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Student Financial Aid: A Growing Area

Introduction

Programs of financial assistance to students attending post secondary
institutions of education in the United States have changed drastically since
1643 when Lady Anne nowlson gave 100 English pounds to "constitute an endow-
ment for the s,..ppo-!: at Karvard of 'some poor schooler'..." and thereby es-

tablished the first recorded scholarship program in the United States.

The passaga of the National Defense Education Act (NDEA) of 1958 and its

student loan provision inaugurated the era of modern student financial aid.

The Education Amendments of 1972 reflect yet another and more basic na-
tional commitment to expanding educational opportunity through student finan-

cial assistance.

The tasks of the financial aid officer have increased in scope and complex-
ity as the source and amount of student i3id funds have increased. The National

Direct Student Loan, the College work-study Program, the Educational Program,
The Nursing Loan and Scholarship Program, the Law Enforcement Education Program,

and a variety of State assistance programs have combined to provide increased
amounts of financial assistant_ for students. The financial aid officer, there-

fore, has more resources to accomplish his goal of helping students to finance

their education.

Each new program brings with it a new set of guidelines and regulations, a
new reporting procedure, and in many cases a different set of administrative pro-

cedures. Tne net effect is that the administration of financial aid has become

more complex, more demanding, and because of the interdependency between enroll-

ment, financial aid recipients, and full -time equivalency appropriations, more

important as en administrative function of the Community College.

For current fiscal year 1975, over 800 million dollars has been distributed

to post secondary institutions. The Community College of Baltimore has received

over $1,61,3,CO3 in office of Education Federal Student Aid Funds and approximate-

ly $1,200,C00 in total Federal and State funds available to students. A dramatic

increase compared to our approximate $290,000 total C.E. allocations in FY /4 and

$200,000 in FY 73.

As aid resources have increased in importance both to the institutions and

to the students, and the number of students applying for aid has increased, the

organizational structure of student financial aid offices has been revised by al-

most every institution. The purpose of this manual is to provide a structured

guideline for financial aid program operations and administration.

Reference should be made to other financial office manuals which deal with

the administration financial aid programs. They are as follows: (1) Community

College of Baltimnre 1,/ork-Srudy and Office Employment Handbook, (2)Coramu-

nity Colleoe of Bajtimore Financial Aid - Data Processing System and 0) Audit Mao-

udl, (4) i.CT ii,:ldLook for- Financial Aid Administu,tors.

6
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Philosophy of Student Aid

The philosophy of the Community Collegm's financial aid office is con-

gruous with the philoscpny of the Community College concept of providing an

"open door" admissions policy. The Financial Aid Office is committed and

dedicated to assisting the financially needy student in obtaining an oppor-

tunity for a higher education.

In order to clearly understand the commitment that the Financial Aid

Office manifests to the financially needy student, let's look at the Financial

Aid Office and the developmental philosophy of counseling. The developmental

philosophy of counseling is directed to the goal of removing all barriers that

prevent a student from achieving.

The Financial Aid Officer believes every student to be unique in regards

to his own personal needs situation and financial circumstances. Therefore, the

Financial Aid Officer feels the eclectic philosophy of counseling 's the most

appropriate and most often utilized by the Financial Aid Office.

The chief focal point of the Financial Aid Office is the student. The

philosophy of running a financial aid program in reference to the student is

based on essentially five poi,its.

1. Manifest a special commitment to disadvantaged students.

Many financial aid programs are aimed especially at as-

sisting those students who would not ordinarily consider

cny education beyond high school. A variety of aid pro-

grams currently irientifies, encourages, and assists these

students (Co. UPWKD ROUND, DIRECT SEARCH FOR TALENT).

These programs recognize the fact that many students have

been relegated to life patterns far below their expectations

ry
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not for a lack of ability, but for a lack of information, finances, and

a multitude of other factors unrelated to ability.

2. Remove the financial barrier to education for those who are unable to pay.

3. Ease the financial burden for those who are more able to pay. There are

many families who would finance the higher education of their children,

but only bi imposing stringent economic restrictions upon themselves.

4. The corimunity college student Financial Aid Officer must make every at-

tempt to aid the transfer student to receive continued financial support

at tne four year institution to which he plans to transfer. This involves

both aiding the student in filling out necessary forms, completing the

application procedures and articulating with the four year college the

projected needs of the transfer student.

5. The Financial Aid Officer assists any student in referring the student to

an outside social welfare agency in an effort to maintain the health, and

welfare of the student.

Financial aid programs are not an investment in merely an individual or a

society or a specific institution, but in all three. Financial aid is the means

for providing the student an opportunity to attend college and develop his edu-

cational capacity. This Financial Aid Officer believes that when a student de-

velop to h:', capacity he not only enhances himsell, he wil ordinarily contrib-

ute to his institution and to the society in which he lives,
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OBJECTIVES

OF

THE FINANCIAL AID OFFICE

1. Commitment by the F.A.O. to assist the financially needy student in ob-

taining an opportunity to attend college.

2. Adherence to the belief that F.A. awards must not only give the student

an opportunity to get in college but to stay in college.

3. Manifest a pecial commitment to disadvantaged students, trio students,

negative income students, needy veterans.

4. Remove the financial barrier to education for those who are unable to pay.

5. Ease the financial burden for those who are more able to pay. There are

many families who wouldrfinance the higher education of their children, but

only by Imposing stringent economic restrictions pon themselves.

' 6. Make every attempt to aid the transfer student to receive continued finan-

cial support at the four year institutions to which he plans to transfer.

7. Assist any student in referring the student to an outside social agency
in an effort to maintain the health, and welfare of the student.

8. Adherence to the belief that financial assistance enables the student to

develop his educational capacity.

9. Adherence to the belief that when a student develops to his caoacity he

not only enhances himself, he will orainarily contribute to his college

and to the society in which he lives.

TO. Continued effort to improve the financial aid office.

IN ADDITICN, THE FINANCIAL AID OFFICE HAS WEEKLY OBJECTIVES AND MONTHLY

OBJECTIVES.
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FINANCIAL AID OFFICE

TASKS WITH S°ECIAL EMPHASIS

1. Insure that those staff members who have responsibility for student con-
tact are sensitive to and skilled in interpersonal relations and that a
team approach is utilized within the Financial Aid Staff.

2. Promote the continuing development of counseling and other relevant tech-
nical skills on the part of the staff by participation in appropriate for-
mal academic course work and other kinds of educational techniques (work-
shops, seminars, close review of professional literature, and in-service
training).

3. Maintain a close working relationship with various campus referral sources
so that when a student's problem is beyond the scope and capabilities of
the financial aid office, he can readily be referred to a source of more
specialized assistance.

4. Develop and maintain an up-to-date information file relating to the prob-
lem areas most commonly dealt with in the financial aid office.

5. Maintain strict confidentiality with respect to all student information,
including the provision of facilities to insure privacy with respect to
student interviews.

6. Develop a climate in which the uniqueness, dignity, and personal worth of
each student becomes the pervasive and chef concern of the financial aid
staff.

10
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essential Functions of Student Financial Aid

A. Recruitment

It should be the responsibility of the student financial aid program to

identify and recruit students with financial needs in the community and

provide the financial resources to enable these students to attend an

institution of higher education.

B. Dissemination of Student Financial Aids Information

An essential function of student financial aid programs is the dissemi-

nation of financial aid information to parents, potential students, high

schools and the entire college community. This includes activities such

as workshops with high school counselors, speaker presentations to com-

munity groups, high school visitations, press releases, college catalogs,

and brochures.

C. Communication

An essential function of student financial aid programs is to communicate

the concerns of the financial aid community to the appropriate federal,

state, local and college officials in regard to the decisions affecting

the financial aid process. This includes communication through partic-

ipation on committees, regional panels, workshops, and making application

for federal funds to the appropriate state agencies. The financial aid

office should be aware of all academic decisions of state and federal

agencies affecting the financial aid program such as educational criteria,

and provide input into the eligibility criteria of state and federal

agencies.

11
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D. Articulation

An essential function should be the effective articulation with the

financial aid offices of the upper division colleges to assure con-

tinuity of assistance for the community college students.

E. Maintenance and Expansion of Existing Programs and Solicitation of New
Programs

This essential function would result in a comprehensive financial aid

program which would include: Scholarships, loans, grants and part-time

employment that would assure that students are not denied a college edu-

cation due to inadequate financial resources.

F. Counseling

The financial aid offlt.e function is to provide financial aid counseling

in regards to budget management and utilization of existing student re-

sources. The finction is also to promote and coordinate counseling students

with other personnel services in rel-'lon to financial aid student needs.

G. Awareness

Make the college community and specifically, the Student Personnel Services

aware of financial aid procedures, responsibilities and available. resources.

H. An Agent for Change

Work for the change of existing programs administered by the State of

Maryland to become more oriented towards the financial needs of community

students.

Specifically, these changes show! be the expanded use of need analysis for

larding of state scholarships. The test requirement for state scholar-

ships should be reviewed and if necessary eliminated. The present state

program of Guaranteed Student loans should be increased in size and broad::nLd

in scope.
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1. Organization, Administration and Staffing

V. Organization - an organization should be developed to provide max-

imum service to the student population of the college with the stu-

dent financial aid service orgar 'er the Dean or Director of

Student Personnel Services.

