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DISCRIMINATION. PROHIBITED N person _in
the United States shall. on the izround of race, color or
national origin, be excluded from participation in, he
cie...nied the benefits of, or he subjec(ed to discrimina-,
tiun under any proupin or activity receiving Federal
financial assistance. or he so treated on the basis of sex
under most education programs or activities receiving
.Federal assistance.
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Chapter 1

IntrOduction

I. PurPose-ofthe Hapdbook

This hindboOli is intended priMarily to help
Po' stsecondary institutions administIr the six Federal
student finahcial aid programs.. Basic educational Op-
portunity Grants (BEOG), Supplemenial Educational
Opportunity- Grants (SE001,71dollege IWork-Study
(CWS), National Direct Stitaent Loins (NDSL),
Guaranteed 'Student Loans (QSL); and State Student/
Incentive Grants (SSIG). It may also be used as g
reference., document by other persons and organiza-
tions working to exiiand- postsecondary edu.cat' 'nal
opportunities for studenii.

The handbook should' be used As an adjunct t the
requirements provided in the authoriiMg statutes and
the applicable program reitilations. (A list of all cur-
rent program regulations appears in Apr, mdix A). The-,
statutes and the regulations are the definitive and
authoritative statement of an institution's respon-4
sibilities in administering ihese'programs. Any regulal
tions which beconie effective after the publication date
will supersede the handbook when there is a conflict-
ing statement. The handbook is intended to illustrate
and' ex_plain 'the regulatory' requirements in order to
help the institutional aid administrators implement
them. We hope that you will find it a useful reference
that will improve your administration of the programs.

II, Scope of Programs

The Office of Ed'ucatiOn Administers the six major
student financial aid' programs which are authorized'
under. Title IV of the, Higher Education Act of 1965
and its amendments: the Basic Educational Oppor-
tunity Grant (B 2,0G), Supplemental Educational Op-
portunity Grant (SEOG), College Work-Study (CWS),
National Direct Student Loan (NDSL), State Student
Incenfwe Grant (SSIG), and Guaranteed Student
Loan/(6SL), programs. During the 1978-79 award
period these programs will assist an estimated 3
million students at more than-9,000 participating in-
titutions of postsecondary,education. The total com-

pensation* to students, including State or institutional
matching shares and NDSL collections, will' be about
$4.2 billion. A chart of the estimated program activity
in 4 978-79 follows:

Program
Estimated Number Estimated Total
qfketaents Compensation

Basic Educational .

Opportunity Grant
2,398,000, $2,140,000,000

State 4tudent 255,000 563,750.000
Incentive Grant

Supplemental Educational 464,000 S270,000,000
Opportunity Grant .

College Work-Study 796,000 $435,000,000

National pirect 853,000 $310,500,000*
Student'Loan

Guaranteed Student Loan 984,6C0 $1,648,000,000

Federal Capital Contribution

III. BSFA Organization

In his March 8, 1977 announcement of HE' W's
reorganization, Secretary Joseph Califano established
the new Bureau of Student Fmancial Assistance (BSFA).
This reorganization established two new bureaus: The
Bureau of Student Financial Assistance (BSFA) and
the Bureau of Higher and Continuing Education
(BHCE). The Bureau of Postsecondary Education`was
abolisbtd.

Under the reorganization, the,three campus-based
programs (Supplemental Education Opportunity
Grant [SEOG], National Direct Stud,ent Loan
[NDSL], and the College Work-Study [CWS]), the
Basib Educational Qpportunity Grant 1 BEOG]
pro am, and the State Student Incentive Grant
[ SG] program were transferred from the old Bureau
of Postsecondary Education to BSFA.

The Guaranteed Student Loan Program (GSL), for-
merly under the Offer of Management, was also made
a part of the new Bureau.

A new program of insured loans for students in the
medical professions, Health Education Assicanc:.
Loans (HEAL),- has. been added' to BSFA. this
Program was established under the Health Professions'
Education Assistance Act. of 1976:

Under the new organizational structure, there are
seven divisions .organized by function rather than by
program, although the Division of Policy and Program
Development and The Division of Program Pperations.
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have branches relating to specific programs ad-
ministered by the Burau. In addition to the seven
divisions, there are taree executive assistants, an
Office of Regional Liar.on, the Executive Staff, and
the ten regional offices. The seven divisions and their
functions are listed below:

Division of Policy and Program Development is
responsible for planning short- and long-term issues,
coordinating and planning legislative initiatives,'and
directing 'the development of funding requirements.
7 his division directs the development of program
policy.

Division of Certification and' Program Review
develops and disseminates standards for institu-
tional certification and operating procedures for in-
ternal program reviews. This division resolves audit
exceptions and initiates the use of limit, suspend,
and terminate actions: It also develo'ps procedures
and monitors, activity related to the validation of stu-
dent-reported data and provides direction to the
regional offices on certification and program review
activities"

Division of Program Operations- processes institu=
tional fundlrequests, issues award documents and
authorizations to institutions, reconciles fund ex-
penditures and, under, the GSI , pays interesfbillingr,
and insurance premiums, pays death and disability
claims and teacher; cancellations, and provides
regional office direction on program operation ac-
tivities.

Division of Quality Assurance prepares reports for
management and planning purposes. This division
determines the impact of Bureau programs by

analyzing statistical trends and 'program charac-
teristics and, based on these analyses, recommends
appropriate ,changes in policy or operating pro-
cedures. It also determines the types of studies, tests,
and-other measurements to assess the effectiveness
of BSFA programs.

Division of Systems Design -and Development
designs and develops automated systems for
BSFA programs and directs systems implementa-
tion' aad monitors systems'contracts.

Division of Training and Dissemination determines
and provides training for, institutional financial aid
staffg and Federal regional and central office staffs.
This division also develops, and disseminates
programmaterials such as brochures and program
manuals, and provides direction to the regional
office staff on training and dissemination efforts.

Division of Compliance develops standards and
procedures for and conducts compliance and in-
vestigat;ve reviews with field staff. It is the Bureau's
link with NEW's Inspector General and the Depart-
ment of Justice. It also provides direction to the
regional offices on compliance and investigative

.tiers.'

The Bureau's regional offices are responsible for all
field activities within the respective region including
institution progiam reviews, certification and com-
pliance, examination of loan claims and collections,
review of institutional funding requests, operation of
regional data systems, and dissemination of informa-
tion to institutions, students, and the general public.
The Regional Administrator reports directly to the
Deputy Commissioner for BSFA.

V
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Chapter 2

AO General Provisions

The eligibility requirements for the five U.S. Office
of Education programs (BEOG, SEOG, NDSL, CWS,
and,GSL) are essentially.the same: A student must be a
U.S. Citizen or permanent resident, enrolled at least
hafftim : in an eligible program at an eligible institu-
Lion, Requirements unique to each program will be
found in the appropriate chapter.

1. Citizenship

Since these programs are considered domestic, assis--
tance programs, they are available only to citizens,-na-
tionals or permanent residents of the United States,
citizens of the Northern Mariana Islands, permanent
residents oftheTrust Territory of the Pacific Islands,'
or those wr.o are in this country for other than a tem-
porary purpose. Students who are in this country,on'Fl
or. F2 student visas are, by definition, in tltis.country
for a temporary purpose, and therefore are not eligi-
ble. The definitions of other "than a temporary yur-
pose" are given below.

Non-citizens with permanent resident Status in the
U.S. will hold either form 1-151 or form 1-531, which
are "A'Ami Registration Receipt Cards." These stu-
dents re eligible.

According to the Immigration and Naturalization
Service, (INS) an alien who wishes to apply for perma-
nent resident status must meet one of four require-
ments:

1) He or she must be married to a citizen.
2) He or she must be married to a lawful permanent

resident.
?) He or she must be a close relative of a citizen or

permanent resident.
4) He or she Must have a definite job offer.

Approximately three months after a non-immigrant
applies for permanent resident .status, an approval
notice is sent from the Immigration and Naturalization
Service stating whether or not he or she has been fund
to meet one of the four requirements. Non-immigrants
are considered to be in the U.S. forrmore than a tem-
porary purpose a-.1d intending to become a permanent
resident only if(they can furnish an approval notice
statinkthat they theet one of the above four conditions.

proval 'notice to apply for permaneni\ esidence. Be-
. Either the I-171 or the 1-464A is an ppropriate ap-

9

cause of new INS procedures, the I-171 or I-464A may
not be provided. In these cases, the,applicant should
have INS endorse his or her 1-94 (Arrival-Departure
Form), indicating -reinPloyment authorized" and "ad-
justment applicanr This endorsement fulfills the
same requirement as an approval notice.

Refrgees or inimigrants who are admitted to the
United States forhumanitarian reasons-are eligible for
Federal studeritfinancial aid. In these cases, the appli-
cant's 1-94 must be endorsed "Conditional Entrant
-Status".or "Indefinite Parole." Southeast Asian refugees
who were admitted to the United States since 1975 are
eligible. In addition, applicants who have been granted
asylum and have been riven voluntary departure for a
period of one year ate eligible.

Half-Time Status

For students at schools with standard academic
terms, the minimum Federal requirement for half-time
status is 6 credit hours per semesterr quarter,

For otudents at schools which measure progress in
terms of clock hours, the minimum Federal require-
ment is 12 clock hours per neek,

it should be noted, ho e'er, that according to
regulations, the half-time determination is based pri-
marily upon the number of hours the school requires,
as long as the Federal minimum is met.

Thus, if a school requites at-least 18 clock hours per
week for half-time status, a student attending only. 12
hours per week would not be considered half-time at
that school.

It should also be noted that correspondence students
can only be considered as half-time, and to qualify as
half-time their course work must require a minimum of
1'2 hours per week.

III. , Eligible InstitutiOns

The general requirements for institutional eligibility.
Are the same for all. Office of Education financial aid
programs. The institution must be legally authorized
within a State or jurisdiction to provide a program
beyond secondary school. For purposes of participa-
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tion in the Basic Grant. campus based, and Guaran-
teed Student Loan programs, the eligible jurisdictions
are the 50 States, the District of Columbia, Guam,
Puerto Rice. the U.S. Virgin Islands, American
Samoa, the Trust Territory of the Pacific Islands and the
Northern Mariana Islands (as - used in this
handbook', the term "State,' includes all jurisdictions
unless otherwise indicated). Foreign schools that are

'comparable to U.S. schools can be eligible only for
,GSL. and only with respect to U.S. Nationals.

A. Public and no,: -profit private schools must either
be accredited by a recognized accrediting organiza-
tion, determined by the Commissioner as attempting
to meet accreditation standards, or be aole to pro-
vide letters from three accredited, institutions stating
they will accept credits from the applicant school.
B. Proprietary:schools must be accredited by a'na-
tionally recogiltized accrediting agents, and must
have been in existence for at least two years.

. .

In addition to these general and specific require-
ments, there are several other conditions which must be
Met before a student can receive funds from any
Federal student financial aid program. All students
who received Federal financial aid must have on file
an affidavit of educational purpose, must be making
satisfactory progress in an eligible course of study. and
must not be in default on an NDSL or GSL or owe a
refund on Title IV grants at the institution \which they
attend. Each of these-requirements-is described below.

IV. ,Student Affidav!t

Every student who receives funds through file or
more of the five Federal student aid programs must file
An affidavit stating that all fUnds received through
these programs will be used solelyor educational or
educationally related purposes. The affidavit also
affirms that the student does.not owe a repayment on a
Basic Grant, a Supplemental Grant, or a State Stu-
dent Incentive Grant received at the school he/she is at-,
tending, and that he/she is not in default on a National
Direct Student Loan or a Guaranteed Student Loan
received for study at the school he/she is attending.

Finally, the affidavit states that the student is aware
that to continue receiving assistance he/she must main,
tain satisfactory progreis. Complete information on
filing the official student affidavit is contained on the
form itself, a facsimile of which can be found in Ap-
pendix B-II of this handbook.

V. Satisfactory Progress

Section 132 of the Education Amendments of 1976
states that a student shall,be entitled to receive Federal
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student assistance only if "that student is maintaining
satisfactory progress in the course-of study he is pursu-
Mg, according to the standards and practices of the in-

Because each school has its own philosophy regard-
ing evaluation and continuation of students: the Office
of Education does not dictate precise standards for
"satisfactory progress." However, the statute requires
that the institution have some standards. An institution
lacking any standards would be precluded from mak-
ing any payments to students under Title IV programs
since it would have no means of measurement for
Making the determination required by the statute.

Each institution must therefore establish standards
for academIc progress. Standards and practices regard-
ing satisfactory academic progress must be in writing

' and must be applied consistently to al, Federal finan-
cial aid recipients. These aid recipients must be made
aware of the policy.

VI. Student Defaults and Student-
Owed Refunds

Payment of Title IV funds (BEOG, SEOG, NDSL,
CWS, GSL, SSIG) may not be made to a student
who has defaulted on a GSL or NDSI.2at his or her
school, unless he/she has made satisfactory repayment
areangements. If the student has defaulted on a GSL or
NDSL ai a different school, he/she would remain eligible
at the current school.

If a student has received a Basic Grant overaward, he
or she would mt be eligible to receive further Title IV
fund's until the overaward' is repaid in full unless the
overaward, can be eliminated by adjusting subsequent
Basic Grant payments within the award period. If an
overaward was due to institutional error, the student may
continue to receive payments if he/she agrees in writing
to repay the overaward.

If an SEOG overAid is made, the student can .

receive further payments if the overaward can be elimi-.
nated by adjusting subsequent 'financial aid payments
(other than Basic Grants) within the award period.

VII. Student Information
Requirements

The law now authorizes an administrative cost
allowance for all of the five Federal financial aid
programs. However; funds for this allowance for par-
ticipation in the BEOG and GSL programs'will not be
available unless they are appropriated by Congress.



Provisions of the Education Amendments of 1976 re-
quire that each postsecondary institution which
receives an administrative cost allowance because of
participaticn in any of the five Federal financial aid
programs must make the following student aid informa-
tion available to any enrolled or prospective-student who
requests such information:

1) what student financial aid programs- are.-availa
ble through the institution;

2) how student aid is distributed among students at .

that institution;
3) how to apply for the student assistance

programs and what standards are used to deter-
mine eligibility;

4) the criteria used at the institutiOn to 'determine
whether a student' is maintaining satisfactory
academic progress and the procedures by which
a student who has failed to maintain such
progress may re-establish eligibility for Federal
student financial-aid;

5) the rights and responsibilities of studt.its receiv-
ing fina' ,ial assistance;

6) the r...,ans by which financial aid will be dis-
bursed and the .frequency of disbursments;

7) terms of and schedules for repayment of stu-,
dent loans;

8) the terms and conditions of any employment
which is part of the financial aid package;

9) the cost of atOding the institution;
10) the refund policy of the institution;
11) the academic programs available at the institu-

tion and, the faculty and facilities available for
those programs;

12) data regarding retention of students at the in-
. stitution;

..13) the number or percentage of students complzt-
.. ing each program if such data,is available; and

14) where and from whom information on student
assistance at the institution may be obtained.

The law also requires that someone be available at
,the school on a full-time basis to assist students in ob-

- staining information on financial aid. This may be one
full-time employee-ar_several people assigned so that
one of them is always available to students. Existing
personnel may satisfy this requirement which may be
waived if the school can show that there is insufficient de-
mand to warrant a full-time employee.

Any administrative allowance from a Title IV program
which is received by the institution must be used first to
carry out these student information requirements. Any
remaining fund,' must be used for other costs of ad-
ministering the Title IV programs.

