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/ FEDERAL STUDENT AID

POLICIES AND PROCEDURES






	Procedure: Return of Title IV/Refund Repayments.

	This section is required 668.22; 682.607; 685.306; DCL GEN-04-03.

Required information:

1. Include a copy of the school’s refund policy developed by the school or as mandated by the school’s accrediting agency or state agency.

2. Ensure that the refund policy addresses Title IV funds as required in 668.22.

3. Include procedures that students must follow to officially withdraw from the school.

4. Indicate how the refund requirements are provided to the students in writing.

5. Include examples for students indicating how Title IV refunds and institutional 
refunds work.

6. For FFEL: Establish a refund policy that addresses a refund to the lender or return of Title IV HEA program funds from the school that is allocable to the loan upon the borrower’s withdrawal as outlined in 682.607.

7. For Direct Loans: Include procedures for the school to pay a portion of the student’s refund or return of title IV, HEA program funds that is allocable to a Direct Loan to the Secretary.

8. For Direct Loans: Include procedures to provide simultaneous written notice to the borrower if the school pays a refund or return of title IV, HEA program funds to the Secretary on behalf of the borrower.

9. For Direct Loans: In determining the portion of s student’s refund or return of title IV, HEA program funds that is allocable to a Direct Loan, the school follows the procedures established in 668.22 for allocating and paying a refund or return of title IV, HEA program funds that is due (this is related to #2 above).




	Description of Policy and Procedure: 

UW’s occur when students don’t officially drop all their classes and receive all non-passing grade(s), or NR grade(s), or both.  This can be confirmed on SHATERM, 3rd block.  UW’s are rounded up & herded to IT where they get branded with an official w/d date.  Then they are treated like OW’s.  Barring any mistake on UNM’s part, (the most common example is a passing grade posted late), the latest date aid may reinstated is 120 days after the end of the term.  (Ex. Aid is canceled because Fall grade is NR.  May reinstate aid if grade turns into passing grade, but only up until 120 after the end of Fall.)  After that, t4 aid can only be reinstated with Dept. of Ed approval – see Dear College Letter Gen 0513 (attached) including an explanation of why it took so long to post the grade.  Fed. regs. state UW’s must be processed within 45 days from the end of the semester.  Many students with t4 aid will not have had all their grades posted by their instructors by this time.  This effectively splits the UW’s into 2 groups; A) Identified in step 2) of this procedure, this group includes only students who have had all their non-passing grades posted by their instructors when Records & registration rolls grades (ie. no grades of “NR”).  A file of these students is sent to IT immediately after grades are rolled because there is no reason to wait. B) Identified in step 12), this group is all remaining potential UW’s for the semester.  We wait as long as we can before sending this file because some of these are not UW’s.  The problem is they are indistinguishable from “real” UW’s.   This unfortunate group of students did not have all their grades posted by their instructors when Rec. & Reg. rolled grades.  As a result, they now have at least 1 grade of “NR”.  Some have all grades of “NR”.  This second, very unfortunate group, will have all their aid canceled; see “What happens when UW file is sent to IT”.  The point is “NR” grades must be considered non-passing for r2t4 purposes, but may turn into passing grades at almost any time.  Once a “NR” grade turns into a passing grade, the student is no longer considered a UW and all t4 aid must be re-awarded.  
Job Aid-2008 Credit Hour R2T4 Worksheet
FAFM-103 Return of Title IV Funds, Official W.D (OW)
FAFM-107 Return of Title IV Funds, Unofficial W.D (UW)
Additional information below

	Offices that need to be involved:

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 Activities 3 and 10 associated with Title IV in October.
What area required an update to the policy and procedure to reflect appropriate changes?

Pending results from Activities 3 and 10.

	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.


Description of Policy and Procedure

a. What is Return of Title Iv

b. official (OW) vs. unofficial (UW) w/d

i. students get $ up front with the assumption that they will “earn” the t4 aid

ii. 3 ways to earn 100%

1. Receive passing grade in at least 1 class

2. Attend through 60% date, officially drop all classes, get official w/d date

3. LDA for at least 1 non-passing grade is beyond 60% date

a. Not Reported Grads “NR” are evaluated as unearned

iii. official – officially drop all classes, get official w/d date in Banner

iv. unofficial – don’t drop all classes and receive all non-passing grade(s), or NR grade(s)

1. instructors are required to give a last day of attendance (LDA) for all non-passing grades

2. LDA for NR grades is 1 day prior to beginning of semester (not eligible, earned 0%, repay all t4 aid)

v. Factors that affect how much is repaid

1. Enrollment period

a. period the student was funded for

2. C-Sort, may look like w/d

a. confirm student is still enrolled in csort at the time of w/d & after 60% date

3. W/D date or Last Day of Attendance

4. Institutional charges

a. Usually just Tuition/Fees

5. SAP

6. Title IV aid

c. Other facts:

i. If UNM is informed that a student has died during a semester, we must perform a r2t4   calc..  If the calc. indicates we are required to return t4 aid, we must return the funds.  Bursar’s write off debts of deceased students.
ii. If a student drops all classes except correspondence class(es) that are not expected to be complete before the end of the semester the form was completed, stu is considered a W/D.  Use w/d date from all other classes as Official W/D date & calc. R2t4.  We do not fund correspondence courses that will not be completed during the term.  In order for a student to receive financial aid for correspondence courses, the correspondence course form MUST indicate they expect to complete the course(s) no later than the end of the term for which they're completing the form.
iii. After disbursement, T4 aid may only be canceled at the student’s request.  Loans can only be cancelled within 30 days of the student’s notification that the $ is available.  Grants can only be cancelled after r2t4 calc & adjustment (if any).  Record request on RHACOMM.  Scan hardcopy, if available.
iv. Check RPITIVC after calculation to see comments, $ to be repaid, inst. Charges, % earned, enrollment period, days attended.

v. Check RHACOMM to see summary of calc. & adjustment.  

vi. UNM returns $ to lender / lender updates new loan amount (time lag)

d. RPITIVC

i. This is the R2T4 Cam

e. RPAAWRD

f. RPAELAP

g. RPALDSB

h. RSIAREV/TSAAREV
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