2. Administration

a. Staffing

Community colleges should staff their student financial aids office

in the same proportion as they staff their admissions office. The

CrIllege Scholarship Service and the.American Collkje Testing Service

agree that for less that: 2,000 student population, the college shouia

employ a minimum of one full-time or one part-time financial aid ad-

ministrator with a like staffing pattern for supportive staff. For

2,000-5,000, an associate director or directors would be appropriate

depending on the size of the student financial aids program. The

size of the staffing pattern -lepends on the several factors of:

enrollment, number of student financial aid applicants, size and di-

versity of aid prograr3s, availability of equipment and resources and

other factors.

b. Coordination

All federal, state and local student financial aid resources

should be coordinated through the financial aid office. This would

include all institutional employment such'as: WorK Incentive Pro-

grams, part-tie employment, etc.

Coordination of and accessibility to all input data from the Stu-

dent Personnel Records Bank. This function would include the es-

sential coordination of various institutional, stot, and federal
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applications for specific programs of aid.

J. Records Maintenance and Reporting

An essential function is the initial dqota collection accomplished

through the use of various applications related to particular federal,

state and local programs of aid.

This date would later be utilized in submitting program reports and ap-

plications to federal, state, and local agencies.

A records retention system to comply with participating resource agencies

would be an essential requirement of this function to meet the guidelines of

these agencies.

K. Budget

An essential function in student financial aid regards budgeting in three

areas: 1) Student cost budget; 2) Operations budget, and 3) Program budget.

L. Financial Aid Processing Cycle

The financial aid processing cycle is an essential function of the student

financial aid program which involves the folio g areas:

1. application for aid

2. evaluation of demonstrated need by a federally approved needs analysis

test

3. packag7ng--construction of a firlancial aid award and/or package to meet

the demonstrated need of a financial aid applicant with the priorities

established to meet the most needy first

4. notification letter for award, ineligible, or rejection

5. acknowledgement and acceptance of award

6. notification and authorization to the Business Office for disbt-sement

of sends

7. re-evaluation and follow-up as required
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Specialized Facility Requirements

A. Appropriate attractive facilities to include adequate storage space.

B. Confidential setting for the professional counselor or financial aid

officer.

C. Comfortable setting such as a waiting rpom for the prospective fi-

nancial aid applicants.

D. Data processing time and implementation of programs.

E. Proximity to other student personnel services and the business function.

F. Security of records--fire-proof file cabinets, locked cabinets, confi-

dentiality of student records.

G. Appropriate equipment and personnel to operate your program.

Evaluation indices for programs by: retention rates, growth of programs,

grot4th of organization, and others

I. Use services of institutional -esearch to develop programs of study

2. Relationship of the financial aid awarded to the gross financial need

of your student body (percentage)

3. Evaluation by outside resources:

a. external audit

5 internal audit.

c. program audit

4. Student follow-up evaluation of financial aid program

5. Management by objectives

15
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FINANCIAL AID PROGRAMS

The U. S. Office of Education supports the five programs of student assistance

d:Iscribed here. They are BASIC EDUCATIONAL OPPORTUNITY GRANTS, SUPPLEMENTAL

EDUCATIO!.AL OPPORTUNITY GRANTS, COLLEGE WORK-STUDY, NATIONAL DIRECT STUDENT

LOANS AND GUARANTEED STUDENT LOANS.

If you are enrolled or accepted for enrollment in an approved post secondary
educational institution (college or university, vocational school, technical
school, or hospital school or nursing), you may be eligible to apply for as-

sistance unuer these programs. Loans must be repaid. Grants are gifts and

need not be repaid.

There are many more sources of aid for students. Some are sponsored by the Fed-

eral Government, others by states, localities, businesses, organizations, indi-

viduals associations, and other private sources.

# # #

The BASIC EDUCATIONAL OPPORTUNITY GRANT PROGRAM (Basic Grants) makes funds avail-

able to eligible students attending approved COLLEGES, COMMUNITY/JUNIOR COLLEGES,
VOCATIONAL SCHOOLS, TECHNICAL INSTITUTES, HOSPITAL SCHOOLS OF NURSING, and other

post high school institutions.

1 In any given academic year starting after April 1, 1973, a student may apply for

a Basic Grant if he is entering an APPROVED post secondary educational institution

for the FIRST TIME on at least a half-time basis. A student may re-apply for the

grant each academic year.

To apply for a Basic Grant, a student must complete a form called "APPLICATION FOR

DETERMINATION OF EXPECTED FAMILY CONTRIBUTION."

A student may get copies of the application for POST SECONDARY EDUCATIONAL INSTITU-
TIONS, HIGH SCHOOLS, POST OFFICES, STATE EMPLOYMErT OFFICES, COUNTY AGRICULTURAL
EXTENSION AGENTS, COLLEGES, TALENT SEARCH AND UPWIRD BOUND PROJECTS, or by writing

to BOX B, IGWA 52240. I-or specific program auidelines, see the BASIC EDUCATIONAL

OPPORTUNITY GRANT manual in the financial aid office.

Send the completed form to BOX ii, INA 5224J. Within 4 weeks, the student will

receive a "FAMILY CONTRIBUTION ANALYSIS REPORT."

SUBMIT the REPORT to the college which will calculate the AMOUNT of the Basic Grant

the student is ELIGIBLE to receive. The student nay submit the Report to more than

one school. The amount the award will be based upon will be the students' Expec-

ted Family Contribution, the cost of attendance at the college and a payment sched-

ule issued to all approved educational institutions by the U. S. Office of Educa-

tion.
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The SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANT (SEOG) PROGRAM is for students

of EXCEP710N,L FIN0NCI:,L NEED who without the grant would be unable to con -

tinue their education.

A student is eligible to apply if he is enrolled at least half-time as an

UNDERGRADUATE or .."DUJICNAL student in an educational institution partici-

pating in the program.
Graduate students are not eligible.

If a student receives an SEOG, it cannot be less than $200 or more than

$1,500 a year. Normally, SEOG may be received for up to four years. However,

the grant may be received for five years when the course of study requires

the extra tine. Lie total that may be awarded is $4,000 for a four year

course of study or 55,000 for a five year course.

If a student is selected for an SEOG, the educational institution must pro-

vide the student with ADDITIONAL FINANCIAL ASSISTANCE at least equal to the

amount of the grant.

APPLY THROUGH the FINANCIAL AID OFFICIR. He is responsible for determining

who will receive an SEOG and the amount. For specific program guidelines,

see the SEOG manual in the financial aid office.

# # #

The COLLEGE WORK-STUDY (CWS) PROGRAM provides jobs for students who have great

financial NEED and Nno must EhRN a part of their educational expenses. A stu-

dent may apply if you are enrolled at least half -time as a GRADUATE, UNDER-

GRADUATE, or VOCATIONAL student in an approved post secondary educational in-

stitution.

The educational institution which participates in College Work-Study arrange

jobs on campus or off campus with a public or Private non-profit agency, such

as a hospital. If you arc found to be eligible, you may be employed for as

many as LO hours a wecr.

In arranging a job determining ho many hours a week you may work under

this program, the findJicial aid officer will take into account: 0) your

NEED for financial assistance; (2) your CLASS SCHEDULE, and (3) your HEALTH

and ACADEMIC Pi:0;',RESS. In general the salary you receive is at least equal

to tie current minimu;:i waga and may Le as much as $3.50 an hour.

APPLY THROUGH THE FINANCIAL AID OFFICER AT YOUR SCHOOL He is responsible for

dctemining your eligibility and arranging the job.

in
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The NATIONAL DIRECT STUDENT LOAN (NDSL) PROGRAM is for students who are en-

rolled at least half-ti.-12 in a participating institution and who NEED a loan

to meet their educational expenses.

You may borrow a total 3f: (a) $2,500 if you are enrolled in a vocational

program or if you have complete: less than two years of a program leading to

a bachelor's degree; kb) $5,000 if you are an UNDERGRADUATE student who has

already COMPLETED 2 YEARS of study toward a bachelor's degree. (This total

INCLUDES any amount you borrowed under NDSL for your first two-years of

study); (c) SI0,000 for GRADUATE study. (This total INCLUDES any amount you

borrowed under NDSL for your undergraduate study.)

REPAYMENT begins 9 months after you graduate or leave school for other reasons.

You may be allowed up to 10 years to pay Lack the loan. During the repayment

period, you will be charged 3 percent interest on the ur)aid balance of the

loan principal.

No payments are required for up to three years while you serve in the Armed

Forces, Peace Corps, or VISTA.

APPLY THROUGH THE FINANCIAL AID OFFICER AT YOUR SCHOOL. He can also tell you

about the CANCELLATION PROVISIONS for borrowers who go into certain fields of

teaching or specific military duty.

# # #

The GUAVUTEED STUDENT LOAN PROGRAM enables you to borrow directly from a bank,

credit union, sa),Inas and loan association, or other participating lender who

is willing to make the educational loan to you. The loan is guaranteed by a

State or private nonprofit agency or insured by the FEDERAL GOVERNMENT.

A student ray APPLY for a loan if the student is enrolled or has been accepted

for enrollment at lea;t half-time in an eligible COLLEGE or UNIVERSITY, a

SCHOOL CF NURSING, or a VOCATIONAL, TECHNICAL, TRADE, EUS1NESS, or NOME STUDY

SCHOOL. You do not need a high school diploma in order to borrow.

Inc AAXleibM a student may borrow is $2,500 a year. (In some states, it is less).

Your INTEREST cannot be more than 7 percent.

The TOTAL amount a student may borrow for undergraduate or vocational study is

$7,500. The total is $10,000 for graduate study alone or in combination with

undergraduate study.

To apply for the FEDERAL INTEREST BENEFITS, a student must submit to the lend3r

a RECOENDATION from the college as to the AMOUNT the student NEEDS to meet

educational expenses. If a student qualifies for these benefits, the Federal

Government wiil pay the interest for you until the repayment period begins.

