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/ FEDERAL STUDENT AID

POLICIES AND PROCEDURES






	Procedure: Verification.

	This section is required 668.75.

Required information:

1. Establish written policy for verifying information in a student aid application which must include: Time period within which an applicant shall provide the documentation, the consequences of an applicant’s failure to provide documentation within a specified time period, method by which the school notifies an applicant of the results of verification, if the applicant’s EFC changes and the results in a change in the award or loan, procedures the school requires an applicant to follow to correct application information determined to be in error and procedures for making referrals under 668.16 (administrative capability).  

2. Identify how the school shall furnish, in a timely manner, to each applicant selected for verification a clear explanation of the documentation needed to satisfy the verification requirements and the applicant’s responsibilities with respect to the verification of application information, including deadlines for completing any actions required and consequences of failing to complete any required actions.

Other information to consider:

3. Include the process your school uses for submitting corrections.




	Description of Policy and Procedure: 

· Student must submit documents with-in 30 days of Notification of Missing Verification documentation

· Will delay awarding and possibly be denied priority funds

· The primary metod of communication with students regarding their Verificaiton Documentation is a Post Card indicating the need for students to check Loboweb. 

· All required documentation is listed on Loboweb

· The results of verification are removed from Loboweb and the student receives an Award Letter – awards are also posted on Loboweb.

· New award letter is sent to the student for any change in award – either incresase or decrease in award.

· UNM is part of the QA program, as a result only selected individuals are required for document verification. See the below documents for procedure on who is selected and what action must be taken to complete the verification process:

· Job Aid-QUALITY ASSURANCE 08-09.doc
· Job Aid-Banner Tracking.xls
· Job Aid-2007 1040.doc
· Job Aid-2007 1040A.doc
· Job Aid-2007 1040EZ.doc
· Job Aid-2007 W2.doc
· Job Aid-0809 CommentCodesandText.pdf
· Job Aid-RRAAREQ.doc
· RTVTREQ.xls
Additional information below

	Offices that need to be involved:

Office of Student Financial Aid

Department of Education CPS

	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?

At this time the Policy has not been revied, however, the Office of Student Financial Aid will conduct assessments recommended by the US Dep of Ed. The self audit assessments will be conducted for the 09-10 Financial Aid Year.
See Activity 3
What area required an update to the policy and procedure to reflect appropriate changes?

Pending Completion of Activity 



	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. This portion was covered by Mabel, I would assume that the following were discussed

i. EDEs

ii. STARRS

iii. Verification of Income Docs

1. Job Aid-2007 1040.doc
2. Job Aid-2007 1040A.doc
3. Job Aid-2007 1040EZ.doc
4. Job Aid-2007 W2.doc
This may be redundant to what is already above.
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