VIII. Disclosure of Student
Information to Federal'Officials

The purpose of the General Education Provisions
Act of 1974, as amended by the Family Educational
Rights,and Privacy Act of 1974 (the "Buckley Amen&
ment "), is to provide privacy safeguards to students and
families by setting up guidelines for the disclosure of
education records and personally identifiable infor-"
mation.

On June 17, 1976, the Department o Health.
Education and Welfare issued.regulations inplernent-
ing the provisions of this Act. Althoug:i aid office's
and other school officials should be familiar with
narts of these important regulations, two sections are
especially important to the conduct oft business be-
tween schools and the Bureau of Student Financial
Assistance.

Paragraph 99:31 specifies that no written consent is
requited from a student or parent for the disclosure of
information to a. party which is the source of or ad-
ministers the financial aid for which a student has ap-
plied or has received.

Paragraph 99.35 covers the disclosure of student in-
formation to Federal and State officials for Federal
program purpose, and states That nothing in the
;General Education Provisiohs Act itself or in its imple-,
menting regulations "shall preclude authorized repre-
sentatives of officials listed in paragraph 99.31 (a)(-3)
[among the listed officials are the Secretary of Health,
Education and Welfare, the Commissidner of Educa-
tion and the Assistant St cretary for. Education') from
having access to student and other records which may
be necessary in connection with the audit and evalua-.
tion of Federally supported education programs;or in
compliance with the Federal legal requirements which
relate to these programs."

The next paragraph goes on to say that the Federal
official who collects the information is responsible for
safeguarding its privacy and is reeiSonsible for destrojr.-
ing personally identifiable data when it is no longer
needed.

Ori occasion, financial aid officers and other school
officials conscious of 'their responsibilities for
safeguarding student information have been reluctant
to provide USOE progam officials with personally
identifiable information' on a student or students, on
the as "sumption thatederal regulations did not permit
them to release that information.

However, the sections quoted above make it clear
that supplying such information is permissible, and
that responsibility for safeguarding the privacy. of the
information then passes to the requesting official.
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IX.' Certifiction Process

The Education Amendments of 1976 substantially
changed the authority for granting institutions participat-
ing in the Basic EducatIon Opportunity. Grant
(BEOG), College' Work-Study (CWS), Supplemental
Educational Opportunity Grant (SEOG), and National
Direct Student Loan (NDSL) programs. Inthe past,
administrative and fiscal standards relating to initial
participatiOn have been prescribed only for institutions
participating in the Guaranteed Student Loan (GSI. '
program. Eligibility to participate in the
programs came automatically from the basic eligf
det,erminations by the Office of Education's Divisic.,
Eligibility and Agency Evaluation (DEAE).

Under the new certification process, the granting /of
basic eligibility by DEAE will permit an institutiOn to
apply_for: participation under a Title IV.prograni ad-
niinistered by. the Bureau of Student Financial' Assis-
tance (BSFA). Institutions wishing tparticipate in -the
GSL prograrn submit data relevant 40 their fi-
nancial stability and administrative capability to
BS FA's Institutional and Lender Certification Branch,
ROB-3, 400 Maryland. Avenue, S.W., Washington,
D.C. 20202, for analysis and approval. This procedure
will apply to existing participants as ttrell as new in-
stitutions.

In each of the next three years, approximately one-
third of the participating schools will be requested to
submit financial statements and other data relevant to
a determination about their fiscal and administrative
capability to administer Title IV student assistance
programs. Upon certification, an vistitution will be
issued a new Agreement. The certificaiinn will be re-
peated every three years for each participating institu-
tion, The certification review of currently participating
institutions will begin in the fall of 1978.

X. New Combined Terms
of Agreement

- -
The Bureau of Stud nt Financial Assistance (BSFA)

ilhas sent a new Combi ed Terms of Agreement to each
institution participati g in the Basic Educational Op-
portunity Grant (BEOG), Supplemental Educational
`Opportunity Grant (SEOG), Guaranteed Student
Loan (GSL), National Direct Student Loan (NDSL),
and College Work-Study (CWS) programs. The new
Agreement ,replaces, the individual program agree-
vents Which are now required and will be effective un-
til the institution (I) is recertified, (2) undergoe3Na
change of control or (3) until the Commissioner or the
institution terminates the Agreement under a program

'regulation or under the Limitation, Suspcnsion, or
Termination regulations.

The new Combined Terms of Agreement is designed
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to fulfill the following objectives:
Limit the content of the Agreement to those items
either required by statute or essential in an agree-
ment between the Commissioner and a participating
institution.

. Combine as many items as possible under common
headings applicable to all programs.,,

. Limit the length of the Agreement, where feasible, by
general references to regulations rather than includ-
; OP lengthy statements of program requirements.

strative burden on institutions and
Education (OE) by simplifying the

cess for those institutions particip:1
,nan one BSFA program.

s une I, 1978, the Institution and Lender
titication Branch will be responsible for all general
agreements for participation in programs administered
by BSFA.

Institutions wishing to continue participation in the
programs covered by the Agreement will be requested
to `return signed- copies of tne new Agreiment to the
Bureau. of Student Financial Assistance, Division of
Certification and Prpgram Review, Institution and
Lender Certification Branch, R0)3-3, 400 Maryland
Avenue, S.W., Washington, D.C. 20202.

The Agreements become effective when received
and signed by the Chief of the Institution and Lender
Certification Branch. Any school which did not receive
a new Agreement on or before June 15, 1978 should
contact that Branch.

Appendix B-I contains a facsimile of the new Terms
of Agreement.

XI. Limitation, Suspension or
Termination (LST) Proceedings

Institutions are responsible for administering
Federal student aid programs in accordance with the
law and applicable regulations. Those institutions
which fail to comply with the lawor regulations may be
subject to limitation, suspension, or termination of
eligibility (LST). The basis for an LST action is a
failure to comply with any provision of Title IV of the
Higher Education Act of 1965, or any regulations,
special arrangements, agreements, or limitations
prescribed under that title.

It is the desire of the Office of Education to reso ve
questions of an institution's compliance with the law by
informal means whenever possible. The LST p o-
cedures are therefor' intended to reinforce, not to
replace, informal efforts to obtain conipliance. en
there is reason to believe that an institution is in vi la-
tion of the law, the Office'of Education will first b ing
the matter to the attention of the institution. The in-
stitution will in given an opportunity to respond to the
complaint or to prevent its recurrence. It should be



noted that the Commissioner may begin LST pro-
cedures during this "informal compliance period" if
he/she. believes it is necessary.

A formal LST procedure begins when a notice Of in-
tent to limit, suspend, or terminate is sent to the in-
stitution by certified mail. The institution is given a
certain amount of time to respond, usually fifteen
days. If there is no response, a second notice is sent by
certified mail. This notice 'is final and there are no
further administrative appeals possible. If the institu-
tiop does respond, it must either submit additional
material, ask for a meeting, or ask for a hearing. After
the evidence, presented is considered, the final riccision
will be mailed promptly.

Limitation of an institution's eligibility
the U.S. Office of Education has set special
which the institution must meet in order to be eligible
for any or all Title IV programs. The limitation cannot
be removed for at least one syear. After a year has
elapsed, the institution may request in writing the

-removal-of lim itation.-The-request Must-also show that --
the violations on which the limitation was based have
been corrected. The Commissioner of Education must,
within 60 days, either grant the request, deny it, or.
grant it subject to other limitations.

Suspension is the removal of an institution's
eligibility for any or all Title-IV programs for a period
of time which may not exceed 60 days unless a formal
limitation or termination proceeding is begun, or
unless the institution and the Office of Education agree
to an extension. Suspension actions are used only to
induce an institution to correct a program violation
within a short period of time.

Termination is the unqualified removal of an in-
stitution's eligibility for any or all Title IV programs.
The termination cannot be removed for at least 18
months. After 18.months have elapsed, the institution
may apply for reinstatement in essentially the same
manner as described above for removal of limitation.

As part of any LST action, the Office of Education
may require an institution to remedy a violation. The
corrective action may involve payment of funds to OE
or other recipients, for example, or making refunds to
students under Title IV regulations.

Emergency Action is an immediate suspension of
eligibility' for any or all Title IV programs. The suspen-
sion may not last more than 30 days, unless a formal
LST procedure is started. If the formal procedure is
started, the emergency action may then be extended
until the effective date of the LST action. If an LST ac-
tion is begun,, the institution may request an oppor-
tunity to show that the emergency action is unwar-
ranted,

The due process requirements for an emergency ac-
tion are minimal in order to allow OE to move quickly
in order to protect itself from the imminent risk of
substantial loss of Federal funds. The designated OE
official begins the emergency action by notifying the
offending institution by certified mail of the action

and the basis on which it is taken. The suspension be-,
comes effective on the date the institution receives the
notice. The OE official who authorizes the emergency
action must:

1) Receive information which he/she believes to be re-
liable. It must show that an institution is in viola-
tion of applicable laws, regulations, special ar-
rangements, agreements, or limitations. This in-
formation should be documented.

2) Determine that such action is necessary to pre-
vent the likelihood of substantial loss of funds to
the Federal government or to the students at the
institution.

hat the likelihood of loss outweighs
lance of following the normal LST pro-

_Standards for I.rstitutio.nal
Audits, Records, Financial
Responsibility, Administrative .

Capability, Regunds to Students,
and Misrepresentation

Section 497A of the Higher Education Act of 1965,
as amended by Section 133 of the Education Amend-
ments of 1976, authorizes the Commissioner of
Education to prescribe such regulations as may be
necessary to provide for:

A. A fiscal audit of an eligible institution with
regard to any funds obtained by it under Title IV
programs or obtained from a student who has a loan
guaranteed or insured under Title IV.
B. the establishment of reasonable standards of fi-
nancial responsibility and apPropriate institutional
capability for the proper administration of Title IV
student financial aid programs.
C. The establishment of policies and procedures by
eligible institutions under the Guaranteed Student
Loan program for notifying the lender of the last
known address of the borrower no later than 60 days
after he/she has terminated enrollment at that in-
stitution.
D. limitation, suspension, or termination of the
eligibility of an otherwise eligible institution to par-
ticipate in Title IV programs, because of failure to
carry/ out any statutory or regulatory provision
uncle?, Title IV.

The statute also provides that the Commissioner
may limit, suspend, or terminate an institution's par-
ticipation in Title IV programs upon a determination
that that institution has engaged in substantial
misrepresentation of the nature of its educational
program, its financial charges, or the employability of.
its graduates.

1,
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The statute directs the Commissioner to issue a
"comprehensive revision of the regulations previously
prescribed for Section 438 of the Act - which dealt with
many of the matters covered in the new Section 497A,
but only with respect to the Guaranteed Student Loan
program in Section 438 - in order to make such regula-
tions applicable to all Title IV programs, to the extent
possible. Until the publication of the new regulations,
those regulations previously issued under Section 438
with respect to the Guaranteed Student Loam program

,remain in force.
The Office of Education has developed replatiOns

on all the above topics ,(except for the limitation,
suspensiOn, and termination procedures, which 'were
published as a final regulation on Decemlior 23,
1977), and published them. as a Notice . 1

Rule Making (NP,RM) on August "'
tunny for public comment was pro%
The Notice of Proposed Rulemaking , ..de
proposed regulations on institutional retund pk,ticies.
Rather, the Commissioner solicited public comment
on the subject in the Preamble of the NPRM.

4
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Determination of Student-
Owed Refunds andAppoftionment of
Student-Owed Refunds Among
Original Funding

A different type of refund is the repayment that a stu-'
dent owes to an institution of a portion of financial aid
funds disbursed to the student for educational pur-
poses, when the student does not complete the period
of study for which funds were advanced. Institutiorial
policies for the determination of such refunds vary sig-
nificantly, but no matter how a student-ov;ved refund is
calculated, when a refund is made by the student to the
institution, the refund must be apportioned,among the
original funding sources. The fiscal and administrative
standards regulations published, on August 10, 1978 in-
clude a formula for making such apportionments. At
point we want to alert all handbook users that final
regulans are being developed.

Prther-information regarding refunds -and. repay-.
ments under the Basic Grant program may be found in
Chapter III, Section B.
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Chapter

Basic Giant Program

Section A,- Highlight ofthe
New Basic Grant
Regulations

The Bas- ic Grant regulations to be issued in the .fall
of 1978 contain a number- of new procedures and
definitions, as well as elaborations of existing regulat

. tions,-Thasection-belowbriefly-mentiOns-the-mostsig-
nificant changers. Note that schools .may follow current
procedures until the new regulations are issued in final
form.
. The term "award period" replaces "academic year"

to describe the period of time from July-1 to June 30
of the next year.,

. "Academic year" replaces "school year." It refers to
the amount of academic work for which a student
must enroll in order to receive a full Basic Grant

. award.
. "Payment period" has been redefined in its applica-

tion to ,clock hour schools. It refers to half the num-
ber of hours a student can be expeqed to complete

.° during the academic !Jew- andt--within the award
period:Thus, payment of Basic Grant awards' at
clock hour schools will now be keyed. to work ac-
tually completed, not to time passed.

. The definition of "Institution of Higher Education"
nowAllows eligible public and nom-profit schools to
admit as regular students not only high school grad-
uates-but also persons who are beyond the age bf
compulsory attendance in the ,State in which the
school is kicated, and who have the ability to benefit
from the institution's training.

. Minimum length for program eligibility at proprie-
tary schools,;is 600 clock hours, 16 semester or tri-
mester .hours, or quarters hours.

. Minimum length for program eligibility at public or
non-profit schools is 24 semester or trimester hours,
36'quarter hours, of 900 clock hours.

. If a school becomes eligible, it may pay a student
only for the payment; periothin which it becomes
eligible, and not retroactively for the whole year, as
was permitted .under the old ,pOlicy.
Ifa school becomes ineligible, it may pay the student
only to the end of the payment period in which it
loses its eligibility.

If an .incarcerated student lives in a halfway house
and receives less than half his/her room and board
from the incarceration facility, the student receives
the same. Cost of education allowance as a student
who. is not incarcerated. The financial aid officer
makes the determination of whether the incarcera-
tion facility 'provides more than half the student's
room and board expenses.

. A student who re-establishes satisfactory., progress
before the end of a paymeid period may be paid

_retroactively for the payment period. However, if the
re-establishment does not occur until after the end of
the payment period, no, retroactive paymeht can be
made.

. The definition of "satisfactoryprogress" is left to the
school. However,. the school must have a definition
of some kind, since otherwise it would have no
means of measurement for making the determina-
tion required by the statute.
Students who receive overpayments as a result of "n
error. in completing' an application or changing an
SER,cannot receive, any further Title' IV money until
the overpayment is returned.' Students who receive
overpayments as a result of institutional error _may
continue to receive Basic Grant payments, if they
acknowledge the overpayment in writing and agree
to repay it in a reasonable time. "Reasonable time"
is determined by the financial aid officer,

. The Office of Education' has discarded. the- formula
proposed last year for calculating the portion of a
grant disbursement considered an overpayment
which should be repaid by the student who termi-
nates hit or her education before the end of a pay-
ment period. Instead, a procedure is proposed which
gives the school discretion in determining the por-
tion of a cash disbursement it considers " unused" as
of the student'S withdrawal data. The "unused"
amount would then be returned to the Basic Grant
account; or proportionately distributed back into
each Title IV program involved.

. If a student has defaulted on an NDSL or GSL for
study at a school, the school may still pay that stu-
dent a Basic, Grant award if it determines that the
student has made satisfactory repayment arrange-
ments. ,'

. If a student does not pick up his or her Basic Grant
check at the assigned time, the school must hold it 15
days beyond the last day of the student's enrollment

ei
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for that award period. If the student still has not
picked it up, he or she fo'rfeits it anet.the school may
credit the student's account for any amounts th.e stu-
dent owes for that aware'
If a school pays a striaCti directly, it may pay no
earlier than ten days beforc q\--.t day of classes.