1.9
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If a student does not qualify for Federal Interest Benefits, the student may
still borrow; but the student will have to pay their own interest from the
time he or she takes out the loan until it is paid off.

All borrowers must submit an AFFIDAVIT that the loan will be used only for
educational purposes. It must be signed before a notary or other person
authorized to administer oaths.

The LOAN MUST BE REPAID. Payments begin between 9 and 12 months after you
graduate or leave school and you may be allowed to take up to 10 years to
pay it off. The AMOUNT of the students payments depends upon the SIZE of DEBT;
but a student must pay at least $360 a year.

A student does not have to make payments for up to 3 years while he or she
serves in the Armed Forces, Peace Corps, or Vista, of for any time that the
student returns to full-time study.

Contact the financial aid officer for information and application forms. Re-
fer to Guaranteed Stud,.nt Loan Manual for student guidelines.

# # #

NURSING GRANTS are provided for students enrolled in the Nursing Curriculum for
at least 6 semester hours. Students must show a definite financial need. The
grants reach a maximum of $2,500. The grants may be renewed each semester that
the need exists. Submit financial aid application to CCB Financial Aid Office.

# # #

NURSING LOANS are provided for students enrolled in the Nursing Curriculum for
at least 6 semester hours. Students must show a definite financial need. The
Loans reach a maxifflum at $1 ,500, and may ue renewed each semester that the need
exists. Submit ACT Family Financial Statement and Financial Aid Application to
CCB Financial Aid Office.

###

MARYLAND STATE SCHOLARSHIPS. The state is currently supporting nine (9)
separate and cistinct scnolarship or grant programs as follows:

1. Senatorial
2. House of Delegates
3. General State ,

4. War Orphans
5. Reirr,ur,,rment of Firemen
6. Children 0f eecea',ed Volunteer Firemen
7. Scholar5hips ror teachers of Deaf
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8. Professional School Scholarships
9. Scholarships in Medicine

Contact the Financial Aid Office or the State Scholarship Board for necessary
applications.

LAW ENFOPCEMrNT ETJCATION PROGRAM - two types of financial assistance are
offered unaer LEE?:

A. Grants - for aualified employees of publicly funded law enforcement
and criminal justice agencies registering on a full-time or half-time
basis.

Student is obligated to work two years in the law enforcement area
for each LEEP note that he signs.

B. Loans - for qualified students enrolled in a program of study "directly
related to law enforcement and criminal justice or suitable, for persons
employed in law enforcement and criminal justice."

The loan is made directly to each student by the college. The loan can
be renewed each year with repayment of 7% interest after college. Par-

tial or full cancellation of loan and interest for law enforcement ser-
vices are as follows:

1. Interest in law enforcement
2. Submit LEEP application form
3. Letter of employability from law enforcement agency

e3114
1`..4 1
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DEFERRED PAYMENT PLAN

Deferments usually are for short time periods--not beyond the end of the
current semester or term or, at most, beyond the end of the academic year.

Institutions wishing to restrict deferred payments to students with a
genuine need for deferment may channel such applications through the student
aid office for need determination ..nd cash flow analysis. If financial as-

sistance is necessary for longer periods of time, the student or parents should
be advised to apply for other types of financial aid, perhaps, a long-term
loan. It is important to realize that a deferred payment is a disservice to
the student if the student is financially needy. A deferred payment requires

monitoring by the students and the institution. The deferred tuition is a

short-term loan. Gift-Aid which is available for financially needy students
is more advantageous to a student than a deferred payment plan.

Although deferred payments are part of the total student aid program, the
billing and colle-tion functions should be handled through the business office.
Billing and collecting should be centralized in the business office, thereby,
avoiding duplication and promoting fiscal accountability.

If the program of deferred payments is understood by students and is well

administered by the institution, collection problems are minimized.

Arrangements for deferred payments should be in writing, and the payment

agreements forms signed by the student. The agreement should indicate amounts
to be paid, dates on which payments are due, and penalities to be incurred in
case of failure to meet payments on the dates specified.

The following are specific procedures for implementing a deferred payment
plan:

1. The deferred tuition plan allows the student to pay 1/2 of his tuition
and fees at registration with a reauired minimum payment of S40 and to
have the balance of his tuition due in equal payments. -tf tivustudent

chooses the 8 week payment schedule, then 1/2 the balance of his de-
fer-ed payment must be paid by the 6th week. All payments are to be

made by the 8th week of classes. These payments should be made by the
8th week of classes. These payments should be made to the business office.

2. To be eligible for this installment plan, 'the students' tuition must
exceed $40 and if he has used the deferred tuition plan previously, he
must have met the terms of the agreement.

3. All students applying for deferred tuition will be encouraged to file
for financial aid based on demonstrated needs.

4. All students applying for deferred tuition attending on at least a 6
credit hour basis will be required to file a Basic Educational Oppor-
tunity Grant beginning September, 1975.
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5. The Financial Aid Office will establish a repayment schedule in
cooperat:on with the Accounting Office. The Financial Aid Office
will follow the repayment schedule when completing the tuition
installment application.

6. The Financial Aid Officer will turn over the tuition installment ap-
plication to the Accounting Office which is responsible for the billing
aod collection of these accounts.

7. First time Veterans entering the Community College of Baltimore, will
be allowed a 1CO:t deferment under the stipulation that each Veteran
fills in the Community College of Baltimore's address on his enroll-
ment certification form.

8. A veteran's change of address slip will be submitted to the Veterans
Office upon completion of his full obligation to the institution.

9. Completion of all forms will be handled by the Ve'teran's Counselor and

the Accounting Office.

10. Appeal Procedure:

a. Tie student appeals his deferred tuition payment to the Financial
Aid Representative on duty.

b. If the student's problem cannot be resolved, the student may then
appeal to Mr. Douglas MacDonald, Financial Aid Coordinator.

c. If the student's problem is still not resolved by Mr. MacDonald,
the student can have a final appeal before Dean Hammond.

***It is the professional opinion of the Financial Aid Officer that if a student
cannot pay 1/2 of his tuition and fees, he should be on a demonstrated need
financial aid program. The financial barrier facing the student is usually
too great if a student cannnot pay at least 1/2 his bill.

0-1111
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SHORT-TERM LOANS

It is the desire of the Financial Aid Office.to assist deserving s_udents

.
during periods of bona fide emergencies by providing them with short term

loans. This has been accomplished by the generosity of private organizations,

who have donated monies to be dispensed for this purpose. To secure a short

term loan, the followirg standards have been established:

1. The student must be enrolled for at least six (6) credit hours.

2. The maximum amount a student is allowed to borrow is $25. At the dis-

cretion.of the Financial Aid Officer, this amount. can be increased.

3. Book loans will cover required books only.

4. Students will be interviewed by the financial aid officer.

5. Students must show that they are in a position to repay the loan.

6. Students must have a good credit standing with the college.

7. Students who do not repay loans on the due date and have not contacted

the Financial Aid Officer about this delinquency, may be turned down

when applying for a loan in the future.

8. Loans must be repaid prior to the end of the semester in which the loan

is made.

9. No grades or transcripts will be issued and re-registration will not

be possible until loans are repaid in full.

10 Loans are to be repaid at the Accounting Office. Bco!: loans, however,

are paid in the bookstore. Proof of repayment must be presented to the

Financial Aid Office.

11. Loans will riot be issued during the last month of the semester.

12. The maximum time for re-payment of loans is six (6) weeks. During the

summer session, it is three (3) weeks.

13. To secure a loan, all students must fill out in duplicate a Student

Loan form.



CHAPTER 3
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JOB DESCRIPTION

CO-ORDINATOR (DIRECTOR) OF FINANCIAL AID

TASKS WITH SPECIAL EMPHASIS

1. Insure that those staff members who have responsibility for student con-
tact are sensitive to and skilled in interpersonal relations and that a
team approach is utilized within the Financial Aid Staff.

2. Promote the continuing developmen of counseling and other relevant tech-
nical skills on the part of the staff by participation in appropriate for-
mal academi6 course work and other kinds of educational techniques (work-

shops, seminars, close review of professional literature, and in-service

training).

3. Maintain a close working relationship with various campus referral source:
so that when a student's problem is beyond the scope and capabilities of

the financial aid office, he can readily be referred to a source of more

specialized assistance.

Ill/

4. Develop and maintain an up-to-date information file relating to the problem
areas most commonly dealt with in the financial aid office.

5. Maintain strict confidentiality with respect to ail student !nformation, in-
cluding the provision of facilities to insure privacy with respect to stu-

dent interviews.

6. Develop a climate in which the uniqueness, dignity, and personal worth of
each student becomes the pervasive and chief concern of the financial aid

staff.

Note: The follo,iing job descriptions were developed by the Financial Aid
Office and do not necessarily represent the Community College of
Baltimore Personnel Office Job Specifications.

orlb ir,

rtito
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COMMUNITY COLLEGE OF BALTIMORE

JOB DESCRIPTION

CO-ORDINATOR (DIRECTOR) OF FINANCIAL AID

ASSIGNMENTS

I. To direct and administer all scholarship, grant and loan funds which are
within tne responsibility of the College to disburse. (To supervise the
financial aid staff.)

,2. To know and keep current on federal and state guidelines and require-
ments for administering federal and state programs, such as: S.E.O.G. .
B.E.O.G., N.D.S.L., MD.G.L., C.W.S.P., L.E.E.P., N.L., N.S., and others,
as they become part of the College's financial aid opportunities.

