there a budget component that can be adjusted for this unique circumstance?

2) Professional judgment may not be used to:

a. Change a student’s status from independent to dependent

b. Create a new category of costs

c. Adjust the bottom-line EFC

d. Change the EFC formula itself

e. Make an otherwise ineligible student eligible for Title IV aid

f. Circumvent the intent of the law or regulations

g. Include post-enrollment expenses in COA
3) Documentation serves the following purposes:

a. Provides information in addition to that reported on FAFSA and other application documents (e.g., third-party documentation, copies of receipts, or canceled checks)

b. Provides history of student’s circumstances for future reference
4) Minimum documentation should also include:

a. Date of decision or action taken

b. Specific circumstance and, if appropriate, actual request of student or parent describing the circumstance, i.e. letter, note, etc.
c. Source of information—for example, third-party documentation letters, receipts, bills, tax forms

d. What decision was made 
e. Whether decision can be attributed to a specific school policy or procedure and, if so, its citation

f. Name or initials and title of person making the decision 
5) There MUST be  2 types of Documentation:

a. One type encompasses materials collected to support the student’s request
· This may include but is not limited to:

1. A statement from the student or parent describing the unique circumstance

2. Receipts, copies of statements –such as a credit card statement, utility bills, rent receipts; and/or

3. Other third party documentation- such as paid car repair receipts, statements from faculty/staff/professionals or others who know the student’s situation 
b. Other type constitutes a clear record of school’s decision, how it was reached, and the actions taken
· You have to be able to explain and support the decision to another co-worker and/or an auditor. Leave notes regarding your decision and how you came to your decision.

1. Notes on RHACOMM

2. The EDE worksheet 

3. Writing notes or calculations on the Documents submitted
Increasing Cost of Attendance

1) TUITION AND FEES

a. Increase in cost of attendance for enrollment

i. Students enrolled over 12 hours can have an increase to their Cost of Attendance for Books over 12 hours. Must be for the same Financial Aid Year.
1. For current and upcoming semesters:

a. Enrollment can be increased for students prior to the beginning of the semester

b. If you elect to increase, leave a note (RHACOMM) stating,  “as of ‘today’s date’ student enrolled in x hours. Increased….” 

2. For a semester that has ended, you have to verify that the student earned credit in the class. This is done on SHATERM for the term you are adding the book increase to.

ii. Specific Course Fees may also be added to the budget. To review course fees access RSIAREV or TSAAREV, and query ‘F%’ in the ‘Detail Code’ Field.  

1. Fees  can be added for students prior to the beginning of the semester

2. If you elect to increase, leave a note (RHACOMM) stating,  “as of ‘today’s date’ student enrolled in x hours. Increased….”

iii. Documentation:

1. RSIAREV fees, books

a. RSIAREV tips and tricks

2. ROAENRL

3. SHATERM for prior semester

4. RHACOMM – note regarding your increase

2) BOOKS AND SUPPLIES

a. Mandatory supplies, i.e. purchase of instrument, art supplies, etc.

i. Documentation:

1. May be purchased prior to the enrollment period

2. Copies of Receipts in Student’s Name 

3. Cancelled Checks in Student’s Name

4. Checking Account Statement in Student’ Name

5. Can ONLY add to Books/Supplies if it exceeds the amount already allocated for books and supplies. ONLY ADD the amount that exceeds the allocation.

b. Computer Increase 

i. Must be enrolled  ½ time or more
ii. Computer can be purchased prior to the financial aid enrollment period.  

1. You may use Professional Judgment as to dates you will accept prior to the enrollment period. 

2. It may vary on a case-by-case situation

iii. UP TO $2,000 can be added to COA. 

1. The $2,000 may include:

a. The Computer Purchase

b. Software needed to support the computer (i.e. Microsoft Office, Anti Virus software, Apple iLife, etc.)

c. Other software specific to the student’s major

d. Sales tax

e. Warranty for the computer

f. Necessary hardware (i.e. printer, etc.)

2. NOT TO BE included in the COA are:

a. Entertainment software Entertainment software IS NOT to be included

b. Classes for Computer use

iv. Documentation may include (but not limited to):
1. Cannot have someone else’s name on the receipt.

2. Can only add the Paid amount to the students COA up to $2000
3. Date of purchase

4. Itemized description of purchase

5. Name of Company the computer was purchased from 

6. Cancelled Checks in Student’s Name

7. Checking Account Statement in Student’ Name

3) TRAVEL EXPENSES
a. Increase in cost of attendance for car repair

i. Students CANNOT include car payments

ii. Receipts must exceed 14% of travel expenses

iii. Dollar for dollar increase above the 14% allocated for travel

iv. Repairs must have been made and paid during enrollment period 

v. Documentation may include (but not limited to):

1. Cannot have someone else’s name on the receipt

2. Only  the Paid  (cannot use estimate) amount can be considered for COA increase

a. You can issue a short term loan on estimates

3. Date of repairs 

4. Itemized description of repairs

5. Name of Company 

6. Cancelled Checks 

7. Checking Account/Credit Card Statement in Student’ Name

b. Increasing for mileage

i. Students CANNOT include car payments

ii. Documentation:

1. Statement from student regarding mileage to and from classes

2. Confirmation of Address ( i.e. bill in student’s name, utility student’s name, lease student’s name, etc.)
3. .32 (cents) per mile

a. You can use FASTINFO for millage
i. MAPQUEST

1. Address of Student  

ii. Search ‘32 cents per mile’

iii. Select UNM Travel Policy

iv. Exhibit A


4. THIS BECOMES THE NEW TRAVEL AMOUNT 

a. the 32 cents includes:

i. gas 50%

ii. insurance 33%

iii. licenses 3%

iv. maintenance 14% 
c. Increase for Auto Insurance 

i. It can be done

1. Eddie is checking with Ron on UNM Policy 
d. National and International exchange

i. Students participating in National Student Exchange (NSE) can receive a $500 increase in their transportation expenses for the semester they are participating in the exchange program.

1. If students will participate in NSE for two semesters, only eligible for a $500 increase – you can increase above $500 with the paid airline ticket above $500.

ii. Students participating in International Student Exchange (ISE) can receive a $1000 increase in their transportation expenses for the semester they are participating in the exchange program.

1. If students will participate in ISE for two semesters, only eligible for a $1000 increase – you can increase above $1000 with the paid airline ticket above $1000.
iii. Documentation:

1. ROAENRL – must be enrolled in ISE/NSE

4) MISC Expenses

a. Increasing for medical expenses

i. Statement from Student or Parent explaining the situation
ii. During enrollment period 

iii. Can not include what was covered by insurance

iv. Can include payments to insurance 

v. Must exceed 40%

vi. CAN Not be cosmetic surgery

b. Documentation:

i. Receipts, copies of statements

ii. During enrollment period 
iii. Can not include what was covered by insurance

iv. Can include payments to insurance 

v. Must exceed 40%

vi. Not cosmetic surgery 

5) ROOM AND BOARD

a. Change in Housing Status

i. Documentation:

1. Review HOME document
b. Increase for Monthly Rent/Mortgage payment

i. Rarely done – always done with Kathleen’s approval