. If a school credits a stude ac,:ount, it may do so
no earlier than three weeks before. the first day of
classes.

. Following submission of a final_ report of expen-
diture of funds, schools must keep records -fof five
years rather then the previously required three years.

. ADS schools must sign a written agreement in order
to participate in the program.

. RDS schools must have their Basic Grant accounts
and transactions audited at least once every}wo
years. (This is consistent -viith campus-bastra re -

quirements).

Section B Calculation of
Basic Grarr! Awards

I. Computation
An institution must follow four separate steps' in

computing awards for both full and part-time students:,
. Determine the Student's Enrollment Status
. Calculate the Cost of Attendance
. Determine the Scheduled Award
. Compute the Expected Disburseinent

A. Determine the Student's Enrollnient
Status

In the Basic Grant program,_a student's enrollment
statue defined as either full-time, three-quarter time,
or half-time. A full-time student is defined as one tak-
ing a minimum of 12 semester or quarter hours at in-
stitutions with standard academic terms or a minimum, -
of 24 clock, hours per week at institutions which
measure progress in terms of clock hours. Similarly,
the minimum requirements for three-quarter time
status are 9 semester or quarter hours or 18 clock
hours per week. For half-time students, the minimums
are 6 semester or quarter hours Or 12 clock hours per
week. A student must be at least half-time to receive an
award, and must be classified in one of these three
enrollment categories.

-A correspondence student's course of study must re-
ciuire at least 12 hours of preparation per week in
order for him or her to qualify as a half-time student.
Regulations also state that correspondence students
cannot be considered more than half-time, no matter

3-4

how many hours of preparation their course work're-
....

quires,. ff

It should also be noted that the full-, half-, or three-
;quarter time determination is pri-
marily based upon the number of }Tours required by the
institution, as long as the institutional requirements
meet the minimums above. Thic means that if, for ex-
ample, an institution requires at least 36 clock hours
per week for full7time enrollment status, a student at
that institution who is attending only 24 clock hours
per week would not be considered full-time. Further-
more, the institution must determine the definitions of
three - quarter and half-time status based on the full-
time requirements.

B. Calculate the Coo of ,,k; cild:i

-The-cost-of 'attendance .used to determine Basic
Grant awards is alwitys the cost for a full academic
year. ...

The Basic Grant .regulations specifically state that
the following items are to be included in determining a,
student's cost of attendance for purposes of calculating
the amount of the Basic Gt ant award. The institution
may not consider a ny other costs for purposes of Basic
Grants.

The items which are included in costs of attendance
are:
,1) tuition and fees;
2), living expenses;
3) miscellaneous expenses.

1. Tuition and Fees

The actual amount of tuition and fees the studeni is
charged by the institution will be included with the

. following provisions:
a. For three-quarter or half-time students, the tui-
tion and fees, normally charged to full-time std-
dents for a full school year should be used. At in-
stitutions which charge on ,a per-hour basis, the
costs for fult-time students must be computed
based'on the actual number of hours taken, but
the,costs_for part-time students may be a standard
figure based on the typical hours taken by full-

time students at.that school. Note that tuition costs
areralways based on the standard number of terms
during the academic year, regardless of whether
the student enrolls in a summer session.
b. The tuition charge may include any additional

'amount charged to "out-of-State" and/or "out-of-
district" student's.
c. The tuition charge may include any costs of
field trips (within the United,Siates) which ,are re-
quired for all students taking a particular course
of study ifthese costs are normaly included in tui-
tion charges.



d. ;Any costs associated with student travel to and
from his or her residence and the 'institution are
not permitted to be included in tuition charges nor
may institutions include in tuition charges costs
associated with student travel to and/or from
hig/her residence and the institution. .

. e. Fees which are included in cost of attendance
must be those charged to all students (i.e., activity
fees); all students within a certain class of study
(i.e.; laboratory fees); or those fees required of a
certain class of students (i.e., out-of-State fees).
f. All students are to be given the appropriate
allowance for. books, supplies and miscellaneous
expenses as described below,, regardless of the ac-
tual amount paid for the itenis. "Tuition and feec"
shINI11.1 I, ill. -amount the in-

i4,1 rit,',a, supplies, or specialized equip-
ment such as hair dressing`kits or musical instru-
ments, even if they are required by the institution.
g. The amount of tuition and fees may never be
reduced because the student is receiving other
forms of student financial aid which help cover
these costs.
h. Tuition and fees used in the cost of attendance
may not exceed the tuition and fees charged for an
academic year.. In cases' where a student is
charged an amount of tuition and fees to cover a
period of study greater than an academic year, the
amount must be prorated as Jollows:

A

tuitiorr and fees X clock or credit hours in
academic year
clock or credit hours in
program

2. Room and Board Expenses

The cost of attendance for all students except those
who are incarcerated and those enrolled in correspon-
dence study (see below) includes an allowance for
room and board expenses. The amount used must be:

a. For students who contract for room and board'
with the institution, the actual amount charged by
the institution; or
b. For students who contract for room facilities
with the institution but who pay their own food
costs, the actual amount charged by the institution
for room plus an allowance of $625 for board; or
c. For students who contract for board costs with
the institution but who pay their own room ex-
penses or live at home, the actual amount charged
by the institution forboard plus an allowance of
$475 for room; or
d. For students who do not contract for room or
board with the institution, an allowance of $1 100
for living expenses; or
e. For students who contract for room and/or
board with the institution for less than seven days

per week, a daily rate can be calculated, bastd on
the standard alloVances, for those days not
co.vered by the contract and added to that cost"
already covered.

3. NI iscel Ian eo us Expenses

The cost of attendance for all students, exceptincar-
cerated students and studentS enrolled in correspon-
den6e study (see below), must include a $400
allowance for books, supplies and miscellaneous ex-
penses.

With a few specific exceptions, all ciiidenic will '-
a minimum cost of titteml,w ot kro
e se s is to , 000ks, supplies, and
miscellaneous allowance). Students who are attending
tuition-free institutions with no on-campus living
facilities are still provided ths, $1500 minimum
allowance.'These allowances are the same for both full
and part-time students.

C. Special Circumstances

Since iSasic Grants is an entitlement program, it is
inwortant that all students' costs are determined in the
same manner. White the rules listed above cover the
majority of students and institutions, there are a few
instances where it is necessary to make further
clarifications. Listed below are some situations which
require special treatment and/or interpretation:

1. Study by correspondence

Students who. are -taking courses by correspon-
dence caritonly have the actual tuition and fees
charged by the institution .for an academic year con-
sidered in determining their cost of ,attendance.
Unless thecourse of study, includes a reqUired resi-
dential segment, no room and board alloWances
would be included.

If there is a required period of residential training,.
the cost of attendance foi such training would be
based on the. actual cost. IfIlie student is noL con-
tracting with the institution for room and board,
the allowable room and board expenses described in
Section B-2 would apply. These costs would then be
'pro-rated in the same ratio as the period of residen-
tial training is to 8 months'.

2. Incarcerated Students.

In determining the costs of attendance for incar-
cerated students, the only items which can be con-
sidered are the full-time-tuilion and fees charged by
the institution for an academic year plus an
allowance of $150 for books and supplies. No room
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and board allowance yi.provided for incarcerated
students.

New regulations allo,w, a room and board
allowance 'to be used in dqerrnining the costs of at-
tendance of those incarcerated students for whom
less than one-half of room and board expenses are
provided. In most cases, theseLStudents will be living
in halfway houses or participating ;:1 work-release
programs.

3. Fraternity and Sorority Douses

Student' N.4111) i" ,. k _1 ,,
Institution for riorn and boat (.1(such as

SUllIC students living in fraternity or sorority houses)*
are given the $1100 off-campus living allowance.

For students who live in fraternities or sororities
and do contract with the institution for this room and
board, the actual cost charged by the institution
would be used in determining the cost of attendance.

4. Fureign St ud y

The cost of attendance for students whO are study-
ing abroad while remaining an eligible student at the
eligible institution may not exceed the'costs of atten-
dance at the eligible institution.

5. Consortium Arrangements
e

The home 4pstitution uses the actual amount
charged to the ,student at the other institution(s)
when determining a student's cost of attendance
when he/she is enrolled at a consortium insticution.

6. Co-op Programs

If a student is in a term of co-op employment, the
cost of attendance to be used for determining the
amount of his or her Basic Grant for that term
should be the tuition and fees for a co-op term pro-
jected over a school year plus room, board and
miscellaneous expenses. For example, if a student
will spend one quarter on co-op where. he or she is
charged S50 fees and no tuition, that $50 is prb-

° jected over 3 quarters (an academic year) and added
to room, board and miscellaneous expense
allowances, i.e., $150 + $1100 + $400 = $1650.

7. Variable Tuition Rates

Full-time students enrolled at institutions which
have a per-credit hour tuition charge Will have their
tutition and fees determined based upcin a projec-
tion of their current enrollment over an entire
academic year.

For example, if a student enroll fall semester for
12 credits and is charged $10 per credit hcr.r, the
tuition cost for the semester is $120. Projected over
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2 semesters (an_ academic year) the tuition and fees
equal $240."That amount is added to room, boar
and miscellaneous expense allowances to determine
The udent's award for fall semester. If in spring
semes r, the same student enrolls for 15 credits at
$10 per credit how, his or her tuition' and fees for
spring semester would be $150. Projected over 2
setnesters"the tuition 1,,,1 fees equal 1;1;00 Th.
Basic Grant payiu. iri iiesto
1-1se. d n att7()t y,

,.. , i
1-ot pats -true :,tridents the cost of tuition and fees

would be:based upon the cost for a typical full-time
student at that institution., i.. a typical full-time stu-
dent takes 15 credits per semester. A part-time stu-
dent's cost of attendance at that school is $300 plus
room, board and miscellaneous expense allowance.

8. Student Enrolled in a 11ilitary Academy

Students enrolled in one of the four U.S. military
service academies are not considered to haVe any
costs of attendance, and therefpre may not receive
Basic Grant awards.

9. The Student Will Attend More Than One
Academic Year During an Award Period

An institution may define its own academic year.
For schools using standard academic terms, an
academic year is the period of time in which a full-
time student is expected to complete the equivalent
of.two semesters, two trimesters or thwquarters.

For clock hour schools, a full academic year must
be at least 900 hours long. Eligible programs be-
tween 600 and 899 hours long are considered less
than a full academic year long.

In some cases, a student may attend more than an
academic year within an award period. Since the
student may not receive more than one academic
year's entitlement during an award period, there
may be a portion of the student's attendance for
which no Basic Grant can be paid.

Determine the Scheduled Award

The Scheduled Award is the amount that a full-time
student enrolled for a, full academic year is entitled to
receive for a given year, It is determined by taking
three elements into account: the eligibility index taken
from the 1,978-79 Student Eligibility Report, the total
allowable cost of attendance derived in Section B
above, and the 1978-79 Payment Schedule. The
scheduled award can be locatecron the full-time P4-
ment Schedule and should be entered in Box 4, Sec-
tion 4 ef the SER.

This step must be included in the computation of all
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Students' awards.
The Scheduled Award,,is ar

in the processing of instituti
in keeping track of the to it
dent.

t element used
Lzr- is and

stu-

The Payment - Schedule and the two part-time Dis-
bursement Schedules are they charts' which list
Eligibility Index numbers across the top and' costs of
attendance dOwn the side, By folloWing the correctline
and coluoin on the appropriate schedule the institution
can deterrrline the appropriate scheduled award or exm
pected dtsbutkement. In ,'dreloPing the annual Pay-
ment Schedule, the Office ofiEducation estilates the
total' der-,and for Basic Grants for the approprit.te.,
award pdriod, tole into accouri such factors as,stu-

, dent enrollment by income, instttitional charges, and
the appropriate formula for determining thestu,dent's
eligibility index, . ..

The result of analyzing thiS data: permits the Office.
of Education to develop n estimate of the total .de;

amand which can then be compare/I to the amount of
available fur3ds. Once the award levels for the full-time
Payment Schedule aredeveloped, the Disbursement
Schedules for .half-time three - quarter -time stu-
dents are derived by taking.half and three quarters. of
the awards at each level of-cost aqd eligibility index.

41,
When using/the Payment and Disbursement

Schedules, - it is impt5rtant to remember that the
Schedules show .bOth,' the cost of attendance and the
eligibility index in intervals of 50. The, award is based
on the mid-point, and some students' awards may ex-
ceed one-half cost by a femidollars. This -is acceptable,
and no 'adjustment should be made from the amount

\ .

For clock hour' schools, the method of computing
the e . -cted distrursement is different from the one

) ' 78. The tl w met od eliminates the use of
is Disbur Jules as well as the

;mow Ii u enrollment -status
..)t?gh 4.he ,ne Disbursement

ScheoL.,1- wiii dot be used, Lilt, student must still be at
least half-time during the payment period 'in order for
payment to 'be' rnade.6Awards are calctilartd using a
simplified formula which embodies two important

, revisions iv the New Basic Grant regulations. i
The first is that a school now will define the length of

its academic year td:be the number of 'clock hours the
student musrpomplete to receive a, Scheduled Award,
that is, an equivalent of 2 semesters, 2 trimesters or 3
'quarters of full-time attendance. The definition of
"ad.idemie -yeat no loner has ty be the same as the
aradunt of work the student will be expected it° corn-
pieta in a 12 month period, as was the former defini-
tion of .!`school year,"4However, an- academic year
mint be a minimum of 900 Clock hours.

The second revision' is that "payment period" is
defined as half the number of hours the student can be
expected to complete within an award periqd (Tlie
single exception to This definition occurs when the stu-
dent will complete, more than an academic year's worth
of hours within kn. award period. Computation pro-
cedures for tgis situation are discussed at the end of
this section).

Disbursement is now keyed to' work to be com-
pleted, rather than to time passed. To calculate te dis-
bursement for a payment period, use the following fc:4-
mula:

X clock hours = Disburse ent
S ells du led in payment for pa y

. period
e n t .

shown o' n.the Payment, OrDisbursement Schedule to Basic Grant period
/2 clttek hours in

7, academic year '
( 9 0 0 k
minimum')

account for the one-half cost provision,
Payment and Disbursement,Schedules to be used for

the 19;8-79 academic year ha e been distributed to
the financial aid offices at-all nstitutions which are
participating in the 'Basic Gran Program. For an ex-
planation of the method used to arrive at the figures on
the Payment Schedule, see Appendix C.

E. Compute the Expected Disbursemen,t

For full-time students enrolled for a full academic
year, the expected disbursement will be the same as the
Scheduled Award. That amount should therefore be
entered in Box_4, Section 4 of the SER,

1: Clock hour schools

Note that schools will not have to use the clock hour
computation' method described below until the New
Basic` -Grant regulations are issued in final form.

Thus, if a student enrolls in a program for which the -
academic year is defined 'as 1000 hotirs, and he/she,
can be expected to complete 480 hours before the July
1 dividing line betwen award periods, \he /she would
receive one disbursement upon 'enrollinent, and a se-
cond disbursement upon completion of the 240th hour.

Assuming a "6" eligibility index and an over-$3200
cost of education, his/her first disbursement'wOuld be
calculated as follows: $1600 x. 240 .=$,384

, 1000
At the,,240th hour,ia second calculation would be

made for the:second disbursement. If the student has
progressed on schedule, that calculation would be
identical to the one 'above.

