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	FA-210 Processing a Tribal Award Letter 
Date Issued/Rev:  05/01/06


General Description:  This procedure explains how to award an estimate from a Tribal  award letter.
Responsible Manager:   Financial Aid Director
Related Procedures:

Related Forms:
RRAAREQ



RPAAWRD




RHACOMM

PROCEDURE to award an estimate from a Tribal award letter
Procedure:
NOTE: If Check is attached to award letter, copy award letter and forward originals to the Funds area for check processing

1. Verify external award letter

a. Stamp

b. The student who is issued the award.

c. The amount of the award.

d. The year for which the award is made.

e. The term (i.e. Fall, Spring, Summer)

2. Access RRAAREQ

a. Look for the Needs Analysis Documentation on the First Block of RRAAREQ - the Needs Analysis name should correspond to the Tribe sending the Award Letter.

· If No Needs Analysis Information Exists on RRAAREQ: GO TO STEP 3

· If There Is More Than One Needs Analysis: Be sure that you update the Needs Analysis that is tied to the Award Letter that you logging.
[image: image3.png]@07 o [roveserTe [orava caa =

Create Person |

Tracking Group Information
Addl Hold Tk
Description Rey Ind  Lir

|

Create Reqrrt

Pekg Req Comp: [75WA2008
Dish Req Comp:[22-MAY 2005
Delete Reqmt |

Tracking Group All Regq Cornp

Cade

[ IndopendeniOtrFamiysiz v

Group Lock Ind: [

Requirements

Req Status  Status Established Sat SBGI  Perk —— Reqd For Ind
ode. i Date Date Ind Code MPN Pk Ds Mm _Fun g
Goc 2D [riauizne_[merzme | | [a = f= = i
g N e FEre I = = = el
[ccare  fw \powava006 [2arr200e [V | r.rrr [ W
[Farsa [c Ngapraoos [s7apraos |7 [ r.e®rF [ [
[Fover [c [Mavaons [ssaprao0s |7 [ r.e®r [

|

This is a short Description of the High Lighted Tracing Doc

There is a High-Light
to tell you which
Tracking Document
is being descriped

Be sure to scroll.
There may be more
Needs Analysis lower





[image: image4.png]Requirements

Req Status  Status Established Sat SBGI  Perk —— Reqd For Ind

Code  Ind Date Date Ind Code MPN Pk Ds Mm _Fund  Sys

[Fever [c [amav-2008 [aapr200e v [ [ A ﬁ' 2l fter scrolling, we find

[oaouT_[c [1a-uun-2006 [1eaunanoe | | [uilld the Navajo/Ship Rock
(ot nl o N el J Needs Analysis
r.r ® et [
r.r " T fuseer o

[ ——





b. Update the Needs Analysis “Status Ind” with the code of ‘3’ (Award Letter Received). This will display on self-service that the Tribal Award Letter for this Needs Analysis has been received.

c. Suppress the MIL. 

· NOTE: You may double click in the “Status Ind” field for a list all values. ***Numbers are used for the logging of Checks and Needs Analysis
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d. Perform ‘Next Block’ - to the ‘Non-Coded Requirements’ Block
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3. Log the Award Letter in the ‘Non-Coded requirements” portion of the form:
a. Always enter “C” (for “complete” in the ‘Status Ind’ field

b. Tab to the ‘Fund’ Field’ enter the fund code that you are using for awarding the estimate.
***NOTE: The Fund code should correspond to the Fund Code used on RPAAWRD for 

awarding the estimate.
· For a list of values (F9), double click in the Fund field to search for a “Fund Code” 
· NOTE:  When searching for an Estimate try %Est%  or:
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· Use the estimate for the tribe making the award. Each tribe has its own estimate.
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Each Tribe has its own estimate.

In this case, we will use the Navajo

Estimate (A20033)

Fund Code_[Title Source
2000 Est BNOR Tribal Sch ABQ OTRE  TRE  31-JANOG
20003 Est ACMA Tribal Sch ABQ OTRE  TRE  31-JANOG
20005 Est. CHIT Tribal Sch ABQ OTRB

20007 Est ISLT Tribal Sch ABQ OTRB

20009 Est JEMZ Tribal Sch ABQ OTRB

20011 Est JICA Tribal Sch ABQ OTRB

20013 Est LGNA Tribal Sch ABQ OTRB

20015 Est MESA Tribal Sch ABQ OTRB

20017 Est SAAN Tribal Sch ABQ OTRB

20019 Est SADO Tribal Sch ABQ OTRB

20021 Est SAFE Tribal Sch ABQ OTRB

20023 Est SAJU Tribal Sch ABQ OTRB

20025 Est SAND Tribal Sch ABQ OTRB

20027 Est TAOS Tribal Sch ABQ OTRB

20029 Est ZIA Tribal Sch ABQ OTRB

20031 Est ZUN| Tribal Sch ABQ OTRB

(Fa0033 Est NAVAIO Tribal Sch ABQ OTRB

A5 Est Out of State Tribal ABQ OTRB

20039 Est AIGC Native Am ABQ OTRB

20041 Est DRM Native Am ABQ OTRB

20043 Est AAIA Native Am ABQ OTRB

20045 Est AICF Native Am ABQ OTRE  TRE  31-JANOG
i‘znw Est AIS Native Am ABQ OTRE  TRE  31-JANOG _'_l
N





c. Once the Fund has been entered, Tab (once) to the  ‘Reqt Desc’ field and enter information about the award:

NOTE: there are only 60 spaces to use, try to provide as much information in as little space as possible

· The Source of the Award

· The Term of the award (i.e. fall only $1000, fall/spg $1000 per semester)

· And that an Estimate was placed on RRAAREQ - “EST RRAAREQ”
· ‘Save’
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4. Access RPAAWRD and award the Estimate with the Fund Code placed on RRAAREQ and ‘Save’
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5. Verify estimate does not create an Over Award. If Over Award is created, follow the procedure for correcting Over Award.

6. If there is no Over Award, you may suppress the award letter. Otherwise an award letter will be sent.
7. Access RHACOMM to indicate the receipt of the Award Letter, and awaiting the receipt of the Check.
~ Fin ~
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