3. To direct in counseling students to develop realistic personal financial
budgets as part of the preparation of financial aid application forms.

4. To direct in evaluating ACT needs analysis forms throughout the academic
year.

5. To direct in maintaining accurate records and to prepare statistics and
develop reports on all financial aid disbursements and submitting reports
to the proper authorities.

6. To direct in developing improved procedures for the processing of student
requests, for preparing records and reports, for meeting student needs, and
for cooperating with other divisions of the college.

7. To work cooperLtively with all other divisions of the college with special
emphasis on TRIO programs, admission, and counseling services, student
government and activities, Finance and Accounting offices, Computer Ser-
vices and Institutional Research.

8. To direct the office manager in supervising professional clerical staff
along with studeili. assistants for the everyday operations of the Student
Financial Aid Co-ordinator and ultimately with the Dean of Students.

9. The Director will be required to attend campus, local, and state financial
aid meetings and workshons for self-improvement and program development.

10. To direct in updating, developing, budgeting, and Printing of tools to be
used in the operations of the financiai aids program.

11. To direct in dissemination of financial aid information to prospective, en-
rolled, and transfer students.'

0 12. To direct io :2rovidinn of storage and maintenance of confidential records
of students in the Financial Aids Program in accordance with ethical acid
legal requirements.

27 BEST COPY AVAILABLE
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DIRECTOR-FINANCIAL AID
ASSIGNMEN1S

13. To direct in submitting to the Dean of Students an annual report dealing
with the area of financial aid.

*14. To encourage and direct community groups and private donors in establishing
continuing scholarships and loan programs.

*15. To determine students eligible to participate in the deferred payment pro-
gram:

a. directs deferred tuition program.
b. evaluates need and amount of deferred payment.
c. directs repayment process and collection of deferred tuition.
d. works evening registration direction (1) Deferred Payment Program, (2)

LEEP Program, (3) other financial aid.

*16. Administers and directs Law Enforcement Education Program:
a. evaluates eligibility and makes awards.
b. develops and improves procedures for the processing of student application

and awards.
c. prepares reports and statistics for LEEP Program.
d. Attends meetings and workshops regarding the LEEP Program for self-im-

p,ovement.

*17. Directs and administers all institutional scholarships and loan programs:
a. evaluates need and amount of the award.
b. directs repayment process, and collection of award.
c. documents and justifies all award payments.

EXPERIENCE

- Two years experience in Financial Aids.
- Working knowledge of the field of Computer Science.
- Attendance of Financial Aid Workshop and Training Program.
- Successful experience in working with multi-ethnic groups.

EDUCATION

Doctor's Degree in Higher Education Administration or Student -ersonnel
Services desirable.

- Master's Degree in Higher Education Administration or Student Personnel
Services desirable.

- Financial Aid Internship or attendance at Financial Aid Workshop or
Training program is a prerequisite.

- Course work in:

Higher Education Administration
The Community-Junior Colleges

0Tar)
r;
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DIRECTOR-FINANCIAL AID
ASSIGNMENTS

Foundations of Counseling
Student Personnel Services
Business Administration
Accounting
Finance

other related fields

PERSONAL QUALIFICATIONS

Leadership
- Sincerity
- Interest in students
- Integrity
- Honesty
- Faith
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COMMUNITY COLLEGE OF BALTIMORE

JOB DESCRIPTION

FINANCIAL AID OFFICER

ASSIGNMENTS

.

1. To assist in administering and directing all scholarship, grant and loan

funds wnich are within the responsibility of the College to disburse.

(To supervise the financial aid staff).

2. Tc know and keep current on federal and state guidelines and require-

mrits for administering federal and 3tate programs, such as: S.E.O.G.,

B.E.O.G., N.D.S.L., MD.G.L., C.W.S.P., L.E.E.P., N.L., N.S., and others,

as they become part of the College's financial aid opportunities.

3. To assist in counseling students to develop realistic personal financial

budgets as part of the preparation of financial aid application forms.

4. To assist in evaluating ACT needs analysis forms throughout the academic

year.

5. To assist in maintaining accurate records and to prepare statistics and

develop reports on all financial aid disbursements and submitting reports

to the proper authorities.

6. To assist in developing improved procedures for the processing of stu-

dent requests, for preparing records and reports, for meeting student

needs, and for cooperating with other divisions of the college.

7. To work c..loperatively with all other divisions of the college with special

emphasis on TRIO programs, admission, and counseling services, student

government and activities, Finance aria Accounting offices, Computer Ser-

vices and Institutional Research.

-8. To assist the office manager in supervising professional clerical staff

along with student assistants for the everyday operations of the Student

Financial Aid.

9. As a Financial Aid Officer, this staff member will be required to attend

campus, local, and state financial aid meetings and workshops for self-

improvement and program development.

10. To assist in updating, developing, budgeting, and printing of tools to be

used in the operations of the financial aids program.

11. To assist in dissemination of financial aid information to prospective,

enrolled, and transfer students.
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FINANCIAL AID OFFICER
ASSIGNMENTS

12. To assist in providing of storage and maintenance of confidential records
of students in the Financial Aids Prograripin accordance with ethical and
legal requirements.

13. To assist in submitting to the Dean of Students an annual report dealing
with the area of financial aid.

*14. To enccurage and assist community groups and private donors in establishing
continuing scholarips and loan programs.

*15. To determine students eligible to participate in the deferred payment pro-

g ram.

a. directs deferred tuition program.
b. evaluates need and amount of deferred payment.
c. directs .repayment process and collection of deferred tuition.
d. works evening registration direction (1) Deferred Payment Program,

(2) LEEP Program, (3) other financial aid.

*16. Administers and directs Law Enforcement Education Program:
a. evaluates eligibility and makes awards.
b. develops and improves procedures for the processing of student

application and awards.
c. prepares reports and statistics for LEEP Program.
d. attends meetings and workshops. regarding the LEEP Program for

self-improvement and program development.

*17. Directs and administers all institutional scholarships and loan programs:
a. evaluates need and amount of the award.
b. directs repayment process, and collection of award.
c. documents and justifies all award payments.

PERM' L TRAITS

Sincerit',

Optimistic personality
People-oriented
Interested in students
Patience
Responsiblity
Challenged by minute details (Leadership)
Exactness-oriented
Integrity
Faith

.:DENOTES PR WARY rsESPONSICILITY AREAS



FINANCIAL AID OFFICER

ASSIGNMENTS

FXRERIENCE & CREDENTIALS

4
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1. Experience in the rinancial aid office of a collegiate institution

with some leadership responsibility.

2. Experience in record keeping and in interpreting federal guidelines
and administering various types of financial aid including federally

. financed programs.

3. Successful experience in working with multi-ethnic groups in an

urban settina.
4. A bachelor's degree in an appropriate field of study with an intern-

ship or exper;ence in a college financial aid workshop and office is

acceptable. Some appropriate fields of study are:

Financial Aid Administration
Business Administration
Accounting

Counseling
Guidance
Higher Education Administration
Finance

.1)

II ri,
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JOB DESCRIPTION

Office Manager

General Information - This is a supportive staff position in the student finan-

cial aids office. The office manager will be responsible for the general and

daiiy operations of the student financial aids office. This incumbent will be

responsible to the associate director for duty operational tasks with ultimate

responsibility to the Director of Student Financial Aids.

Selection Requirements:

Education

A. A. Degree in secretarial studies or its equivalent preferred

H. S. Degree or its equivalent required

Specific Skills and Abilities

Stenographic, typing and office machine skills

Ability to deal with students

Ability to understand the uses of computer data

Ability to work independently

Ability to organize, manage, and assign tasks to others

Ability to converse and communicate with officials with-in and out-side
of the college community

Ability, to respond to both oral and written communication

Experience (minim,Jm of 4 years' experience)

2 years' of oftice experience in a supervisory capacity
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Experience - Cont.

- 2 years' of office experience that require stenography and typing skills

- Experience in public, or student relations is desirable

Personal Traits

- Sincerity

- Maturity

- Optimistic Personality

- People-oriented

- Patience

- Responsible

- Exactness-oriented

' Assignments are:

Area Comment% of Work

209;

20%

Supervision

Correspondence

This Administrative clerk will be
responsible for assisting and training
a minimum of 2 clerk-typists and 10 stu-
dent assistants,

Incumbent will respond to incoming
letters and will take dictation from her
supervisors to respond to the legalrIlt-
ters regarding student rnancial aid.

5% Telephone Calls She will be respunsible for refer-
rals from the student assistants and
clerk typists regarding technical re-
sponses

20% Data Processing Responsible for handling additional

A

correction to the Master Computer Print
Out for Student Financial Aid.



Cont:

% of work
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Area

15% Student Award Incumbent will be re-

Letters sponsible for assuring that
all Financial Aid packages
have been forwarded to proper
recipients and proper confir-
mation letters received for
their aid folder.

5% Disposition of
Award Forms
Supplementation
of award checks

Responsible for awardees
receiving of award forms to
register and later responsi-
ble for requesting checks and
displace these award forms.

5% Budget Report Correct 2,1d accurate bud-
get reports are made to the
local, state, and Federal Gov-
ernment to respond, confirm and
verify request for funds re-
garding students and programs
at this institution.

10% Student Relations Incumbent will act as an
intake interviewer to deal with
students and their problems who
are referred to her by student
assistants and clerk typists.
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Secretaries

General Information. This is a supportive staff position in the Student

Financial Aids Office. Secretaries are generally responsible to the Office

Manager and the Associate Director assistant with ultimate responsibility to

the Director of Student Financial Aids.