However, if the student has fallen behind, and
reachesthe 240th hour later than 'originally expected,
the numerator in the formula would change to, reflect
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the reduced n -ter of hours the student could now be
expected to c 'lets -'y the end of the award period. If
that number ge( ) 200, for example, the disburse:
merit for the nu ,,ayment period would be com-
puted as f011owi, SI600 x 200 = $320

1000
If after he/she receives the second disbursement, the

student falls behind by another 40 hours before the end
oftthe award period, no recalculatiOn is.necessary. In-
stead, the student would receive no further disburse-
ments until he/she reached the 2Q0th hour. At that point,
the 'first disbursement for the 1979-80 award period
would be made. The student would havpthen completed
480 hours, and would have 520 more to gorTherefore,
each payment period would be 260 hOurs long, and the
calculation would be made exactly as before.

) .after receiving the second disbursement, the stu-
dent in th example increases his /her 'attendance and
reaches fhe 200th hour before ale end of the award
period, a third disbursement can be made.

Nothat if less than 3 months of an academic year
occur wain, an award period, only one disbursement
need be made.

vote also that .the denominator inane forma mot
always be at least 900. Thus, if a zero-index student
enrolls in a 600 hour program wit4n over-$3200 cost
of attendance, the award for the first payment period
would be calculated as follows:

$;600 x 300 = $533
900

If the second payment period falls within the same
award\period, the second calculation' would be identi-
cal to the first. The student in this, exam$!e would
receive a total award of $1066 (or 600/900,or $1600).

If a student expects to coinplets more than an
academic year's worth of hour's Within an award
period, aPayment period would beconsidered half the
hours in an academic year, not half the hours the stu-
dei1 expects to complete.

. For example, a School defines its academic year as
900 clock hours, but student expects to*.conwlete
1200urs,belween July°1 and June 30. Assuming a
"0" eligibility index and an over - $3200 post of atten-
dance, the first disbursennent, is-calculated as follows:

$1600 x,450 as 0Q

900 v"

When the student completes the 450th hour, the se-
cond disbursement is made. if the student is' on
'schedule and will complete another 450 hours before
the end of the 'award period, the second calculation
will be identical,-to the first.

Ats the curnpletiorcof the 900th hour; the Student
would have received his or her ,full entitlement, and
weld' receive no further payments for hours com-.

f

pleted? in the 1978-79 award period. The student
would resume teceiVing payments for work done
beginning 'July I.'

.

In computing diSbursements, there-are a number of
cases where the student's expected disbursement will
be different from the Scheduled Award. These
differences will occur when:

( I) The student is enrolled on less than a full-time
- basis.

(2) The student is enrolled for less than a full
academic year (e.g., second semester only).

(3) 'The 'student's course of study is less then an
academic year inl length.

(4) A surnmer'school term spans award periods.
(5) The student transfers from a school with a low

cost of attendance to a school with a high cost of
'attendance.

The following sections discuss each of these condi-
tions in detail.

2: The student is enrolled on less than a full -
time basis.

. ,

As described in Section B orthis chapter, a full-time
student is one who is enrolled for a min,imumjof 12
semester or quarter hours or 24 hours per week; a
three-quarter time student is one who is enrolled for,9
semester or quarter hours or 18 clock hours per week,
and a half-time student is one who is enrolled for 6
semester or quarter hours or 12 clock hours per week.

The normal computation procedure for students in
clock hour schools covers both full and part-time stu-
dents. The material in thissection,,,therefore, applies only
to schools which mea4up progress by standard academic
terms.

To determine the expected disbursement for three-
quarter or half-time students, the institution follows a
procedure similar to the one used to determine the
Scheduled Award: Using the eligibility jndex,
from the 1978-79 SER and the full-tilde cost of-atten-
dance calculated in Section B, look up the student's
award on the Three- Quarter Time 'Or Half-Time Dis-
bursement Schedule, whichever is appropriate, It is im-
portant that the correc\ schedule be used, since institu-
tions ate responsible for errors' in awards which result..
from using the wrong schedule.

lithe student is expected to be enrolled at the same
status fox, a ftill academic year, and the academic year
does not overlap aware periods,, the amount taken
from the Disbur.tement Schedule will alsb be the ex-

pected disbursement, and should be entered'on Box 4,
Section 4, of the SER. Please note that this is the max-
imum a student may receive during a normal academic
year if he or 'she does not change enrollment status:.
,However, if the student.continues attendance at that
status for more than an academic year within an award



period, his or her award will exceed the expected dis-
bursement.

A student who has received a full-time Basic Grant
award for both semesters or all three quarters during
an.acadcmic year has used up his entitlement for that
academic year. However, .if the student was not full-
time, for one or all of the terms, heor she has not used a
full year's entitlement.

3. The student is enrolled for less than a full
academic year.

If a student is enrolled for. a portion of an academic
year during an award period, One semester, the
Basic Grant will be calculated on the basis of the sni-c.
dent's attendance for,a.full academic year, but will be'
reduced in the same proportion as the length of time
which he or she enrolled in the award period bears to
the length of time of the academic year.

For example, a student who enrolls for the second
semester- of -a-two-semester Thcaderhii- year- WO tild"
receive one-half of the award he or shit would have
received had he or she enrolled for bop semesters.

Another example of this mould be a student who
transfers into a 900 clock hour program after 250
hours of the program have elapsed. This student would
receive only 650/900 of the award from the payment or If'
Disbursement Schedule.

4. The student's course 'of study is less than
full academic year in length.

Most of these cases will involve students who enroll
at clock hour schools foricoUrse of study which is less
than the 900.4tour minimum length for an academic
year. No extra steps are nepessary when computing the
award, since proration is,built into the standard com-

' putation procedure.
If a student enrolls in a course of study less than a

full academic year long at a School with standard terms
and credits, the expected disbursement would be
reduced as follows:

Expected, Dis--No. of terms in =.Reduced Expected
bursement x Program Disbursement

No. of terms in
Academic
Year

5. The Term Spans Award Periods-

Since the procedure for computing awards at clock-
hour schools routinely takes into account eJuly 1Z
dividing line between award, periods, no sp ial steps .

are necessary. The following inform atien applies only . ' .

to schools with standard, academic 'terms using credit
bours. ...

The new -Basle Grant regulations cotin guidelines
. .

which give 'schools greater flexibility in disbursing
summer term awards. In general, if a student's enroll-
ment in the summer term overlaps two award periods,
the school may disburse the award from the student's
entitlement for 1978-79 or for 1979-80, providing .the
student does not exceed his or her entitlement in either
award period. (See Basic Grant to be regulations
published in the-fall of 1978 for Maher 'discussion).

6. The student transfers from a school with a
low cost of attendance to a school with a high
cost of attendance.

If a studelit with a. zero eligibility. index attend's
school A and receives $406 for the first semester (half
of the $812 Scheduled Award for a $1600 - $1649 cost,
of attendance), he o: she has received half the entitle-
ment for year.

If the student then transfers to school B for the se-
..cond._semestei_and_receives..'a -$706-award (half the.- -----

Scheduled Award for a cost of attendance from
$2800-$2849) he or she has used the second half of en-
titlement for the year and is not eligible for' any further
payments until July 1 even though he or she has not
received the highest Scheduled Award,

It should also be pointed out that Basic Gram regula-
tions do not require the aid officer to
check on the amount of Basic Grant awards students
may have received at schools they transferred'from.
However, if the aid officer has documentation that
payment of the Expected Disbursement woad cause a
student to exceed his or her entitlement, the officer
must adjust the award accordingly.

Rqmple Cases
CASE 1: A student with an index of 300

enrolls full-time in a -university with a
two-semester academic year. Fbr the year,
his tuition and fees are $718, his room is
$699, and his board is $760.

2: A student With an eligibility index of 300
enrolls three-quarter time (10 credits) in.a
college where all students taking over 9
credits are charged full-time tuition. The
academic year consists' of three quarters,
but the student has enrolled for only the
last two. For a full academic year, the

, charges are $850 for tuition and fees, $625
for room, and $750 for board.
A student with an eligibility index of 300

CASE

CASE
enrolls half-time (7 credits) in a school
where the normal full-time course load is
14 credits. The academic year is two.-
semesters, andcthe charge per credit'is $31.
The tuition allowance mould therefor& be
$31 x 14 credit x 2 semesters x $868. The
student lives off- campus, so the standard
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allowances for roop board, books, sup-
plies, and miscellaneous expenses would
be used.

, CASE 4: A student with an eligibility index of 125
. enrolls in a 900 hour program at a business'

coMge. The tuition and fees far, the
program le $2100. All students live off
campus, so the standard allowances fcr.
room and kard be used. The
sOool wit make two disbursements, so
each payment period is 450 hours long..

CASE 5: A student with an eligibility iiidex4of 0
enrolls in an 1800 hour course at a school
of beauty culttire. The school defines its
academic year as 900 hours. The tuition
and fees fdr this course are $2200. There is
also a charge for a beauty kit, fo'r uniforms
and for beauty supplies._ Note_ that_ these_
charges may not be considered paryf the

itok tuition and fees. These charges are pro-
videdfo-by----th-e-- standard --alloi;warite of
$400 for books, supplies, and
miscellaneous expenses.
Note .than when using the worksheet, the
tuition and fees are for one academic year,
not for the entire course. In this example,
the tuition and fees would be 900/1800 of
$2200,. or 1100.
If the school wishes to pay more than twice
per academic year, it may further sub-
divide payments within each payment
period as willbestIneet the needs of its stu-
dent,

CASE 5A: The student in Case 5, after receiving the
first disbursement of $656, missed a few

a weeks of school. When she reaches the.
450th hours, she can now be expected to
finish only 350 more hours before the end
of the award. period.

CASE 6: A student with an eligibility index of 400
enrolls in a 600 hour program at a com-
puter programming school. Tlik tuition' and
fees for tift prdgram are $1000. The student
will complete only 200 hours of the
program in the 1978-79 award period, and
it will take him less than three months to do
so. Since less than 3 months of this stu-
dent's academic year occurs in the 1978-79
award period, only one disbursement need
be made.

II. Recomputation of Awards Due
To Change In Enrollment Status

At clock hour schools, recomputation is noe necess-
ary..Students would not receive further payments until)
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they have completed the number of hours for whidi
they have already been paid. The following informa-
tion on recomputation refers only to schools.owith
academic .t.t.irms and credit hOurs.

A. Beginning of a paynierit period.

The financial aid officer must recalculate a student's
award at the beginning of a payment period if the stu-
dent's enrollment status has changed from that of the
previous payment period. _The student's award for the
payment period would be calcUlated according io stan-
dard procedures.

A tpiyment period is a semester, trineter, quarter,
cr other academic term.

B. Within a Payment Period

An institution may, but is not required to, establish a
policy under which a student's award may be recalcu-
lated if his or her enrollment status changes within a
payment period. If such a policy is established, it must
apply to all students. If a student's award is recalcu-
lated, the institution determines the total amount the
student is entitled to for the entire payment period by
taking into account:

(1) The portion of the payment period at the
original enrollment status;

(2) The portion of the payment period at the new
enrollment status; and

(3) Any change inntie student's cost of attendance,

If the recalCulation shoivs that the student has been
overpaid, the overpaynient must be recovered. The
school may collect it directly from the student, or may
adjustjtAre Basic Grant payments within the same
award period. The student would not be eligible to
receive a Basic Grant in any future award period until
th-. overpayment is recovered.

Note that a change from one part-time status to
another in the same program would not require a
recalculation of cost of education because the typical
full-time cost is used in both cases. However, if a stu-
dent changes from part-time to, full-time and his or her'
actual full-time cost i's different from that used for
calculating part-time awards, the full-time award
should be based on the actual full-time costs. In this
context, when the costs are recalculated the tuition
amount for a full school year at the new enrollment
status should be used.



Worksheet A

COMPUTATION OF FULL-TIME AWARDS ,

AT SCHOOLS WITH
ACADEMIC TERMS AND CREDIT HOURS

Npme: ,Student Eligibility Index

Date.

1. Cost of attendance:
a. Tuition and feel for academic year a.
b: Room b.
c. Board c.
d. Books, supplies, and miscellaneous

expenses d.

TOTAL

Enter total on line 1 and in Box 1, Section 4 Of the SER 1.

2. Look up full-time scheduled award, using the Student Eligibility
Index and Cost of Attendance, Enter on line 2 and in Box 3 ,

Section 4 of the SER. 2

3. Expe,cted Disbursement. If the student plans to attend for a full
academic year, enter amount from line 2.on line 3.

If the student expects-to enrdll for less than a full academic year,
the expected disbursement must be prorated as follows:

a. Divide number of terms student expects to enroll by number of
the terms in academic year. (For a student entering
second semester, this fraction = 1/2 ). a

b. Multiply line 2 by fraction established in (a) of this step.
Enter on I ine 3 as Expected Disbursement. Also
enter in Box 4, Section 4 of the SER. 3.

4. Determine amount per payment. Divide line 3 by number of payments
scheduled for the academic year. 4



Worksheet 13

COMPUTATION OF PART TIME AWARDS
AT SCHOOLS WITH

ACADEMIC TERMS AND CREDIT HOURS

Name: Student Eligibility Index:

Date.

1. Cost of Attendance:
a. Tuition and fees for

academic year a.

b. Room b.

c. Board c.

d. Books, supplies,
and miscellaneous
expenses d.

TOTAL

Enter total on line 1 and in Box 1, Section 4 of,the SER. 1.

2. Look up full-time scheduled award using the Student Eligibility
Index and Cost of Attendance. Enter on line 2 and Box 3, Section 4
of the SER. 2.

3. Look.up expected disbursement from appropriate part-time
Disbursement Schedule, using the Student Eligibility Index and Cost
of Attendance.

If student expects to attend for a full academic year, enter this
amount on line 3 and in Box 4, Section 4 of the SER.

If the student expects to enroll for less than a full academic
year, the expected disbursement must be prorated as follows:

a. Divide number of terms student expects to enroll by number
of terms in academic year. (For a student entering second
semester, this fraction = 1/2.)

b. Multiply expected disbursement by fraction established in (a)
of this step. Enter on line 3. Also enter in Box4 , Section
4 of the SER. 3.

4. Determine amount per payment. Divide line 3 by number of payments
scheduled for the academic year. . 4.
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Worksheet C

COMPUTATION OF AWARDS AT CLOCK HOUR SCHOOLS

Name. Student Eligibility Index:

Date:

Total Length of Program in hours:

Length of academic Aar in hours:

1. Cost of Attendance:
a. Tuition and fees for academic year a.
b. Room b.
c. Board .c.
d. Books, supplies, and miscellaneous

expenses. d.
VOTAL

Enter total on line 1 and in Box 1, Section 4 of the SER.

2. Full-time scheduled award. (Enter on line 2 and BQX 3,
Section 4 of the SER).

1

2

A

3. DisPursement for bayment period:
line 2. x clock hours in payment period = Disbursement for

clock hours in academic year payment period
(900 minimum)

r '

Enter disbursement for payment period in line 3 . 3.

4. Expected disbursement = line 3 x number of payment perio4 in
award period: Enter expected disbursement in Box4, Section
4 of the SER. 4.
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Worksheet A

COMPUTATION OF FULL-TIME AWARDS
AT SCHOOLS WITH

ACADEMIC TERMS AND CREDIT HOURS

Name. C S I

Date. q- 7°78
Student Eligibility Ihdex

1. Cost of attendance:
a. Tuition and fees for academic year a. an g
b. Room . b. 699
c. Board c. 760
d. Books, supplies, and miscellaneous

expenses d. 400
TOTAL 25 7 7

Enter total on line 1 and in Box 1, Section 4 of the SER.' 1 26'77

300

2. Look up full-time scheduled award, using the Student Eligibility
Index ar. Cost of Attendance. Enter on line 2 and in Box 3
Section 4 of the SER. 2. /28e

3. Expected Disbursement. If the student plans to attend for a full
academic year, enter amount from line 2 on line 3.

If the student expects to enroll for less than a full academic year,
the expected disbursement must be prorated as follows:

a. Divide number of terms student expects to enroll by number of
the terms in academic year. (For a student entering
second semester, this fraction = 1/2 ). a

b. Multiply line 2 by fraction established in (a) of this step.
Enter.on line 3 as Expected Disbursement. Also
enter in Box 4, Section 4 of the SER. 3.

