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FEDERAL STUDENT AID






Activity 1: Administrative Capability

Regulation: 668.16
Review Section:

· Adequate number of qualified person(s) to administer the Title IV Programs

· Adequate Checks and Balances

· Satisfactory Academic Progress

· Conflicting Data

· Financial Aid Counseling and Fiscal Reports and Financial Statements

Good Practices:

To assist you with the completion of this Policy and Procedure, we recommend that you 
consider the following:

· Consider developing the Policies and Procedures in a manual or an electronic format with a table of contents for easy reference.

· Establish a team that incorporates all appropriate offices to assist in the review and writing of the procedure.

· Develop a schedule to test, review and update your manual.

· Completion of Conflicting Data Activity #4 in the Verification Assessment. 

· Consider implementing the good practices outlined in the activity as part of your policies and procedures for Conflicting Data.

· Include a description of the organizational structure of the financial aid office and the business office.

· Include procedures for recordkeeping and reporting.

· Include a calendar of aid related activities, including dates and deadlines for students.

Instructions for completing this activity: 

We recommend that you refer to your current policies and procedures to determine if your institution meets the requirements listed above in the Review Section as set forth in the Federal Regulations.  Please review the appropriate sections in the Code of Federal Regulations (the link is provided for you), and the activity below, to determine if your institution is currently meeting those requirements. Use the activity as a guide and checklist to assist you with evaluating and/or developing your policies and procedures. Remember, you are required to develop policies and procedures and are responsible to follow the procedures you develop. An auditor or program reviewer can cite your school for not having polices and procedures and for not following them. 

	Reminder:

It is important to have your policy and procedures in writing. It is equally important however, to ensure that the process is being followed. We recommend that you test your policy and procedures by completing the recommended assessment(s) outlined in the Design Process for Policies and Procedures. Also, remember to 
train your staff on the procedures you develop or revise.




Management Enhancement:

If you determine that an area requires improvement, it is recommended (not required) that you consider completing a Management Enhancement Form. This will help you track what needs to be included who is responsible to make sure the policy and/or procedure is updated and identifies an anticipated completion date. Management Enhancement Form.
	Adequate Number of Qualified Persons Administering Title IV Aid
	Located In
	Offices Involved

	Develop written procedures for or written information indicating the responsibilities of the various offices with respect to the approval, disbursement, and deliver of Title IV programs and the preparation and submission of reports to the Secretary.
	FastInfo
Backside of student letter

Shared Drive – 100 Folder
	

	List the number and distribution of financial aid staff.
	Main Campus – 34

Law School – 1


Medical School – 3

Valencia – 3

Los Alamos – 1

Gallup – 6

Taos – 2
	

	Document the use of third-party servicers to aid in the administration of the Title IV aid.
	
	

	List number and types of programs in which the institution participates.
	
	

	Identify the number of applications evaluated.
	
	

	Identify the number of students who receive Title IV assistance and the amount of funds administered.
	
	

	Identify the number of students who receive Title IV assistance and the amount of funds administered.
	
	

	Establish the financial aid delivery system used by the institution.
	
	

	Recognize and explain the degree of office automation used in the administration of the Title IV aid.
	
	


	Adequate Checks and Balances
	Located In
	Offices Involved

	Include documentation that there is a clear and separate division of responsibility for the administration of financial aid programs that are divided between the Financial Aid Office and the Fiscal Office.
	
	

	Outline responsibilities of the Financial Aid Office and Fiscal Office.
	
	

	Identify where fiscal records are maintained.
	
	


	Fiscal Reports and Financial Statements
	Located In
	Offices Involved

	Identify systems that will provide all program and fiscal reports and financial statements required for compliance. 
	
	


	Satisfactory Academic Progress (SAP)
	Located In
	Offices Involved

	Establish, publish and apply reasonable standards for measuring whether an otherwise eligible student is making SAP in their education program.
	FastInfo #3796
	

	Identify if the standard is the same or stricter than the institution’s standards for a student enrolled in the same educational program who is not receiving Title IV assistance.
	
	

	List the qualitative component that consists of grades (provided that the standards meet or exceed the requirements of 668.34), work projects completed, or comparable factors that are measurable against 
a norm.
	
	

	List the quantitative component that consists of a maximum time frame in which a student must complete their education program.
	
	

	Provide the time frame for an undergraduate program; it may not 
be longer than 150% of the published length.
	
	

	Identify when you will check SAP, not to exceed the lesser of one academic year or one-half the published length of the educational program.
	
	

	Provide schedule established by the institution designating the minimum percentage or amount of work that a student must successfully complete 
at the end of each increment to complete their educational program within the maximum time frames.
	 
	

	Establish written policies defining 
the effect of course incompletes, withdrawals, repetitions and noncredit remedial courses on SAP.
	FastInfo answer #3796
	

	Identify how a school implements a consistent application of standards and documents the SAP decision.
	
	

	Provide appeal procedure for those not making SAP.
	FastInfo answer #4036
#3925
	

	Provide a procedure for a student to re-establish and document they have made SAP.
	FastInfo answer  #3796
	

	
	
	

	Conflicting Data
	Located In
	Offices Involved

	Identify person(s) responsible for coordinating both Federal and non-federal aid at your institution.
	Ronald Martinez, Director
	Student Financial Aid Office

	Provide procedure as to how Federal and non-Federal aid is identified and processed through the financial aid office.
	
	

	Develop a procedure to identify and resolve discrepancies in the information that the institution receives from different sources with respect to a student’s application for Title IV aid.
	
	

	Identify all student aid applications, need analysis documents, Statements of Educational Purpose, Statements of Registration Status, and eligibility notification documents presented by or on behalf each aid applicant. Provide a description of all documents, including any copies of State and Federal income tax returns that are normally collected.
	
	

	Include a description of how the institution verifies information received from the student or other sources.
	
	

	Include procedures concerning the coordination of any other information normally available to the institution regarding a student’s citizenship, previous educational experience (NSLDS), documentation of the student’s social security number, or other factors relating to the student’s eligibility for Title IV.
	
	

	Include procedures to refer to the Office of the Inspector General of the Department of Education investigation for any credible information indicating that an applicant for Title IV may have engaged in fraud or other criminal conduct.
	
	


	Conflicting Data
	Located In
	Offices Involved

	Include procedures to refer to the Office of the Inspector General of the Department of Education investigation for any credible information indicating that any employee, third-party servicer, or other agent of the school that acts in a capacity that involved the administration of the Title IV, HEA programs, or the receipts of funds under those programs may have engaged in fraud, misrepresentation, conversion or breach of fiduciary responsibility or other illegal conduct involving the Title IV, HEA programs.
	
	


	Financial Aid Counseling
	Located In
	Offices Involved

	Identify the source and amount of each type of aid awarded.
	
	

	Provide a method by which aid is determined and disbursed, delivered or applied to a student’s account.
	
	

	Make available the rights and responsibilities of the student with respect to enrollment at the institution and receipt of financial aid.
	
	

	Provide information regarding the institution’s refund policy, the requirements for the treatment of Title IV funds when a student withdraws under 668.22, its standards of SAP and other conditions that may alter the student’s aid package.
	FastInfo answer #3894

#3888

#3893
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