Selection Requirements

Education

- High School Diploma or its equivalent

Specific Skills and Abilities

- ability to type

- ability to use office machines

- ability to work with students

- ability to be willing to learn

- ability to converse and communicate with people both in person and
telephonically.

Experience

- WO School parcticum in an office setting or equivalent experience

Perscnal Traits

- Student orientea

Maturity

- Sincerity

- Responsible

- Out-going personality

WI er
011j
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College Work-Study Proaram

Definition - Colleae Work-study is a Federally funded program that was established
by Congress under the Economic Act of 1964 and since 1968 has been under the au-
thority of the Higher Education Act of 1965 and 1972.

The purpose of this program is to provide part -time employment opportunities
for students who have great financial need and who must earn a part of their ed-
ucational expenses.

Who Is Eligible?

A student may be selected for employment under the College Work-Study Pro-
gram only if he or she meets all of the requirements listed below. -A student
must be:

. 1. A citizen or permanent resident of the United States

2. In need of earnings from such employment in order to pursue a course
study at Community College of Baltimore.

3. Has been accepted for enrollment as, at least, a half-time student
46 credits) or, in the case of a student already enrolled and at-
tending college, is in good standing and at least in half time at-
tendance.

4. Be capable of maintaining good standing in his or her course of study
while employed.

Now To Apply

1. The student should first report to the Financial Aid Office.

2. In most cases, a student will apply for ork-study at the time he applies
for other forms of financial aid.

3. A student. must file a Student Financial Aid Application.

4. A Student Financial Statement must be completed.

5. The student financial federally approved statement is submitted to a needs

analysis service. Once the application is analyzed by the need analysis

service, it is returned to CCB and evaluated by the Financial Aid Office.
If a student demonstrates need, a student may then be eligible for college
work-study, or any other financial assistance, depending upon the amount
of need shown.

1.1
It 9 #
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If Awarded College Work-Study, How Are You Assigned?

All assignments are made by the Placement Office. However, recommen-
dations are accepted from the student and offices concerned. If at all pos-

sible, students are placed in jobs that are relevant to their curriculums.

Students are interviewed by a responsible person representing a depart-
ment or office and duties are discussed at that time.

Employment of Student

1. Student is interviewed in the Student Placement Office, a student's
curriculum, academic standing, skills, interests, and desires are dis-
cussed, along with the possible job openings.

2. After a job selection has been determined, contact is made with partic-
ular department chairperson or responsible person in an area in order to
set up a student interview.

How Many Hours Can You Work?

The average College Work-study job is 15 hours per week. Students may be

eligible to work more than 15 hours depending upon financial need, and the stu-
dent's class schedule. College Work-study students may not be paid earning in
excess of their awarded eligibility. If additional hours are worked, they will

be considered as volunteer time.

Is There A Summer College Work-Study Program?

Yes. If students arc eligible, they may work on campus or off campus dur-
ing the summer. To be zligible for employni:,,,t under the College Work-Study

Program during the summer, you must be:

1. In half-time attendance preceding the summer and intend to continue
during and/or following the summer session; or

2. Enrolled as a half-time student for the first time during the summer
and intend to continue after the summer session; or

3. Accepted for enrollmc,it as half-time student in the semester folloing
the summer session

4. College Work-Study students are not allowed to work more than forty
(40) hours per week.

Federal guidelines suggest that students working during the summer under
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College Work-Study save 65% to 80% of their net earnings to be applied
toward educational expenses. Expected savings will be taken into con-
sideration in determining your need for the following academic year.

Student Employment Program (912)

The Student Employment Program is a college-funded program and students are
selected for this progrom according to their skills, grade point average, and a
departments chairman's particular needs. Preference is given to students with
financial need but this is not a requirement.

Supervisor's Responsibilities, College Work-Study

1. Set up desired working schedule with student.

2. Define student's duties.

3. Train students properly with duties assigned.

4. Give day-to-day supervision.

5. Complete attendance sheets for students' time to be submitted the close of
each week.

6. Keep schedule of pay periods and days paid available from the Student Finan-
cial Aid Office.

7. Contact Payroll (Ext. 355) direct for any discrepancies in student's time
or amount of check.

8. When student terminates, for any reason, supervisor must notify Student
Financial Aid Office and Placement Office in writing, the date of terminaticn.

9. Evaluate student's work with stud=rt and ccmplte an evaluation form (to
signed by both student and supervisor).

Evaluation must be made at least once during the academic year. If a stu-
dent works one semester or less, an evaluation should be completed. Gener-
ally, the supervisor should evaluate students during the mid-semester and
not wait until the end of a semester. Both supervisor and student partic-
ipate in the evaluation.

Evaluations are to be returned to the Placement Office in a confidential
sealed envelope.

Evaluation forms will be provided to supervisors at the beginning of the
semester.

.v11,
I. a
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Student's Responsibilities - College Work-Study and Student Employment

1. Arrange a working schedule with your supervision. Have a schedule of
classes handy.

2. Once schedule has been established, student must notify supervisor if,
for any reason, student is unable to meet that schedule.

3. Student must be punctual. If student is delayed in class, offer to make
up tire.

4. Assist supervisor in maintaining your time; check hours worked on atten-
dance sheet and sign attendance.

5. Keep your schedule of pay periods and amounts paid for your reference.

6. Adhere to all regulations required for student assistants in your partic-
ular area.

7. Observe dress code set forth in your area.

8. Give adequate notice to supervisor if you plan to terminate.

9. Participate in evaluation of your work with your supervisor. All students
will be evaluated and must sign evaluation form.

Evaluations

The evaluation form is a two party co-operative effort between the super-
visor and student to assess and improve the student's performance.

The evaluation form should be completed 5y both tne student and supervisor
at least once during tne academic year. If a student works one semester or
less, an evaluation should be completed.

Evaluation forms may be obtained from thl Placement Office, Room 221, Ext. 312.

Payroll Information-Work Permits

Work Permits are Necessary for Students Under 18

Students hired in the Student Employment Program are subject to the pro-
visions. These permits are necessary for the following reasons:

..."To make sure that the minors in their employ are of legal
age under the act, employers are urged to obtain an age cer-
tificata for every minor cldimina to be under 18 yed.r5 of
ace before emn:ovina him in any occupation, and for every
minor claiming to he 18 or 19 years of age before employing
him in any of the occLpati,:w, declared hazardous
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Needs Analysis - Historical Overview

Financial aid awards have always been based, to some degree, on the
need of the applicant. Historically, however, financial need frequently
was not a criterion or it was considered secondary. But in 1554, a group
of private eastern colleges, concerned about the use of scholarships as
"bait" in comoeting for students, agreed to award aid on the basis of fi-
nancial need as well as ability. The family's expected contribution was
assessed in a standardized, consistent manner, and the family was expected
to contribute this amount regardless of the institution attended. The col-
leges agreed not to cake awards exceeding the student's "need", and this
agreement led to the development of centralized need analysis.

The appearance of Title II of NDEA further strengthened the impertance of
need analysis since an NDEA 1 required that an applicant demonstrate fi-
nancial need. Then in the mi 1960's, the College Work-Study Program and
the Educational Opportunity Grant Program appeared. These programs were
also based on stringent need requirements and required careful documentation
for each award.

In 1968, and again in 1972, amendments to exi.3.ting federal student finan-
cial aid legislation strengthened the role of student financial aid in the
financing of post secondary education and did so primarily through need based
student aid programs. These developments make the equitable distribution of
funds imperative. Consequently, the theory and technique of need analysis
should be tnoroughly understood by every practicing financial aid admininis-
trator.

A Definition of Need Analysis and Need Analysis Procedures

Need analysis is a technique which is used to arrive at an estimate of a
student applicant's need for financial assistance to help meet his or her ed-
ucational expenses.

Need analysis consists of two major components:

1. arriving at an estimate of the applicant's and/or the family's
apility to contrioute to educatIonal expenses.

2, arriving at an accurate estimate of the educational expenses themselve3.

An assessment of the applicant's and/or the family's ability to contribute
to educational expanses ordinarily involves arriving at a reasonable contribution
derived from current income, assets, and the student's own financial resources,
since these represent the sources of financial strength for a given family. The

need analysis procedure is completed when the family's estimated contribution
from these three sources is t- .btracted from the estimated educational costs.

Once the student's need is determined, students arc ranked in order of need,
and the availnhility of financial aid funds. Awards are usually packaged, mcaning
the Financial Aid Officer uses an assortment of grants, loans and work btuev
amouts to meet the unique financial need or each student. (Soo diagrm A..:lio
Procedure, P. 39)

Ag-11
Li4..
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AWARDING FULL NEED

Award amounts are based on the students demonstrated need and reflect
the percentage of financial aid available to the institution allocated on
the basis of the state formula percentages. For example if the institution
receives less than 100% of tne :ollege based financial aid funds it requested
and needs, then the students award should reflect the same percentage allo-
cation, of the college based program and the balance of the award is met by

the Basic Educational Opportunity Grant allocations.

When Full-Time Enrollment Is Reduced to Part-time Enrollment

If a student has been awarded on the basis of full-time attendance and
the student subsequently drops to less than full-time attendance prior to
registration, then that student's financial award should be reduced reflecting

the reduction in need. The part-time financial aid student budget should be

referred to when this situation arises.

SELF-SUPPORTING STUDENTS

The self-supper-tin-, student financial need situation is a difficult sit-

uation to evaluate. Easically, the financial need of the self-sup,orting stu-

, dent can be based solely on that student's financial strength rather than the

student's parents or total family financial strength.