4. Determine amount per payment. Divide line 3 by number of paymentio
scheduled for the academic year. 4.

29
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Worksheet B

COMPUTATION OF PART TIME AWARDS
AT SCHOOLS WITH

ACADEMIC TERMS AND CREDIT HOURS

Name: CASE 2 Student Eligibility Index: 300
Date: 1-7- 7t
1. Cost of Attendance:

a. Tuition and fees for
academic year a

b. Room b.
c. Board
d. Books, supplies,

and miscellaneous
expenses d.

TOTAL

850625
750

4-00.2625
Enter total on line 1 and in Box 1, Section 4 of the SER.

4

1, a 625
2. Look up fulltime scheduled award using the Student Eligibility

Index and Cost of Attendance. Enter on line 2 and Box 3, Section 4
of theSER. '2 /312-

3. Look up expected disbursement from appropriate part-time
Disbursement Schedule, using the Student Eligibility Index and Cost,
of Attendance.

If student expects to attend for a full academic year, enter this
amount on line 3 .,nd in Box 4, Section 4 of the SER.

If the student expects to enroll for less than a full academic
year,.the expected disbursement must be prorated as follows:

a. Divide number of terms student expects to enroll by number
of terms in academic year. (For a student entering second
semester, this fraction = 1 /2.)

b. Multiply expected disbursement by fraction established in (a)
of this step. Enter on line 3. Aiso enter in Box 4, Section 8754 tyf the SER. 3.

Determine an-v.7unt per payment. Divide line 3 by number of payments
scheduled for d';e.acadernic'year. 4.

o.
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Worksheet B

COMPUTATION OF PART TIME AWARDS
AT SCHOOLS WITH

ACADEMIC TERMS AND CREDIT HOURS

Name: CASE 3 Student Eligibility Index: 3 00
Date: 84' 30'7t
1. Cost of Attendance:

a. Tuition and fees for
academic year a. 8'68

b. Room b b25
c. Board c *75.
d. Books, supplies,

and miscellaneous
expenses .d *00

TOTAL .23 4r
ft 8Enter total on line 1 and in Box 1, Section 4 of the SER. 1. 236

2. Look up full-time scheduled award using the Student Eligibility
Index and Cost of Attendance. Enter on line 2 and Box 3 Section 4
of the SER. 2. //int

3. Look up expected disbursement from appropriate part-time
Disbursement Schedule, using the Student Eligibility Index and Cost
of Attendance.

If student expects to attend for a full academic year, enter this
amount on line 3 and in Box 4, Section 4 of the SER.

If the student expects to enroll for less than a full academic
year, the'expected diibursement must be prorated as follows:

a. Divide number of terms student expects to enroll by number
of,terms in academic year. (For a student entering second
semester, this fraction = 1/2.)

Multiply expected disbu /sement by fraction established in (a)
of this step. Enter on line 3. Also enter in Box 4, SectiOn
4 of the SER. { 3. 9

b.

4. Determine amount per payment. Divide line 3 by number of payments es.
scheduled for the academic year. 4. 7,

31
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Worksheet C

COMPUTATION OF AWARDS AT _CLOCK HOUR SCHOOLS

Name. CASE Student Eligibility Index:

Date: 78' 12.5
Total Length of Program in hours:

900
Length of academic year in hours:

900
1. Cost of Attendance:

a. Tuition and fees for academic year a. 2./00
b. Room
c. Board c.
d. Books, supplies, and miscellaneous

expenses. d.
TOTAL

4400
36 3 0 o

Enter total on line 1 and,in Box 1, Section 4 of the SER.

2. Full-time scheduled award. (Enter on line 2 and Box 3,
Section 4 of the SER). PH°

3. Disbursement for payment period:
line 2 x clock hours in payment period = Disbursement for

clock hours in academic year payment period
(900.minimum)

/moo x MAT- = 7fz..6"900

Enter disbursement for payment period in !ine 3. 3. 764,5
4. Expected disbursement = line 3 x number of payment periods in

award period: Enter expected disbursement in Box 4, Section
4 of the SER. 4 14.90



Worksheet C

COMPUTATION OF AWARDS AT CLOCK HOUR SCHOOLS

Name. CASE 5 Student Eligibility Index:

Date. /0 78 0
Total Length of Program in hours:

/8'00
Length of academic year in hours:

900
1. Cost of Attendance:

a. Tuition and fees for academic year a. //CS()
b. Rooml b.. *75
c. Board
d. Books, supplies, and miscellaneous

expenses. d. *0 0
TOTAL .Z64"1 2600

Enter total on line 1 and in Box 1, Section 4 of the SER.

2. Full-time scheduled award. (Enter on line 2 and Box 3,
Section 4 of the SER). 2. /3/2.

3. Disbursement for payment,period:
line 2 x clock hours in payment period = Disbursement for

clock hours in, academic year payment period
(900 minimum)

$13/2"X *50 = $65.6
900

Enter disbursement for payment period in line 3 . 3. 65;6
4. Expected disbursement = line 3 x number of payment periods in

award period: Enter expected disbursement in Box 4, Section
4 of the SER.. 4 /3/2.

fr
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Name:

N
Worksheet C

COMPUTATION OF AWARDS AT CLOCK HOUR SCHOOLS

GA SE

Date: _ 3°/5-79
Student Eligibility Index:

Total Length of Program in hours:

Length of academic year in hours:

"900,

1. Cost of Attendance:
a. Tuition and fees for academic year a 00
b. Room
c. Board
d. Books, slypplies, and miscellaneous

expenses. *00
TOTAL

::.

1 a6o6
Enter total on line 1 and in Box 1, Section 4 of the SER.

2. Full-time scheduled award. (Enter on line 2 and Box 3, ,

Section 4 of the SER). 2. /3/2.
3. Disbursement for payment period:

line 2 x clock hours in payMent period = Disbursement for
clock hours in academic year payment period

(900 minimum)

/312. X -350 = 5/0
too

Enter disbursement for payment period in line 3. 3.

4. Expected disbursemen = line 3 x number of payment periods in
award period: Enter expected disbursement in Box 4, SeCtion
4 ofihe SER. 4.

as.
Y
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Name;

Date:

Worksheet C

COMPUTATION OF AWARDS AT CLOCK HOUR SCHOOLS

cASE
5-15-7e

Student Eligibility Index:

0
. -

Total Length of Program in hours:.

600600
Length of academic year in hours:

60e)

1. Cost of Attendance:
a. Tuition and fees for academic year a /01;.06.,
kl. Room b,' 4A-7.
c. Board c. *---Ale5
d. Books, supplies, and miscellaneous

expenses. d. 400
TOTAL ___L_42.500 00

Enter total on line 1 anal in Box 1, SeC.ion 4 of the SER. .

2. Fulltime scheduled award. (Enter or line 2 and BOx 3,
Section 4 of the SER). 2. / 2; 6

3. Disburs ment for payment per(od:
line 2 x clock hours in p inent period = Disbursement for

clock hours in a ademic year payment period
(900 mi 'mum)

, 2.00
1262. )1( --- 249D

9 ©Q

Enter disbursement for payment period in line 3.
4

I

4. EXpecteoll disbur'sement = line 3 x number of payment periods in
award pejod: Enter expected disbursement in Box 4, Section Ago4 of the . _ 4.

3 to

*0



Section C: *Payment of-
Basic Grant Awards

r.

I. Eligibility for. Payment

A. Eligible Student

A student is eligible to receive a Basic Grant if he or
she:

1. Is accepted for enrollment or is enrolled in good
standing as at least' a half-time undergraduate
student at an eligible institution of higher educa-
tion;

2. Is enroll in .an" eligible program as a regular
student4a regular student is one who enrolls for
the purpose of obtaining a degree or certificate);'

3. Is maintaining satisfactory progress in his/her
course of study;
Is not in default on any National Direct Student
Loan made by that institution or oft any Guaran-
teed Student Loan received for attendanceat that
institution;

5. Does not owe a refund on. a Basic Grant, a Sup-, pleniental Grant or a State Student Incentive
Grant received, for attendance at that institution;
and

6. Is a U.S. citizen, national of permanent resident
of the United States; a citizen of the Northern
Mariana Islands, a permanent resident of; the
`Trust Territory of the Pacific Islands, or is in this
country for other than a temporary purpose.
dents who are in this country on Fl or F2 udent
visas' are, by definition, in this countrY f r a tem-
porary purpose, and therefore are 'not eligible.
The definitions of "other than a temporary' pu
pose" are given below:-

Non;citizens with permanent resident status in
the U.S. will hold either form 1-151 or form
1-551, which are "Alien Registration Receipt
Cards." These students

According to the Iminigrhtiontind Naturaliza-
tion Service, (IRS) an alien who wishes to apply
for Permanent Resident Status must meet one Of
four, requirements:
1) He or she must.be married to a citizen,
2) He or she must be married to a Lawful Permanent

Resident. '

3) He or she must be a close relative of a citizen or
permanent resident.

4) He or she must have a definite job,Offer

Approximately three monthsafter a non-immigrant
applies fot permanent resident status, an approval
notice is sent from the Immigration and Naturalization

Service hig ether or not he or she has been fOund
to meet one of the four requirements. Non-immigrants
are, considered to be in the U.S. for more than a tem-
porary purpose and intending to become a permar\ent
resident only if they can furnish an approval notice
stating that they meet one of the above four.conditions.

Either the 1-171 or the 1-464 is an apprnPriate ap-
proval notice to apply for permanent residence. Be,
cause of new INS procedures; the I-1,1 or/1,464 may
not be provided. In these cases, the applicant should
have INS erdorse his or her 1-94 (Arrival-Departure
ForM), indicating "employment authorized" and "ad-
justment applicant." This endorsement fulfills the
same requirement as an approval notice.

Refugees or immigrants who are admitted to the
United States for humanitarian reasons are eligible for
Federal student financial aid. In these cases, the appli-
cant's 1-94 must be endorsed "Conditional entrant
status" or `'indefinite parole." Southeast Asian
refugees who were admitted to the United States since'
1975 are therefore eligible. In addition, applicants
who haveteen granted asylum and have been given
voluntary departure for a period of one year are eligi-
ble.

B. Valid Studenf Eligibility

A valid SER is a complete set of 3 copies on which
an eligibility index is calculated, based on data which
is correct. Therefore, if a student submits an SER to
the school which is based on erroneous information or.
incorrect assumpticins, that SER is not a valid one.

A student may be paid retroactively for any portion
of enrollment at an institution during the
award period if he or she submits an SER to that in-
stitution no later than May 31 and is eligible for pay-
ment at the time the SER is submitted.

Deadline Dates'

Any student whose first enrollment at an institution
during an award period is on or after May 1 may sub-
mit the SER no later than June 30 and receive payment
for that enrollment. However, if the student was
enrolled at the institution any time before May 1 of the
award period, the May 31 deadline must be met.

Please note, however, that the student must subinit
the valid SER while he/she is still enrolled and eligible
for payments. A student yvho withdraws during the
year is not entitled tei any payment unless a valid SER
was submitted to the financial aid office prior to with-
drawal. .

Institutions can 'assist students in meeting this re-
quirement in a number of ways.

The first is, of course, to encourage all potentially
eligible students to apply for a Basic Grant. Many in-
stitutions require all applicants for financial Aid to sub-

°
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mit an SER prior to making any,awards for other kinds
of aid. Also, regulations governing the three campus-
based Federal programs require that the student's
eligibility for a Basic Grant be taken into consideration
in awarding aid under those programs, whether or not
the (student has applied for the.grant.

Another way schools can assist students is through
the effective use of the monthly applicant roster. These
rosters are automatically generated by the application
processing contractor and sent to all eligible post-se-
condary schools.. Included on the rosters are the names
of all applicants who indicated that they were expect-
ing to attend a particular school, the applicants' birth-
dates, social security numbers, addresses and the
status.of their most recent application records.

qnstitutional financial aid officers should carefully
review these rosters to determine that SER's have been
sub ted by those students who are eligible and are

rongly encouraged, to advise those students whose
applications are incomplete that they must make the
necessary corrections or provide the information re-
-quired to calculate their eligibility index. While it is the
student's responsibility to make sure a valid SER is
submitted to the institution, financial aid officers are
encouraged to do all they-can t.) help students fulfill
this requirefnent.

A facsimile of the monthly applicant roster is in-
cluded in Appendix.13-(2nd Appendix).

C. Enrollment in an Eligible Program on
at Least a Half-Time Basis

A student is considered to be "enrolled" when (s)he
has completed all formal registration requirements.

An Eligible program is one -which:
I. Admits as regular students only persons who -

i. Have a certificate of graduation from a se-
condary school, or who

ii. Have the recognized equivalent of a high
school diploma such as a General Educatic,-
Development (GED) Certificate, or

iii. Are :beyond the age of cornitlsory school at-
tendance in the State in which the institution is
located, and may benefit from the: education
or training offered.

2. Leads to a bachelor, associate or undergradu-
, ate professional degree,

3. Is acceptable for full credit toward a bachelor
degree, or

'4. Is at least a 1-year program leading to a certifi-
cate or degree, which prepares students for
gainful employment and leads to a certificate
or degree in a recognized ocupation.

At proprietary schools, six month programs are eligible
if they meet conditions 1 above, and if they:
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I. Lead to a cre-gree or certificate,
2. Prepare students'for gainful employment in a recog-

nized occupation, and are
3. At least 16 semester or trimester hours, or 24 quarter

hours long. of 600 clock hours long.

II. Regular and Alternate
Disbursement Systems'

There are two disbursement systems through which
a student can be paid a Basic Grant award: the Regu,;.
lar Disbursement System (RDS) and the rAlternate
Disbursement System (ADS).

The majority of students are paid their Basic Grant
awards diiectly by the schools which participate rri the
RDS. For those institutions, this Halidbook, serves as
the primary tool for understanding theNperation of the
Basic Grant program. The Handbook ifs supplemented
by perioeic letters sent to institutions throughout the
year, and by notices in the BSFA Bulletin.

If an eligible institution decides not to act as a. dis-
bursing agent for the Basic Grant Program, it is usLally
because the school has no financial aid office or such a.
small enrollment that it cannot or does not wish to act
as a disbursing agent. Eligible students enrolled in
those institutions receive their awards directly from
OE under the ADS. During the 1977-78 academic year
approximately 13,500 students at 890 institutions were
paid their awards in this way. TO receive direct pay-
ment,-the 'student, with the assistance of his or her in-
stituti in, must submit a special form. This form, "Re-
ques.: for Payment ofBEOG Awards" (OE Form 304),
collects information on the student's enrollment status
and cost of attendance. Once this form is received, the
student's 'award is calcUlated using the same process
utilized by institutions participating in the RDS and
payment is made directly to the student. Under no cir-
cumstances can payment of a student at an ADS
school be sent directly to the school.

Although the ADS provides an alter 'five for manymotive

schools which might otherwise be unab to pay Basic,
-Grants to their students, there are disadva rages to this
system. First of all, the ADS contains an extra step fo'r
the, student and payment rough this Vstem takes
longer than payment through t Regular Disburse:
ment System.

Also, the fact that payment is sent direCtly to the stu-
dent makes it difficult for the school to coordinate the
Basic Grant with other sources of financial aid.

All ADS schools annually receive a special manual
thal provides them with complete information on how
this system works. Any questforis regarding ADS
should be directly to the ADS unit in the Program

,Operations Division of the Bureau of Student Finan-
cial Assistance.