The basic distinction between an independent/self-supporting student and a

dependent student is a student who is financially dependent upon-tiis parents
and for whom there would presumably be parental contributions.

The problem is that if parental responsibility for contributing to post
secondary education is not available then a greater need may exist and greater
federal aid resources may be needed to close the need gap.

The financial aid eligibility of the self-supporting student must be based

on the federal guidelines for certification of financial independence. (see

_appendix)

The financial aid officer should use his professional judgement in ,ecermin-

ing the type of financial aid the self-supporting student should receive. Gen-

erally, the self-supporting student should be allocated self-help college based

financial aid (loans or college-work study) except where the self-supporting

student is a welfare recipient, a ward of the state, an orphan, or has completed

his financial need analysis application with parental financial d,ta included

and that data indicates the self-supporting student to be of exceptional finan-

cial need.

4 ,
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AWARD PROCEDURE

-------
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Guidelines For The Construction Of Student Budgets

If enough aid were available to meet all the financial aid needs of all
students and administrative time and resources were plentiful, it could be
argued that separate budgets for every student should be constructed and these
budgets would include "any expenses reasonably necessary for the student to
remain in school." However, there are not sufficient aid or administrative
resources to meet or measure everyone's "expenses reasonably necessary to re-
main in school." Furthermore, since many different financial aid programs are
funded from public sources, each financial aid program should be guided by
some common standards or guidelines for what are reasonable expenses.

These conditions make it necessary to identify, classify, and group in-
dividual students on the basis of some common characteristics and student ex-
penditure profiles corprised of the items which traditionally make up the stu-
dent budget (generally tuition and fees, room a,d board,-transportation, books
and supplies, clothing and personal expenses, health care expenses, and other
items which are common to significant groups of students, e.g. child care or
child support payments, etc.)

Student budgets should be developed, constructed and presented to students
in a manner which will reflect the types and amounts of expenditures that st.,-
dents within different budgetary types experience in maintaining a standard of
living which permits the students to live in a dignified fashion consistent with
national and local student expenditure profiles.

1. Student expense budgets should be comprehensive and should make
provision for the costs of tutition, fees, books, supplies, housing
costs, clothing costs, recreation, and other expenses.

2. Student expense budgets should serve as benchmarks in the analysis
of an individual student's financial need, and shk_Ild be adjusted to
reflect unique non-discretionary expenses of students.

3. Student expense budgets should be neither luxurious nor poverty stricken,
but should represent some reasonable minimum-to-moderate standards.

14. Student expense budgets shoulz! reflect prevailing expenditure profiles
of students at the post secondary institution and the nation.

5. The following factors should be considered in budget construction:

A. the student's educational level, if the different levels reflect
real significant differences in expenditure profiles.

B. the student's discipline or field of study, if the differences
are reflected in different costs for books and supplies, or
student fees.
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C. the student's state (county or city) or permanent residence if
different fees are employed on the basis of residence.

D. the student's domicile, e.g., on-campus, with his parents

E. the student's age, if this variable is related to real, signifi-
cant differences in expenditure profiles.

F. the student's marital status and number of dependents.

6. Student expense budgets should be updated for inflation at least annu-
ally.

7. Student expense budgets should be documented through national, state,
or institutional surveys.

There are many national populations from which national standards can'be
derived. These include the expenditure data of individuals who file Student
Financial Statements with the Scholarship Service, United States Department of
Agriculture data on consumption budgets, and the Bureau of Labor Statistics
(BLS) budget standards.

The BLS budget information is the most widely used source of information in
develop'ng need analysis procedures. BLS has published three standards of Hy-

' 1ng for an urban family of four persons, wnich are widely used to determine bud-
get standards for parents of financial aid applicants. This publication provides
a detailed itemization of the lower, intermediate (moderate), and higher budget
standards for a family of four where the father is age 38. From time to lime

these standards are updated for price changes in the individual comparative cost
indexes for Standard Metropolitan Statistical Areas (SMSA) and, therefore, it is

possible to construct budgets that reflect placel.to-place differences in cost of
living.

Applying the BLS equivalency scale values to the 1967 BLS low and moderate
consumption budgets, updated to April 1574 price levels, yields tne following 9
month consumption uudgets for families where the household head is 20 to 25 years
of age:

(Continued on next page)

40
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Table One

BLS Low and Moderate 9-Month Urban U.S. Budget
Standards for Families with House,pold Heads Age 20 to 35

April 1974 Price Levels

Marital Status Low Moderate

Single Individual $1840 $2730

Married - No children 2570 3820

Married - 1 child 3255 4830

Married - 2 children 3780 5615

Married - 3 children 5040 7486

Periodically, BLS publishes indexes of comparative consumption costs for
Standard Metropolitan Statistical Areas. (See "Urban Family Budgets updated to
Autumn 1973? in Monthly Labor Review, August, 1974.) The indexes reflect dif-
ferences among SMSAs in price levels, and can be applied to the urban U. S.

budget standards to estimate the low and moderate budgets for persons in each
SMSA. Table two presents BLS comparative cost indexes and the 9-month low and
moderate standards for standard metropolitan statistical areas.

The BLS budgets are recommended because they have the following advantages
over other national sources of data:

1. Their use is consistent with budgets incorporated into existing need
analv5is proorams for assessinva,-e7tal ability to pay for edu,:a*ion.

2. They are easily updated thcough applicaLithl of the Con.)omer Price ideN
(CPI).

3. It is possible to construct budgets for selected cities (SMSAs) that re-
flect point-to-point differences in prices.

4. The BSL moderate level budgets for families where the household head
is age 20 to 35 do not deviate greatly from student CStiM3LCS of con-
sumption costs.
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For these reasons, the BLS data probably provide the best basis for
determining national and local budget standards for single individuals at
non-resident institutions and married students who do not live in campus
owned or operated apartments. On the other hand, BLS standards may not be
appropriate, however, for students who live with parents and commute to cam-
pus, or students who live in campus-owned or operated housing because amounts
for housing actually paid by the student may deviate substantially from the
amount assumed in the BLS standards. For these reasons, it is probably best
to construct budgets locally for students who live with parents and commute
to school, and for students who reside in housing owned or operated by the
post secondary institution. This is why we use standards which are based on
campus-operated facilities and local standards for students who live with
their parents.

(Some °rinciples and Guidelines for the Construction of Student Expense Budgets
for e Purpose of Student Financial Aid, prepared by the Working Committee on
Need Analysis for the National Task Force on Student Aid Problems, Fall, 1974)

SP
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9-MUN1H EIS IX.' W) wyDINAlL BUUGET 514.:4)AKDS TOR lotR:,ONS ACC 20-35 BY AFIA:

APRIL 1974

II,.SoSingle; M-U-Married, No Children; M-1Marricd-1 Child; M-2-Married-2 Children; M-3Married-3 Chilercn)

Area

Urban U. S.

Metropolitan

Non Metropolitan

South

Atlanta

Austin.

Baltimore

Baton llosse

Dallas

Durham

Ootaton

Nashville

Orlanda

Uashingtun,DC
Md.-VA

Non Metropolitan
Areas

ymet

Bakezcfle1d,c^

Pcnver

LA -Long each

San Dic ;o

San Frencicco

Scettle-Lverc:t

Ecnoluiu

Y,tt:;31',A0a
4re.:3

And ot4v

Low Sta-dards Moderate St:Lndards

Index S m-0 m-2 P1 -3 index S P1 -0 M-1 14 -2

5 5 S 5 5

103 1840 2572 32!5 3780 1040 100 2730 3520 4830 5393 7456

101 1858 2597 3287 3817 5090 102 2764 3396 4926 5497 7635

94 1729 2417 3259 3553 4737 90 2457 3438 4347 4851 6737

96 '1766 2469 3124 3626 4838 94 2566 3590 4540 5066 7036

91 1674 2340 2562 3439 4586 89 2429 3399 4298 4797 6662

101 1858 2597 3237 3817 5090 96 2620 3667 4636 5174 71E5

92 1692 2356 2594 3477 4636 92 2511 3514 4443 4958 6S87

94 1729 2417 3013 3553 4737 93 2538 3552 4491 5012 6361

97 1764 2494 3157 3660 4688 35 2593 3629 4588 51%0 7111

94 1729 2417 3059 3553 4737 92 2511 3514k i443 4956 6557

95 1746 2443 3092 3591 4788 95 2513 3629 4983 5120 7111

98 1603 2520 3139 3104 4919 92 2511 3514 4443 49-8 6817

103 1695 2649 3352 3893 5191 302 2784 3696 4926 54;: ;;;:5

90 1856 2314 2929 3402 4516 66 2347 2°5 4151 /El5

97 I 7Z.4 2494 3157 3666 4886 94 2566 3590 4540 5066 7036

98 1633 2520 3183 3704 4939 96 2620 3667 4636 5174 7186

104 1911 2674 3335 3931 5241 100 2730 3820 4830 53;3 7438

101 1256 259: 3237 31517 5090 96 '1675 3743 4733 5222 7221

107 2035 2301 3547 4120 5453 107 2921 4047 519 5767 (010

1C4 1913 2.74 3385 3931 5241 103 2811 3933 4974 5551 7710

119 211 2801 3373 4498 5997 115 ?119 4393 515: 819:7. t621

91 17F, :.,4 317 31,,,f, 482.1; CO 2457 34J3 4".C.; 4C5L f;:7

143 2(.39 1:7/ 4354 5'.05 77N 129 1571 4917 (27)0 (253 ;:"

hi- BEST COPY AVAILABLE
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9 -MONTH BLS LOW AND MODERATE BUDGET STANDARDS FOR PERSONS ACE 20-35 by AREA:

APRIL 1974

(S- Single; M-0Narrted, o Children; H-1-Karricd-) Child; M-2narrled-2 Children; H-3- Harried -3 Children)

IR

Lrea Index

Urban U. S. 300

Metropolitan 101

Mot Ketro?o1ita1 94

1orthezir

Booton 107

Euffalo 100

Hartford 110

Lancaster 97

Vey York-M3 , 105

4111

Phil.-NJ 99

Pittrl,nrs 96

Portland, HZ 102

Non!letrepo1itan 97

Area:

Forth rentral

CcGar Ezpi4:4 S6

C:.777a1rn-Urbzna105

Ch1-cczo-NU,1nd. 105

Cincinnati-KY-In-195

C1evel:,d 99

Dayton S3

Lz.trolt 1C3

Cr , .r. !..7.7 95

Ir2.'zr.rpo113 112

Ex.:1:4.: C1ty 9)

Talvoukce S3

K1L3ct;olis- 99

L'ic%Ita 95

St. Lou10 99

tc,y-Y. trc;:llitc..1 97

Areas

Lou Standards Moderate Standard:

S m-O K-1 H-2 M-3 Index S H-0 H-1 M-2 H-3

$ $ $ $ $ $ $ $ $ $

1840 2572 3255 3713 5040 100 2730 3/20 4030 5390 74E5

1858 2557 3297 3617 5090 102 2784 3896 4926 5497 7635

1730 2417 3059 3553 4737 90 2457 3438 4347 4851 6737

,

1850 2752 3482 4044 3392 113 3140 4393 5554 6198 8608

1840 2572 3255 3700 5040 104 2839 3972 5023 5605 7705

2024 2629 3560 4158 5544 112 3057 4278 5409 6036 8384

1785 2494 3157 3666 4888 97 2648 3705 5168 5228 7261

1932 2700 3417 3969 5292 113 3064 4316 5457 6090 8459

1822 2546 3222 3742 4989 101 2757 3858 4878 5443 7560

1766 2469 3124 3628 4839 97 2648 3705 4685 5726 7261

1876 2623 3320 3855 5140 102 2784 3896 4926 5497 7635

1784 2494 3157 3666 4668 98 2675 3743 4733 5282 7335

1766 2419 3114 3623 4639 SO 2675 3743 4733 51E2 7330

1932 2700 3417 3969 5292 103 2811 3934 4974 5551 7710

1932 2700 3417 3969 5292 106 2893 4049 5119 5713 7935

1743 2443 3.892 3591 47E3 97 2648 3705 46E5 5228 7261

1822 2546 3222 3742 4989 103 2812 3934 4974 5551 7710

1706 2469 3124 3623 483) 95 2566 3590 4340 5066 7705

18.0 2572 3255 3760 5040 101 2757 3850 4078 5443 7560

1743 2443 3072 3591 4708 96 2520 3517 4535 5174 710:,

ICO 2572 3255 3760 5010 102 27E4 3813 4925 5497 7025

1L:2 2:6 3222 3742 4907 99 2702 3761 47C1 5336 7411

1603 2520 3190 3704 4939 101 2757 3858 4073 5443 2560

1322 25:6 3222 3742 4969 98 2675 3743 4733 5212 7335

1715 1409 3124 352;.$ 4339 95 2593 3529 ori 5110 7;11

1822 2546 3222 3742 4969 99 2702 3781 4781 5336 7411

1784 10/4 3157 3tu6 4683
a)
r-I

4.,
93 2530 3552 4491 5012 061
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Administrative Procedures - For Documentation of Change-in Computed Measured
Need.

The basic estimate of parental "ability" to pay is calculated by , gov-
ernment approved needs analysis service (either ACT or CSS). The Finer :ial

Aid Officer applies this computed parental contribution to the specific in-
stitutional costs. The standard needs analysis estimate is related to the
total financial strength of the family, recognizing that a certain level of
income and assets is necessary to maintain the family.

In some instances, however, this measured "ability" to pay may be higher
than the amount tree parents actually do pay. Therefore, it is sometimes nec-
essary for the financial aid officer to re-evaluate the standard needs analysis
and apply his/her our professional judgement in documenting a change in the
computed expected contribution from the family. The following procedures are
applied in a consistent manner on their specific financial circumstances in
each particualr family situation. The changing a computed family contribution
is done in strict adherance with the United States of America General Account-
ing Office guidelines.

Professional Judgement

Although accurate, objective data are the basis for systematic need analy-
sis, the resulting contribution should be considered as a reliable recommenda-
tion. Complexities in individual family financial circumstances and differ-
ences in attitudes toward education will require that an aid administrator con-
sider adjustments if appropriate for a specific family. In doing this he must
evaluate both the objective and subjective information available to him from all
sources. A system of need analysis must always be a guide for judgement, not a
substitute. A financial aid administrator has a professional responsibility to
equitable judgements about each individual family. (Refer to Chapter 5)

r"
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CITY" of
DALTIM017,1=

MEMO
r

-
-

ca
a Douglas MacDonald

P.

United States
A CT Documentation

General Accounting
Procedures.

Office

DAIL 11-21-74
Staff

Documentation guidelines for student/parents change in the amount
of computed family support that can be realistically expected to be
contributed for educational costs.

1.

Possibly resources for a change in computed family supnort. Any
change in computed support from family must be accompanied by a
letter from the parents/students. The letter should be self-addressed
to the financial aid office.

.1. Geographical differences

2. Cost of living

3. Family circumstances

IIIReduction in income

5. Death or disability of wage earner

6. Loss of job

7. Unanticipated medical or other extraordinary expenses

8. Change in (home equity; non-liquid assets

9. Cannot meet expected family contributions to education

10. Other

bjp

)11
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UNITED STATES GENERAL ACCOUNTING OFFICE

WASHINGTON. U.C. 20543

Mr. Douglas S. MacDonald
Financial Aid Coordinator

Community College of Baltimore
2901 Liberty Heiehts Avenue
Baltimore, Maryland 21215.

Dear Mr. MacDonald:

-er n 1914

We refer to your letter of September 4, 1974, regarding the
documentation needed to support adjestments made by financial aid
administrators in awarding student financial aid. The Office of
Education has not issued specific guidelines on this subject but
we hope the following will be of assistance to you.

In a letter dated August 6, 1973, Congressman James G. O'llara,
Chairman of the Special Subcommittee on Education, House Committee
on Education and Labor and Congressman John Dellenback requested
the Commissioner of Education to clarify the kinds of documentation
considered adequate to support decisioires made by financial aid
administrators. The Commissioner's response stated that a letter
from the student or from a member of his family is sufficient doc-
umentation if the aid administrator notes thereon or on a separate
document that he haF relied upon the information so furnished.
Also, a note written by the aid administrator to record information
furnished him it a telephone communication with a student or family
member is considered adequate documentation provided the aid admin-
istrator also writes a letter of confirmation of the conversation to
the appropriate pa.rty.

As stated in the Comptroller General's August 29, 1973, letter
to Chairman O'Hara, we believe the Commiss'oner'b staTement on docu-
mentation provides useful and definite guidance to all auditors as to
the type a.,1d nature of documentation expected to be maiorained by aid
administrators.

BEST COPY AVAILABLE

.) I .7*.J
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B-164031(1)

We are enclosing the DnEW Audit ency's Audit Guide for theNational Direct Student Loan, College 1:orkStudy, and SupplementalEducational Opportunity Grants programs.

We hope that this information will be of assistance to you.

Enclosure

Sincerely yours,

.. i

/

1 /

,) A-4,,%,(--\-- 1
(

'

i ,

Gregory J. Ahart
Direct8r

4

.-4- 2 - () .",

. 1'
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Financial Aid Processing Cycle

The financial aid processing cycle is an esvential function of the student

financial aid program which involves the following areas:

1) Application for aid

2) Evaluation of demonstrated need by a federally-approved needs analysis

test

3) Packaging -- construction of a financial aid award and/or package to

meet the demonstrated need of a financial aid applicant with the priorities

established to meet the most needy first

4) Notification letter for award, ineligible or rejection

5) Acknowledgement and acceptance of award

6) Notification and authorization to the Business Office for disbursement of

funds

7) Re-evaluation and follow-up as required
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FINANCIAL AID CALENDAR

Registration for sprig semester
Spring semester awards finalized
Student evaluation of F.A.O.
LEEP Fiscal Operations Report
*In-Service Training
*Students start applying for Financial Aid September

*Dissemination of Financial Aid Information
*Transfer articulation Financial Aid

*In-Service Training Staff/Faculty

*Begin recruitient

FEBRUARY Documentation Review
LEAAB 10 Forms
CONTINUE*
Nursing Application

MARCH

a

Accounting Office - Exit Interview
Renewal application to applicants
AAJC meeting

*CONTINUE

APRIL Determine aid available - summer

LEEP Applications
MAJC Meeting
DC-MD-DEL SFAA Meetirg
Review student evaluation of Financial Aid
Rolling Registration
Analyze Federal Guidclines/Policy changes

MY Receive notice anticipated monies allocated
Rolling RegiAraticr.
Deadline Financial Aid applications

EASFAA Meeting
Begin scholarship selection/analysis
Begin making awards/sending acceptance letters
Finalize statistics for current year annual report

*Emphasis on docJmentation/need analysis/Lounseling

JUNE *CONMUE
Registration
Commencement
Annual Report
Transmittal of LEEP Applications and Notes

tir 10

10 $.4
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FINANCIAL AID CALENDAR

JULY *CONTINUE
Receive final allocation of Federal Funds
LEEP Fiscal Operations Report
Nursing Fiscal Operations Report

AUGUST Registration
Fiscal Operations Report
Review Evaluate Forms to be used
Printing of new forms
In-Service Orientation/Training

-Meeting with Accounting Department
Meeting with Continuing Education - LEEP

SEPTEMBER Report Status on Guaranteed Loans
LEAAB 10 Forms
Report to Scholarship donors
*Students awarded F.A.O. counseling, adjustments
In-Service Training

OCTOBER *CONTINUE
Application for federal funds - O.E.
Publicity - P.R.
Wbrkshops - Federal Regional

*State Scholarship Board Applications

NOVEMBER Run article transfer counseling
Letters to students with deficiencies
Initial renort on financial aid - Board of Trustees
Roiling Registration
Students awards adjusted for spring
State Scholarship Board applications Distribution

DECEMBER Nursing Report
Deadline State Scholarship Board
Deadline 2nd semester applications
Transfer Counseling
Registration

NOTE: For all federal reports, it is essential for F.A.)., Accounting and
institLtional Research to cooperate in compiling of report data.