I_II. . Methods of Payment

In order to facilitate the institutional role in the dis-
bursement of Basic Grant awards to students, the in-
stitution is free to use its own system for making.stu-
dent assistance payments with the following provi-
sions:

A) Those institutions which have academic terms
such as semesters, trimesters, quarters or other similar
definable breaks in then- academic year, must make
equal- payments at least once avhe beginning of each
term. It should to noted that "equal payments" may be
rounded in order to avoid making awards of odd

'amounts. For instance, a student whose "Expected Dis-
bursement" is $435 may receive payments of $218 and
$217. Further, if an institution makes rpultiple disbur-
sements during an academic 'term or payment period,
the individual payments within the term do not
necessariI'y have to be in equal amounts. However, the
total disbursements for each academic term or pay-
ment period must be equally divided.

.

B) Institutions which do not use such academic
terms must have not less than two payment-periods per
award period. ,c,

As noted,in,the "Highlights" section on p. 4-1, the
term "payment period" has been redefined:for clock
hour schools. The new definition keys it to work done,
not to time which has passed. Thus, the school- would
determinei,the number of ck hours the studs at can
be expected to compl during the academic year.
The second payment period would not begin until the
student finished the stipulated number of hours in the
first payment period. Students who finish early get
their second diibursement early; students who finish
late get their second disbursement late. A student may
be paid eithel by check or by crediting the account
he/she has at the school. ..

-

For..each payment period, an institution may pay a
student at such times and in such installments as it
determines will besmeet the student's needs.

Only. one payment is required if a. portion of 'an
academic year occurring within one award period is
less than three months. , r,

Fiinds due a studen f9r any completed period may
be paid in one lump um.

The student's enr llment status will be-determined
according to work a ready completed.

IV.. Spacial Panent Circumstances

A. Transfer Students

Students who transfer to an eligible institution dur-
ing ari 'award period will need to 'submit a 'duplicate

t

icER to the new school. Upon receipt of the SER, the
institution will calculate the amount of the student's
award in the same manner as for any other Basic Grant
recipient. This award may have to be adjusted if the
aid officer knows that by receiving the full amount, the
student would exceed his or her entitlement.

It is important to note that it is not required for the
second school to obtain any information or documen-
tation from the first school with regard to any disburse-
ments of funds made to transfer students. However,
students must repay any amount they receive which ex-
ceeds their entitlement for an award period.

B. Consortium Agreements

A student may not receive Basic Grant payments
concurrently from more than one institution. This is
true even if the student is part-time at each institution.
The only situation in which a student can receive pay-
ment for courses taken concurrently at more than one
institution is where the institutions have a written con-
sortium agreement. A consortium agreement, can be a
blanket agreement between two scho'ols, or it can be
written for a specific case involving a specific stgdent.

Students would receive payment for the total num-
ber of hours taken at the parent school and the consor-
tium school(s). The total award must be disbursed
through the institution from. which the student is
receiving a degree. .

The definition of an eligible program specifies that
such a program must be offered by an eligible institu-
tion of postsecondary education.eThere are some in-
stitutions of higher education and, on occasion, non-
eligible institutions such as State agencies, which spon-
sor educational programs to be offered by another in-
stitution under contractual arrangenient.

Generally, for the Basic Grant Program, all schools
involved in such an arrangement would have to be
eligible. However, if no more than 25% of a- student's
total course load is taken at an ineligible school, and
the major and substantive portion is taken at the eligi-
ble institution, the student may still receive a Basic

.Grant.
For example: If a student who is enrolled in an

eligible institution takes a course in art appreciation at
a museum (an ineligible institution), he or she is con-
sidered to take the major part of his course at the eligi-
ble school and would therefore be eligible to receive
Basic Grant assistance. If on the other hand, students
receive most of their credits at the ineligible school
they would not be considered eligible to receive Basic
Grant assistance.
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C. Visiting Students

In order to be eligible to receive a Basic-Grant, a
student must be enrolled in a program leading to a
degree or certificate. Therefore, a student who is ac-
tually enrolled in a degree-granting program at one in-
stitution but is taking a semester at,,another institution
cannot be paid a Basic Grant award by the i:'istituticn
which he/she is "visiting". Only the institution at which
the student is enrolled toward a degree or certificate
may disburse the Basic Grant award.

If there is a consortium agreement between the in-
stitutions, the degree granting institution may pay a
student taking a term at another eligible institution.

It should be noted, however that when the parent in-
stitution calculates the student's cost of attendance, the
tuition, fees, room and board costs at the consortium
school would be used. The only exception to this oc-
curs when the consortium -Ichool is a foreign institu-
tion. Then the parent school uses itS own tuition, fees,
room and board costs in calculating the cost of atten-
dance.

D. Payment to Students Who Have
Completed a Program

. If an institutiod experiences a delay in the receipt of
funds, it is possible that some students may complete
their program and/or academic year prior to their
receiving' final Basic Grant awards. All eligible stu-
dents who have submitted valid Student Eligibility
Reports to the financial aid office prior to the comple-
tion of their program must be paid, even if the
academic year ended prior to receipt of funds. There
would be no violativ of regulations, inasmuch as the
student met all the requirements for payment.

E. Four-Year Limitation on Basic Grant
Eligibility

The legislation for the Basic Grant Program states
that students are generally limited to receiving four
years of Basic Grant awards. However, students may
be eligible to apply for a fifth year of Basic Grant assis-
tance if they meet either of the following two condi-
tions: (a) the student's ptogram of study was designed
by the institution to lead to a first undergraduate
degree and to be five year,s in length; or (b) the institu-
tion required enrollment in a remedial course of study
which meant the student was not able to complete the
regular program in four academic years. If a student
has not received a full year's Basic Grant award in
each of four academic years or meets either of the
above conditions, he or she is still eligible to apply for
and receive Basic Grant assistance in the 1978-79
academic year.
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If, as a result of taking remedial courses. the student
must take from one to twelve credits in the fifth year,he
or ;he has a term's worth of fifth-year eligibility. If the
stnaent must take more than twelve credits, he or she
has two terms worth of eligibility.

Of course, the half-time rule still, applies. Thus, a
student with three credits to complete Oould have to
take al least a three-credit elective in order to be eligi-
ble to receive payment.

F. Refund and Repayment

If a student receives a sic Grant (either directly or
by credit to the account)' and terminates his or her
education, the Basic ctrant may be subject to the re-
fund policy. When a Federal financial aid recipiem\ter-
minates his or her education and is due a refund fipm
the institution, a portion of the refund must be
returned to the account of appropriate Federal financial
aid programs. The purpose of -Basic Grants policy
regarding refunds is to determine what portion of the
institutional refund is to be restored to the Basic Grant
account when a student withdraws from the school.

When the student has received an overpayment due
either to institutional error or to errors irrinformation
shown on the SER, the student must repay the entire
amount of the overpayment. The, same procedures are
used to collect all types of repayments. Procedures for
collecting repayments are discussed in Section H.

I
1. Refund

All institutions ar, required to reduce to writing
their policy regardirig refunds to 'students who with-
draw or fail to pursue their course of study. When the
institution determines that the student is due a refund,
the amount of that refund Which is to be restored to the
Basic Grant account must be computed.

Since every institution's refund policy is different and
since the result of any refund formula may depend
upon the institution's financial aid disbursement pro-
cedures and the composition of the student's financial
aid package, there has been some controversy regarding
the development of a concise formula for attribution of
refunds to various aid sources which can be applied
consistently to all students. Regulations regarding re-
funds are currently being.developed which will take
into account the relationship among the various ele-
ments in the student's financial aid package and will
ensure that students whose total institutional charges
are met through financial aid,are not given cash refunds.
(See FEDERAL REGISTER, August 10, 1978)

However, in the interim, the Basic Grant policy is
that if a Basic Grant recipient is due a refund, a por-
tion of that refund must be restored to the Basic Grant
account. That portion should be in the same ratio to
the total amount of the refund as the disbursed Basic
Grant is to the cost of education for the remainder of



the payment period. The amount to be restored to the
Pasic Grant account can be obtained by using the
following formula:

Student refund x Disbursed BEOG = Refund
to BEOG account Cost of Atten- t o

dance BEOG
Ac-
count

For example: A student with a zero index enrolls
full-time at a school wheje the tuition and fees are
$1,300 per year (5650 per semester). The student
lives at home, so the standard room, board, book, sup-
ply and miscellaneous ' :xpense allowances of $1,500
per year ($750 pet semester) would be used to arrive at
a cost of attendance of $2,800 per year ($1,400 per
semester). He is thereforq entitled to a Basic Grant
award of $706 per semeset.

beAt the beginning of th irst semester, $650 is cred-
ited to his account at the school, and he receives a
check for a balance of $56. Shortly afterward, he with-
draws and is entitled to a 40% refund of his $650 tui-
tion, or $206.

Using these figures in the formula above, the amount
to be restored to the Basic Grant account would be
computed as follows:
x 1400

260 x 706 = 131.11

Bear in mind that the student has signed an affidavit
stating that all Basic Grant funds will be used fc:r
education?1 expenses. so no additional cash payments
should be made to student who withdraws.

2. Repayment

Because Basic Grant funds must be used solely for
educational purposes, if the student receives a cash
disbursement and then withdraws from school after the
refund period he or she may have to repay some of the
cash disbursement. The school must determine what
portion of the Basic Grant disbursement can be at-
tributed to the student's cost of attendance and return
the rest to the Basic Grant account.

If student has received financial aid from several
Federal 'sources, the amounts to be returned to each
account should be proportionately equal. (See
FEDERAL REGISTER, August 10, 1978)

G. Responsibility of the Institution in
Makirig Payments of Basic Grant Awards

. r
1. Packaging of Basic Grants with Other.

Financial Aid Resources

The amount of a student's Basic Grant may never be
adjusted to take other financial aid into account. We
are aware that there are some circumstances in which

4 Li

students may receive Basic Grants in addition to
scholarships or grants over which the financial aid
office has no control. Although the student may be
overawarded in this situation, the entitlement concept
behind the Basic Grant program prohibits adjusting
the Basic Grant award.

Where the financial aid is administered and con-
trolled by the school, it is the financial aid officer's
responsibility to make any necessary adjustments in
the other aid awarded to the student to avoid over-
awarding.

In making these adjustments there are a number of
points to be considered.

Generally. the only time when such adjustments in
other financial aid awards are necessary is when the
total financial aid resources exceed the students total
need as computed by the school.

If the student's aid package includes a loan, and the
package must be adjusted to avoid an overaward, his
or her Basic Grant may not be used to pay back the
loan since the use of Basi'.. Grant funds for that pur-
pos does not constitute an educational expense.
Therefore, even if a student is willing to authorize the
application of his or her Basic Grant to repay the loan,
it is not permissible. Rather, the amount of the loan it-
self should be reduced.

Further information on overawarding can be found
in Chapter 4 of this Handbook.

2. Overpayment of a Basic Grant Award

' An overpayment is any amount paid to a. student
which is in excess of what that student is entitled to
receive. A payment of a Basic Grant award to an in-
eligible student is one type of overpayment. Another
type of overpayment is a Basic Grant award which is
taken incorrectly from the Payment Schedule.

Unless the institution has direct knowledge to the
contrary, it is entitled to rely on information provided
by the student in making a finding on student
eligibility. If the institution does have knowledge that
the student has submitted incorrect information to
them and may have received an overpayment, it should
follow the validation procedures outlined in Section C
of this Chapter.

While it is expected that the institution will make ev-
ery reasonable effort assist the. Commissioner in
recovering any overpayment which may occur, the in-
stitution will assume no responsibility for any non -
recovered funds unless the overpayment was made in a
manner cona..1.ictory to the regulations and. other in-
structions issued by the Commissioner.

H. Collection of Overpayments

The procedures for the collection of overpayments
are designed to complement the validation pro-
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cedures. Any case involving the overpayment of Basic
Grant funds, with the exception of cases in which over-
payments were made as a result of institutional error,
will be handled under this collection effort.

Under current regulations, institutions may but are
not required to recover overpayments of Basic Grant
awards. The regulations state that an institution is not
liable for any overpayments which are not recovered,
unless the overpayments were made as a result of in-
stitutional error. For purposes of this collection effort,
if the institution has established that an overpayment
has been made, it is strongly encouraged to contact the
student and request repayment. If an institution (-1n

,collect, it is urged to do so. It is suggested that a
reasonable payment plan, be established with the stu-
dent, or, if appropriate, award adjustments be made
for awards that are within the award period. If, as a
result of institutional effort, the overpayment is
restored, no further action is necessary other than
reporting this as a recovery on the Progress Report.

However, in cases where the institution has
established a repayment plan and the student does not
make payments or discontinues payments before the
amount due is paid in full, the case must be referred to
the. Office of Education for follow-up and resolution.
If the institution,- after establishing that an overpay-
ment has been made, is unable to contact the student
or the student is uncooperative, the institution must
report the case to the Office of Education for follow-up
and resolution. Upon referral of the case the institution
is no longer liable for the overpayment.

In reporting these cases to the Office of Education,
the institution should provide the following informa-
tion:

I. Applicant- Information
Name
Address
Social Security Number
Telephone Number

2. Parent/Spouse Information
Name
Addresi
Social Security Number
Telephone Number

3. Student's Expected Disbursement Based on
Valid*SER
Amount Disbursed
Any Repayments to date
Amount Still Owed

4. Student Eligibility Index
Student Educational Cost
Institutional Contact
Institutional Telephone Number

All cases requiring recovery of overpayments should
be reported to the following address:

Basic Grant Program
U.S. Office of Education
P.O. Box 34927
Washington, D.C. 20034
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In all cases where overpayments other than those
due to institutional error have been established, the in-
situation must withhold payment until the student's fi-
nancial obligations ha4 been met as described below.

Upon receipt of the above requested information,
the following actions will be taken by the Office of
Education:

1. All reports will be screened to determine if suffi-
cient information has been provided to initiate collec-
tion activity by this office. In certain cases this may in-
volve a follow-up phone call to the financial aid office.

2. Once sufficient information has been obtained, a
letter indicating that recovery activities have been initi-
ated 1.'y the Office of Education will be sent to the in-
stitution.

3. Simultaneously, a letter requesting repayment of
all Basic Grant funds to which he/she was not entitled
will be sent to the student.

4. Upon final resolution of the case, a letter indicat-
ing final resolution and, where appropriate, releasing
payment for the remaining payment period(s) will be
sent to the institution.

A sample letter identifying an overpayment recovery
case follows:

Basic Grant Program
U.S. Office of Education
P.O. Box 34927
Washington, D.C. 20034

Dear Sirs:

,
In accordance with your recent Dear Colleague let-

ter, which described procpdures for the recovery of
overpayments, we are submitting relevant information
about the following student for follow-up by the Office
of Education. We have attempted to contact him/her
concerning repayment of Basic Grant money for which
he/she was ineligible, but have received no (further)
payments.

I. Student: Ms. Robin Robinson
123 -B College Street
University City, U.S. 00101
SSN 987-65-4321
Telephone: (999) 000-9999

2. Parents: Mr. and Mrs. Robert Robinson
245 Miscellaneous Avenue
Big Apple, U.S. 00110
SSN 001-00-0100
Telephone: (888) 111-7777

3. Student Expected Disbursement Based on Valid
SER - $1,029
Amount Disbursed - $765
Total of Repayments to Date - $0
Amount Still Owed - $765

4. Student Eligibility Index - 45
Student Educational Cost - $2,875
Institutional Contact - John Jones,



Financial Aid Officer
Institutional Telephone Numttgr (555) 222-2222

If you have any question about this case or require
further information, I will be of assistance.
Sincerely,

Section D: Validation
The effectiveness of the Federal student financial

aid programs depends, in large part, on the accuracy of
data reported by applicants.

For the past three academic years, OE has been
centrally validating a small sample of BEOG appliea-
tiofis. A number of studies were conducted using the
data collected from this effort. A Corrections Analysis
Study was also performed to determine the extent to
which corrections impact on the students' eligibility
and the characteristics of the applicants who submit
corrections. Based on the results of these studies, it
was determined that the validation procedures needed
to be changed.

Therefore, for the 1978-79 academic year the
validation effort will be conducted on the institutional
level. Approicimately 200,000. students. (less than 10%
of a projected 2.7 million 1978-79 eligible applicants)
will be selected for verification of the information
reported on their BEOG applications.

Procedures for the validation activity were an-
nounced in the Validatid'n Procedures Handbook
dated March 15, 1978. Since that time we have
received comments on these procedures from the fi-
nancial aid community and have significantly
modified the procedures. The following changes
should be recorded in the Validation Procedures
Handbook.

A. No Validation of Non-Taxable Income or
Veteran's Benefits

The first revision is that students will not be required
to supply documents to verify non = taxable income and
veteran's benefits as part of the OE validation pro-
cedures. The validation of these items will be optional.
Institutions are, of course, encouraged to request these
documents when appropriate, and may, as with all op-
tional data eleinents, withhold payment until the
validation is completed. However, this procedure must
be applied consistently that is, if an institution
chooses to validate any optional data item on an SER,
and withhold payment from the student, payment must
be,withheld from all students for whom they choose to
validate optional data items. Of course, any time the
institution has discovered a discrepancy betwedn the
SER and other financial aid documents, the institution

must withhold payment until the discrepancy is
resolved.

The validation form as printed in the Handbook will
be revised to delete these data elements and will be
distributed as soon as printed. This form does not have
to be used if similar documentation is available which
verifies the information on the SER on which payment
was disbursed. All documents must be maintained in
the student's file for audit and program review pur-
poses. The required and optional data elements are
listed below:

Required Data Eleme'ift

Adjusted Gross Income

Federal Income Taxes Paid

Household Size
No. in Post-High
Dependency Status

Optional Data Element

Non-taxable Income

Verteran's Benefits

MedicailDental Expenses
Casualty/Theft Losses

Applicant's/Parent's
Savings

Document to Verify

Federal Income Tax Return
Form 1040 or 1040A or
Puerto Rican Tax Form

Federal Income Tax Return
Form 1040 or 1040A-or
Puerto Rican Tax Return

Validation Form or other
similar document

Document to Verify

Statements from the administer-
ing agency

Statement from Veteran's Ad-
ministration or VA Cycle Report,

Federal Income Tax Return
Form 1040 or 1040A or
Puerto Rican Tax Return

Bank Statements

2. Optional Institutional Award Calculations.

The second revision ,involves the tolerance levels,
and is outlined in detail below.

A. Discrepancy of $50 or less:
If.there is a discrepancy of $50 or less between the

documentation and the SER, the institution will dis-
burse payment-based on that Eligibility Index and the
student will not be required to correct the SER.

B. Discrepancy of more than $50 and award-will
not differ by more than $1Q0:

If there is a discrepancy of more than $50 between
the documentation and the SER, the student must cor-
rect, the SER. However, the institution may at its op-
tion, perform the following steps and disburse payment
to the student.
. recalculate preliminary Eligibility Index based on

the verified information,
. determine award amounts from payment schedule

based on Eligibility Index.
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If award amounts differ by $100 or less, and the stu-
dent is otherwise eligible:

disburse first payment based on preliminary
Eligibility Index.

. instruct student (and parent) to correct SER to Nall-
dated amounts, Toward to Basic Grant processor in
Iowa City, receive reprocessed SER, and submit to
financial aid officer.

. receive reprocessed SER and recalculate award.
adjust second award, if necessary.
If the student does not present a reprocessed SER

within the academic year or 90 days thereafter, the in-
stitution will not be liable if (1) the second payment
was not disbursed, and (2) the preliminary Eligibility
Index was calculated correctly. (If the Eligibility Index
was calcualted incorrectly but the correct calculation is
within $100 of the old award amount, no institutional
liability will be assessed.) The student who does not
present a reprocessed SER within the academic year or
90 days thereafter, will be liable, to the Government fo'r
the full amount disbursed. In this case, if the institution
erred in its calculation then the institution will be liable
for only the amount of the disbursement which was
over - awarded to the student because the eligibility in-
dex was miscalculated. The student will then be held
liable for the difference. If the student who received
payment based on a preliminary Eligibility Index
drops out of school] he/she must present the processed
SER no later than 90 days after the end of that term, or
repay the entire amount he/she received.

C. Discrepancy of more than $50 and award will
differ by more than $100 -

If the award amounts differ by more than $100, no
payment may be disbursed until the applicant presents
a processed SER (which agrees with the validated
amounts).

tInstitutions may do a prelim i
nary Eligibility Index

recalculation to determine whether they may disburse
payment to students who fall into Category B.
However, in order to ensure consistency of treatment,
if an institution chooses to exercise this option they
must exercise it for all students being validated.

If the institution does not choose to exercise the
$100 award tolerance and there is a discrepancy
greater than $50, the applicant must present a pro-
cesGed SER (which agrees with the validated amounts)
before any payment for 1978-79 may be disbursed.

3. Certification of Independent Status

We are all concerned about the potential for stu-
dents misreporting their dependency status on their
Basic Grant applications. Obvioqly, we would like the
request for parental certification\ to be as strong as
possible to foster heightened awarenbss by applicants
of the need to accurately report their status and to cor-
rect cases of misreporting. Of course, any time that an
independent applicant requests information regarding
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parental certification, or is not able to obtain a paren-
tal signature, you should notify the applicant that the
award cannot be withheld if all other validation re-
quirements have been met.

Section E: Institutional
Reporting and Fiscal
Operations

I. Overview

(1-1I rfolowing table represents the major steps in the
total 'System for allodating Basic Grant funds to par-
ticipating institutions, monitoring their disbursements
to students, and providing reporting information for
the program. The first two steps will generally occur
only once for each institution, while the steps that
follow will occur during each year of the program,

Steps

1. Establish Eligibility
2. Sign and return terms of Agreement
3. Receive Initial Authorization
4! Request funds from DFAFS
5. Submit October Progress Report
6. Receive revised Authorization Ceil-

ing
7. Request funds from DFAFS
8, Submit February Progress Report
9. Receive revised Authorization Ceil-

ing
10. Request funds from DFAFS
11, Submit June Progress Report
12. Receive Final Authorization
k5. Receive Student Validation Roster
141 Submit Validated Student Roster

II. Funding Process

A. Eligibility

Flow °frig/
One time only
One time only
Annually
.Monthly, or as Needed
Annually

Annually
Monthly or as Needed
Annually

Annually
Monthly or as Needed
Annually
Annually
Annually
Annually

Eligibility for the Basic Grant Program is based on
legislatively prescribed criteria. The determination of
the eligibility of individual institutions for Basic grants
is established through the Division of Eligibility and
Agency Evaluation (DEAE) in the Bureau of Higher

`and Continuing Education, U.S. Office of Education.
If an institution becomes eligible during an award
period, an eligible student enrolled and attending that
institution will be eligible to receive a Basic Grant for
the payment Period during which the institution be-
came eligible and for any subsequent payment period.

If an institution loses its eligibility fo any reason
while in the program, eligibility must be reestablished
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through that Division.
If an institution becomes ineligible during an award

acteperiod, an eligible s nt who is enrolled and attend-
ing that institutio will be paid a Basic Grant for only
the payment peridd in which the institution became in-
ligible. In addition, an eligible student, who has
received a Basic Grant or to whom a commitment has
been made before the effective date of termination of
the 1 Istitution!s eligibility, will be paid a Basic Grant
for the payment period in which the institution became
ineligible. ,

.

A commitment of a Basic Grant to a student is made
when a student, who is enrolled in and attending an in-
stitution, submits a valid Student Eligibility Report to
the institution, or to the Commissioner if the institution
participates in the program under the Alternate Dis-
bursement System. ,

B. Terms of Agreement

The Terms of Agreement between the institution and
the Office of Education establishes the institution's
participation in the Basic Grant Program. Once the
Agreement has been signed and a copy returned to
Basic Grants, an authorization ceiling will be
established and that institution will be authorized to
disburse funds to its Basic Grant recipients. The in-
stitution is required to operate under the conditions of
the Terms of Agreement as established and signed. If
any change in the terms is necessary, the previous
agreement is void and a new Agreement, with concur-
rence of all relevant branches or institutions, must be
signed.

When the institution changes 'ownership, the pre-
vious terms of agreement is void and the institution's
eligibility must .be reconfirmed by the Division of
Eligibility and Agency Evaluation (DEAE) and no
further Basic Grant Awards may be made by the in-
stitution until:

1. The institution's eligibility has been reconfirmed by
DEAE, based upon a statement from the new owner
assuming responsibility for all Basic Grant funds pre
viously awarded to the institution.

2. A.Terms of Agreement has been signed by the
new owner.
3. An audit of the institution's Basic Grant accounts
has been performed.
After all of these steps have been taken and the

results have been approved the new owner will receive
written authorization to make Basic Grant awards.

C. Authorization Ceiling

-- At the beginning of each award period, each institu-
tion that has a valid signed Agreement on file with the
Office of Education will receive an initial authorization

ceiling against which that institution can draw funds
for the award period. The initial ceiling level will be an
estimate of the funds required to make payments to
students for the first scheduled student payment and is
automatically generated by Basic Grants by means of a
formula. The authorization ceiling will be revised by
means of the Progress Report, which iE scheduled to be
submitted to the Office of Education by the institution
three times during the award period. The Progress
Report will make possible the required adjustments in
the institution's ceiling by reporting information con-
cerning actual expenditures to date and estimated ex-
penditures for the remainder of the year. It is impor;
cant to note that participating institutions will receive
all of the funds necessary to make awards to the eligi-
ble students enrolled in their school who have submit-
ted valid Student Eligibility Reports.

D. NIH/DFAFS Payment Procedures

1. Overview

The payment of funds to individual institutions will
be accomplished by. means of the Departmental
Federal Assistance Financing System (DFAFS) of the
National Institutes of Health (NIH). Procedures and
requirenients of the DFAFS will be provided to. institu-
tions by NIH.

The first step in receiving funds is the institutional
receipt of an official Authorization Letter from the
Office of Education. This letter will provide an
authorization- ceiling for purposes of the Basic Educa-
tional Opportunity Grant Program. A copy of the trans-
action' will be sent to the Office of Financial Manage:,
ment, DFAFS, to serve as the final ceiling against
which the institution will be able' to draw funds.
DFAFS will utilize one of two methods for providing
Basic Grant funds to an institution: the.Lettefof Credit
or Cash Request System.

2. Letter of Credit System

The Letter of Credit method allows the i, stitution to
draw funds, up to the ceiling amount, from the Federal
Reserve System through a local commercial or Federal
Reserve Bank. This procedure is established through a
special arrangement with DFAFS.

3. Cash Request System

The Cash Request System, which is the procedure
normally used, permits the institution to draw funds,
up to thetceiling amount; on a monthly basis. Institu-
tions using this procedure submit a Grantee's Monthly
Cash Request form ttcr DFAFS for funds to cover esti-
mated cash expenditures. Upon receipt of this form,
DFAFS will schedule a _pa_yment4U.S.Treasury
Check) to reach the institution during the first week of
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the month for which cash is requested. Each calendar
quarter, the institution submits a Grantee Quarterly

port of Expenditures and a Cash Reconciliation
Statement to DFAFS indicating total funds expended
during the quarter and the cash balance on hand.

affective Operation of DFAFS

In order for DFAFS to effectively meet institutional
requests for funds, several points should be made:

a. Funds may be requested only after the institution
has received an Official Authorization Letter, and
then only to meet current disbursements.
b. Institutions must request funds ,heeded for pay-
ments to students; DFAFS will not make advances of
funds automatically.
c., Monthly requests for cash will be for the sum
total of cash deeded for the month for all grants and
programs that are administered under the DFAFS,
and not only for the Basic Grant Program.
d. The amount of each cash request must not ex-
ceed the net. amount of the combined grant
authorization remaining after deduction of all pre-
vious monthly checks received by the institution.
If these procedures are not followed, the institu-

tion's request for funds will be significantly delayed.
Any questions regarding payment of funds through
DFAFS should be directed to:

Federal Assistance Financ; 1 Branch
5600 Fisher Lane
c/o Rockikall Bldg.
Room 833
Rockville, Maryland 20857

Tel: (301) 443-1200

NOTE: Additional copies of the Monthly Cash Re-
quest forth should be requested directly from
DFAFS

Ill. Reporting Process

A.1 Progress Report

The Progress Report is the mechanism through
which the initial Basic Grant Ceiling authorization
may be adjusted during the year. It will allow for ad-
justments that would reflect the actual as well as ex-
pected demand for funds at a particular institution.
The Progress Report is scheduled `to be subinitted

'three times during:the year, reflecting activity as of Oc-
tober 3l, February 28, and e.lune 30. The Reports ar
scheduled to be submitted within l'days after the end,
of each reporting period.

There may be times when an institution will,need to
adjust its authOrization amount between scheduled
reporting dates. This would occur when the institution
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does not have s fficient monies to meet the demands
for Basic Gr funds and cannot wait until the next
scheduled sporting date for an authorization adjust-
ment. In these situations, the institution may submit an
Ad Hoc Progress ,Report. Before submitting an Ad
Hoc Report, there are several things which should be
kept in mind.

First, if it is within 30 days of the next scheduled
reporting date, the regular Progress Report should
simply be submitted early. If it is more than 30, days
before the next reporting date, the institution should
be sure to indicate that it is an Ad Hoc Report. Se-
condly, unless an Ad Hoc Report is submitted prior to
October 31, it should reflect actual expenditures to
date and estimated demand to October 31. Finally, in
submitting an Ad Hoc Report, the institution must
comply with all of the procedures outlined below for
submission of Progress Report.

Each Progress Report should reflect the best esti-
mate of additional funds needed for current and addi-
tional recipients for the remainder of the academic
year, as well as actual expenditures to date for current
recipients. An' over-estimate could be found to be an
unreasonable ,request based on information available
to Basic Grants. Unreasonable requests will signifi-
cantly delay. authorizing ceiling adjustments. With
each Progress Report, the Student Eligibility Reports
(SER's) received to that date must be submitted.
Reporting errors will cause the entire Progress Report
to be in error or generate an assumption on the part of
the. Office of Education based on information availa-
ble to the Basic Grant Program. Either condition will
significantly delay the institution's request for an ad-
justment in the authorization ceiling.

- While there are comprehensive instructions accom-
panying the Progress Report forms, there are several
items which may require special attention. We haVe
explained each of these special items below. We also
have'indicated those items which are considered error
condition items, assumption condition items or
unreasonable condition items. An error condition item
is one which must be correct, or the Report cannot be
processed. Reports with an error in these items will be
put on an error file, and the institution will be con-
tacted to correct the item. Processing will be delayed
until the error is corrected. An assumption condition
item is one about which an assumption will be made in
processing. For example, if an error in addition or
subtraction is made, the correct sum will be assumed,
rather than the incorrect amount entered on the
Report. This type of error results in a slight delay in
processing the Progress Report. An unreasonable con-
dition is one where entries which are not within certain
,limits cannot be accepted. Processing will not continue
until discrepancies in amounts reported in unreason-
able condition items are resolved.