The Calendar is subject to change.
For information, see F.A.O.
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AUDITING

Aid administrator's judgment

The needs analysis attempts to be sensitive to the empirical evidence of
the family capability in financing post secondary education, as presented on
the Financial Statem,2nt. There are times when the strict application of the
ACT or CSS principles and philosophy to this information will be inappropriate.
The following must be remembered

1. The need analysis systems provide a measurement of family financial
strength in relation of anticipated educational expenses. It does
not consider academic ability and potential, character, or other
criteria that an institution may employ in selecting financial aid
recipients.

2. The systems provide a measurement of a family's ability to pay. Like
any system designed to process a large number of different cases, it
must follow a standard set of procedures. These standard procedures
may not be completely applicable to the particular circumstances re-
flected by any individual student and his family.

3. The systems measure the amount of financial support that the parents
can contribute toward post secondary education at the time the finan-
cial statement is submitted. This amount should be reviewed period-
ically to reflect changes that may occur in particular circumstances.

The systems treat most cases equitably, but the judgment o the financial
aid administrator is indispensable. This judgment reflects experience in deal-
ing with families of all types and their individual problems, as well as the
individual and specific information that may exist. The financial aid admin-
istrator must always be the final authority in any system of need analysis.

(CSS Needs Analysis: Theory and Computation Procedures, 1974-75 College En-
trance Examination Board, p. 2)

*Refer to Audit Manual in Financial Aid Office

Specific audit requi,'ements, guidelines, and procedures are written in a
separate audit manual located in the Financial Aid Office.
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EXERCISING JUDGMENT AND MAKING EXCEPTIONS

It should be noted that federal -manuals, including those gove(ning the
administration of financial aid programs prior to July 1, 1972, as well as
those that may be promulgated some time in the future, are replete with ref-
erences to the use of "judgment" and "discretion." One such example is the

following quotation from Section 401 of the 1968 edition of the College Work-

Study Program Manual: "although there are certain standards to be considered
in calculating a student's need, the financial officer must, o.- necessity, use
his own judgment in applying these standards to specific cases" (italics added).
Another example is a statement contained in Section 403 B of the same manual:
"In calculating the student's own resources, the financial aid officer should
be aware that the resources available to a married or independent student may
be different from those available to a single student living at home. Again,

in such instances, the financial aid officer must exercise considerable dis-
cretion" (italics added.)

Note that in both of the illustrations the key word is "must" rather than
"may" or "should" clearly, there is an implication that failure to exercise dis-
cretion and judgment is tantamount to shirking responsibilities. During the

course of their field investigations, however, the Special Subcommittee staff

concluded that further assurances were needed in order to remove these "discern-

ible psychic scars" resulting from past audits. Immediately upon receipt of the

staff report, the Special Subcommittee initiated a series of actions designed to

eliminate the problems. During August 1973 Chairman O'Hara and Ranking hinority
Member John Dellenback wrote to Commissioner of Education, John Ottina and Elmer
Staats; received from both of these officials administrative guidance as well as

assurances of support in exceptions taken in the future by auditors from the De-

partment of Health, Education, and Welfare (HEW) and the General Accounting Of-

fice; and transmitted copies of the documents to student financicl aid adminis-

trators through-out the country. In essence, the exchange of letters produced

the following:

1. Congressional assurance that the Education Amendments of 1972 (P. L.
92-318) "give both the educational institution and the lending institu-
tion substantial flexibility in tne size of the (Guaranteed Loan) recom-

mendation. .

2. Assurance from Commissioner Ottina that the "judgment of the financial
aid officer is indispensable in determining the amount of financial sup-
port that can be contributed for a specific individual."

3. Clarification from Commissioner Ottina witn respect to acceptable methods

for documenting exceptions.

4. Assurance from both the Commissioner and the Comptroller General of sup-

port for iw,titutions in future audit exceptions where "the financial aid

officer has exercil,cd his professioncll judgment and provide.d reasonable
documentation (in adjusting) th- cmlount of the family contribution."

Summer G--...11%,e is associAte dean, ',tud2nt .f.lair:-,, and coordinItor of financial

aids for the California State University and Colleges. Previously he served as

$
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an education and research specialist, Division of Student Financial Aid, in
the U. S. Office of Education in Washington and later as field representative,
Division of Student Fi-uncial Aid, in Region IX. He is chairman of the CSS
Committee on Membership and is a member ofdhumerous committees of the Califor-
nia and Western Associations of Student Financial Aid Administrators and the.
California State Scholarship and Loan Commission.

(Financial Aid Report College Entrance Exam 1974.)

A
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A RECO ) KEEPING

A C C O U N T A B I T Y

FISCAL CONTROL

PUPOSIS OF RECORDS

I. INFORMATION

2. DOCUMENTATION

3. JUSTIFICATION

4. CONTROL

5. ACTION TAKEN

6. BASIS rJR ACTION TAKEN

7. BASIS FOR REFERRAL

8. BASIS FOk FUTURE ACTION TO BE TAKEN

AUDIT

P.REPARATION!
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CONTROL

KINDS OF RECORDS FOR A STUDENT

I. NEEDS ANALYSIS

2. CWS WORKSHEET

3. INSTITUTIONAL APPLICATION

4. FINANCIAL DOCUMENTS

A. INDEPENDENT OATH

B. EDUCATIONAL AFFIDAVIT

C. AWARD SHEET

D. ACCEPTANCE/DECLINE

E. PROMISSORY NOTES WACHOVIA LOAN
PERSONAL /CONFIDENTIAL SHEET

F. OTHER RECORDS AS NECESSARY

5, RECORD CF ALL INTERVIEWS

RELATED CORRESPONDENCE

1014,
1 A.

1
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CODE OF ETHICS

0'4,-1
1 No



65

Code of Ethics

This Code of Ethics was adopted by the ftecutive Board for the Association

on December 6, 1973. The Code is considered to be a statement of the ethical
standards that each member of the Association shall strive toward the perfor-

mance of his duties as a Financial Aid Officer.

In this respect the Del-DC-Md Financial Aid Administrator shall:

1. Encourage coordination among institutions, schools, federal,, state, com-
munity, and other agencies to motivate all students capable of continuing

beyond nigh school to consider post secondary education regardless of their

financial circumstances.

2. Provide information in terms of resources available to assist students and

parents in student financial planning.

3. Publish widely information regarding financial aid policies, full cost of

attendance, application procedures, eligibility criteria, and financial as-

sistance.

4. Clearly state all conditions under which financial assistance awarded.

5. Attempt to verify all information presented to the institution for consid-

eration for financial aid.

6. Provide students not offered financial aid with the specific reason/s for

denial and, to the extent possible, assist the student in finding alterna-

tive sources of aid.

7. Encourage the total student financial aid personnel staff to participate in

training programs toward professional development activities.

8. Use discretion and refrain from and discourage others from making any pub-

lic announcement of trJe amount or type of financial aid awarded to a student

in order to protect the ,onfidentiality of tke economic circLm:L(=lces of the

student and his family.

9. Not use student financial assistance to the private advantage of the insti-

tutuion itself or any of its employees.

10. Inform the chief executive officer of the institution of any attempts to mis-

use, misinterpret, or misrepresent the student financial aid program by any

one associated with the institution.
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11. Exhibit the highest possible level of professionalism not within his

office, but in his relationships with those persons and agencies with

whom he has contact outside the office.

12. Coordinate ALL student financial assistance awarded to students at the

institution.

13. Maintain the financial aid office as a student oriented service.

14. Be advised by a student financial aid committee composed of students,

faculty, and administrators and staff.

1,. Service in a nondiscriminatory manner, financial aid applicants who are

found to qualify and to be eligible to receive assistance.

16. Endeavor to award all aid on the basis of documented financial need with

priority going to students who are in good academic standing.

17. Recognize the primary responsibility for financing post secondary education

as resting upon the student and his family. Financial assistance from col-

leges and other sources shall be considered only as supplementary to the

efforts of the family.

18. Review on an annual basis applications for renewal and establish the amount

of aid with full consideration to the student's current actual need.

19. When preparing funding requests, estimate needs honestly and realistically

based on enrollment and financial needs of the student body.

20. Keep in confidence information that has been obtained in the course of pro-

fessional service.

21. Contribute and support continued research in student financial aid realizing

that research is valuable in pointing the direction for the establishment of

and changes to the existing policies and programs.

AU

-r
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