Many of the assumption condition items are ones for
which information is already available in our data
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bank. Therefore, we are preprinting some of the items
on the Progress Report before the forms are mailed to
the schools. Some of the items which may be pre-
printed include the BEOG ID Number, the EIN num-
ber, the institution's name and address, all informat(on
in Section II (this will not be preprinted on the first
Progress Report for each academic year), the current
OE authorization and the number of SER's submitted
to date. If any of the pre-printed information is incor-
rect, the institution should simply make corrections
when the next Report is submitted by drawing a line
through the incorrect information and writing the cor-
rect information above it.

Section I
Items I and 2, BEOG ID No. and EIN No., are

preprinted and should be changed only if the institu-
.tion.believes them to be incorrect. Correct by penciling
a lirie through the incorrect item and inserting the new
number near it (error condition. item).

Item 3: REPORT FOR: Check only one bctx (er-
ror condition item).

Item 4: INSTITUTION NAME AND AD-
DRESS: Institutions should be sure to check the box
and insertthe correct name and address if it differs
from the pre-printed name and address. (An institution
which has moved or changed its name must reconfirm
its eligibility through DEAE).

Items 5, 6, and 7: OFFICIAL RESPONSIBLE
FOR THIS PROGRESS REPORT: If these items
are illegible, the Report will be returned.

Item 10: SIGNATURE: If the report is not
signed, it will not be processed.

Section 11

The institution should check and correct the infor-
mation in this section, if necessary, by penciling a line
through the incorrect information and inserting -..the
correct information near it.

Section III
Item 19: GROSS El=".PENDITURES: Enter the

cumulative amount of Basic Grant Funds paid out or
credited to stUdent.accounts for the current acaderrtic
year. If the initial authorization is not Sufficient to pay
students who have already submitted SER's, the in-
stitution should. contact the Disbursement unit of the
Funding and Disbursement Branch of the Branch of
the. Basic Grant Office of Washington (error condition
item).

NOTE: Enter dollars only. DO NOT show cents.

Item 20: LESS RECOVERIES: Enter, the total
amount of funds recovered from Basic Grant reci-
pients to the date of the Report. Such recoveries would
include funds restored to the Basic Grant account at
the institution for (1) student withdrawals or termina-
tions which result in creditLto_thei3asic_Grant_account
or (2) overpay ents restored by the institution (error

condition item).
NOTE: Enter dollars only.. DO NOT show cents.

Item 22: AMOUNT FOR 'PRESENT RECI-
PIENTS: Enter total funds necessary, less those
already expended, to make additional payments to
student recipients currently enrolled and receiving .

Basic Grant funds at the institution for remainder of
the academic year (Unreasonable condition item).

Item 23: AMOUNT FOR ADDITIONAL RECI-
PIENTS: This estimate should reflect as accurately
as possible the number of additional students, not ac-
counted for in item 19, expected to qualify for Basic
-Grant assistance for the academic year, and the
amount of funds necessary to cover these students. It
should be kept in mind in making this estimate th y iz
many cases these students may not be enrolled for a
full academic year (unreasonable conditon item).
NOTE: Enter dollars only. DO NOT show cents.

Item 24: TOTAL ESTIMATED EXPEN-
DITURES: Enter the total of 21A + 22A + 23AA
(assumption condition item.) Enter,' total, recipients.
This will be one of the key items in determining the in-
stitution's need for additional Basic Grant Funds.
NOTE: Enter dollars only. DO NOT show cents.

Item 25: CURRENT OE APPROVED
AUTHORIZATION If the preprinted information
differs from the institution's information, place a pen-
ciled line through the incorrect figure and put the cor-
rect information just to the left of the item.
NOTE: Enter dollars only . DO NOT show cents.

Item 26: AUTHORIZATION ADJUST-1
MENT: Subtract information on line 25 from line 24
and enter the result. Circle + or - to indicate whether
this amount is an increase or decrease in the current
authorization amount..

Item 27: dNUMBER OF STUDENT
ELIGIBILITY REPORTS PREVIOUSLY SCBMIT-
TED: Enter the total number SER'ssubmitted prior
to this Report.

Item 28; NUMBER OF STUDENT
ELIGIBILITY REPORTS SUBMITTED WITH
THIS REPORT: Enter the number of SER's submit-
ted with this Report.

Item 29: TOTAL NUMBER OF STUDENT.
ELIGIBILITY REPORTS SUBMITTED: Enter the
Total number of SER's submitted (previous plus cur :.
rent). This number cannot be less than indicated for
Gross Recipients. This number may exceed the num-
ber reported for Gross Recipients if corrected SER's
have been brought in by students. (error condition
item.)
For further information, see the copy of the Progress
Report and instructions in Appendix B-III.
NOTE: AT THE BEGINNING OF EACH FISCAL
YEAR, ALL INSTITUTIONS WILL RECEIVE
ONE COPY OF THE PROGRESS REPORT (OE
Form 255-3). AN ADDITIONAL COPY OF THE
PROGRESS REPORT WILL BE INCLUDED WITH
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EACH SUBSEQUENT ADJUSTED A UTHORIZA-.
TION.

IV. Student Validation Roster

In addition to the Progress Reports, the Office of
Education will prepare a Student Validation Foster
based on the SER's received from the institutions. This
document will be genel-ated after the end of each fiscal
year and mailed to each °institution that made Basic
Grant awards during thatfdcal year. Institutions are
expected to verify each student recipient's status and
the actual amount paid to the student, and to retuxt
the roster to the Office of Education. This informatiorT,
when compared with Progress Report data and ac-
tual institutional accountinvlata, will serve to recon-
cile each school's Basic Grant account at the end of the
year. Both the June 30 Progress Report (BEOG final
report of expenditures), which is reconcilable with the
Student Validation Roster, and the Final Report of
Expenditures to NIH/DFAFS must include the same
dollar amount expended for Basic Grants. The Roster
Ai) serves-to monitor the status of individual student
award recipients, including the amount of individual
student award recipients, and the amount of the
"eligibility" that has been used.

The following instructions should assist the, institu-
tion in completing the Validation Roster. A sample
Validation Roster can be found in Appendix B-II.

Section 1
In Section I, one or three lines have been printed for

each BEOG award recipient. For purposes of iden-
tification, the student name, s'oci2 I security number,
date of birth, and-transaction number as indicated on
the Student Eligibility Report (SER) have been pro-
vided. The Roster is prepared ascending student
name order for convenience of file rdference. Prior to
completing Section I, the Roster Reconciliation
Worksheet (Section III) should be reviewed so that all
required totals can be accumulated in conjunction with
entering the Section I data. A sample worksheet to ac-
cumulate theie figures is shown in the instruction for
Section III.

Single Line Entry

The primary purpose of a single line entry on his
report is to obtain the total disbursement of the BEOG
funds to each student. To accomplish this, space is
provided on the right side of each line for entry of one
of the three types of validation information. The
validation is accomplished by the following:

"I) Determine whether the student was enrolled at
your institution (i.e., a SER was submitted to USOE
by your inititution for this student). If you have Na
record of the student enrolling at your institution,
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enter "NR" under "Status". Enter the "Expected
Disbursement" shown in (A) on your Preliminary
Reconciliation Worksheet. No further action is re-
quired.
2) 15,you.kl......,ibmitted a SER to USOE for the student,
compare the 'Expected Disbursement" printed on
the Roster to the amount of BEOG funds disbursed.

a) If these two figures are equal, enter a check
mark in the small box under the heading "Total
Disbursement".
b) If these two figures are not equal, enter the
amount of BEOG funds disbursed in the larger
box under the "Total Disbursement". Enter the
Expected Disbursement, shown in (c) and the
TOtai Disbursement entered on your Preliminary
Reconciliation Worksheet in (d).
c) If the student withdrew prior to payment of any
BEOG funds or refunded all BEOG funds
received, enter 'zero in the larger box under the
heading "Total Disbursement".

3) Determine if deletions are required for any in-
dividual students who appear more than once on the
Roster.

a) If the social security number, name transaction
number, scheduled BEOG award and institution
attended are identical, enter "Delete" beside, the
entry (ies) you wish to have removed from your
Roster. Enter the "Expected Disbursement"
shown in (B) on the Preliminary Reconciliation
Worksheet. Do not use the "Delete" designation
for students who you have No Record since these
studenti require special processing by USOE and
must not be deleted.
b) If funds were paid to. .the student under more
than one SER Transaction number or Eligibility
Index, validate each entry on the Rosterdaccord-

. ing to the instructions in (2) above. The sum of the
Total Disbursement amount for all entries for one
student should not exceed the highest Ehected
Disbuisement. Include the number oesuch multi-
ple entries in the non-duplicate extra record count
(F) on the Preliminary Reconciliation Worksheet.

Please exercise one of the options described above
to confirm the validation status of each student listed
on the Roster.

For each award recipient, we have also provided- some
Of the key data fields from the SER. If, in the pro-
cess of reviewing that section of t1A report, you should
discover an error in one or more these fields, please
make corrections by crossing out the field in error and
entering the correct information above the erroneous
data. This is parti'cularly important for students whose
Expected' Disbursement was recalculated -after sub-
mission of the SER due to a change in the factors
affecting this field. This will assist us in maintaining
and reporting accurate intbrmation regarding BEOG

award recipients.
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Three Line Entry .

A three line entry on theValidation Roster for an in-
dividual student designatesqhose BEOG award reci-
pients for whom discrepancies were detected in the
data supplied on the Student Eligibility Report (SER).
Because of these inconsistencies, we have made cer-
tain'assuMptions about the data elements found to be
in error. These assumptions have been made in an
effort to facilitate the correction process.

We realize that-some of the assumptions may be due
to processing errors as well as errors made in the
reporting of data on the SER's. In addition, the
assumptions may lead to further erroneous conditions.,
For this reason, we would appreciate a careful review
of each assumption made and submission of correc-
tions when necessary.

The first function to be performed is to validate the
total disbursement of BEOG funds to each student.
Please follow the validation instructions provided
above for the single line entry. When completing the
Total Disbursement field, use the Expected Disburse-
ment shown on the second line to determine the ap -'
propriate entry. Please be certain to take one of the acz
tions described for each student listed on the Report.

Careful review of each of the assumptions made on
. the data reported to USOE on the Student Eligibility

Report is important. 7/
Section II

Check the appropriate box if you doldo not have any
additional SER's to submit with the ValidatitmRoster.
If you do, enter the number of SER's you are submit-
ting and the sum of the Total Disburseinent from these,
SER's in the space provided in (E) on your Preliminary
ReconcilatiOn Worksheet. After_sampleting Section
III, and IV if needed, according to the instructions
below, sign the Validation Roster, enter your title, and
mail to OE. If the Validation Roster is unsigned, it will
be returned to the institution.

-Section 111
The Roster Reconciliation Worksheet has been

designed to assist you in recOnciling disbursements to
individual students, as reported in Section I, to the
summary expeediture and recipient count data
reported on your latest Progress Report.

As Section I is completed, the figures indicated on
the Preliminary Reconciliation Worksheet should be
accumulated: These totals should then be posted to

'Section III as follows:
1. Add dollar total for (A), (B), (C), and enter sum
in III-A line 2.
2. Enter (D) in III-A Line 4.
3. Enter (E) in III-A Line 5.
4. Enter student count in (A) in III-B Line -2A.
5. Enter student count in (B) III-B, Line 2B.
6. Enter student count in (E) in III-B, Line 5s
7. Enter (F) in III-B, Line 7.
Important: If (D) includes a disbursement to any,

student in excess of the Expected Disbursement as

show4-or as corrected, on the ROster, attach a, letter
explaining how' the overpayment(s) occurred and
deperibing any steps being taken to recover the excess
awards.

After posting the figures above, follow the instrus- r
,,tions on the Roster Reconciliation Worksheet. To
facilitate completion of this Section, the ciculations
for the Total Expected Disbursement and the number
of students shown on the Roster are computer-printed
for -your convenience.

The results of Section III will determine if you need
to file a revised June 30 Progress Report to reconcile
your account.' Should you need assistance in complet-
ing the Preliminary Reconciliation worksheet or Sec-
tion III, contact your area representative. Your
cooperation in this important part of the fiscal control
requirements of the Basic Grant Program will expedite
completion of the 'processing cycle for this academic
year for your institution and perinit prompt prepara-
tion of your final Authorization Letter and Roster.
Preliminary Recdnciliation Worksheet

(A) (B) (C)

Expected Disburse-
ment Shown. on
Roster for N12. Stu-
dents

TotalS=

5.tyf NR's

(D)

Total Disbursemek
for Students
Receiving Amt.
Other than ED show
on Roster
Total$=

Expected Disburse- Expected Disburse-
ment ShOwn on ment Shown on
Rosfer DupTi- --Roster for Students
cates Being Dented Receilling Amounts

Other than ED
Shown

Total$=

# of Deletes=

. (E)

Total Disbursement
for Students Not
A;ppealing on
Roster

Total$=
# of Adds=

Total$=

(F)

Count of. Extra
(Non-Duplicate)
SER's on Roster

SECTION IV INSTRUCTIONS
In the event that a revised June 30 Progress Report

is'needed in order to reconcile your account, Section
IV provides a Progress Report facsimile to allow you
to make any changes that were not made when filing
your original June 30 Progress Report. Please use the
same instructions that were used when completing
your progrev Reports.
NOTE: If you have not filed a June 30 Progress,
Report, you should use Section IV to do so at this
time,
Progress Report Faciimile
Line 19: Gross' Expenditures

keport the total amount disbursed to BEOG reci-
pients in (A); report the total number of recipients
receiving BEOG funds in (B). Tate recipient count
must be the same, as Section III B-Line 8, i.e., the nuns -.
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ber of un-duplicated students on the ,Roster.
Line 20: Less Recoveries

Report the Cot I amount of BEOG funds recovered
from. recipients i (A).Any.student from whom a total
recovery (i.e., a ro disbuFsement in Section I) was
received should,,be included. in this count.
Line 21A: MI Expenditures

Report the, 'total amount expended for BEOG
awards (line 19 minus Line 20). This amount musfbe
the same as the amount in Section IIIA-Line 6 as ac-
cumulated from the individual student entries. Show
whole dollars only; do not report,cents.
Lines 22 and 23: Estimated Expenditures

Report zero (0) for all items (22A, 23A and 23B).
Line 24: Total Estimated Expeciditui-es.

Report the same amount as line 21A fOr 24A; report
the satne recipient count as Line 19B for 24B.
Line 25: Current OE Approved Authorization

Re,port the USOE approved BEOG authorized
amou indicated on your most recent USOE
Authorization Letter for.the appropriate award period.
Line 26: Institution's Estimated Authorization Ad-

justment
Report the difference between Lines 24 and 25, cir-

cling the_plus for increase or the minus for decrease.
Lines 27, 28, 29: SER's Submitted

Report.as indicated. The number reported on Line
29 must be the same as the SER count in Section LIB,
Line 6.

V. Maintenance And Retention Of
Records

Each institution under the Regular Disbursement
System must maintain adequate records which in-
clude:

(1) The eligibility of all enrolled students who have
applied :for Basic Grants;

(2) The name, social security number and amount
paid to each recipient;

(3) The. amount and date of each payment;
(4) The amount and date of any overpayment that

has been restored to the prOgram account;
(5) The "Student Eligibility Report" for each stu-

dent;
(6) The student's cost of attendance;
(7) How the student's full or part-time

status was 'determined; and
(8) The student's enrollment period.
These records must be available for inspection by

the Commissioner's authorized representative at any
reasonable time in the institution's offices. Records
must be kept for five years after the institution submits an
accounting of each award period's funds to the Commis-
sioner.

enrollment.

The records involved in any claim or expenditure
questioned by Federal audit will be retained until
resolution of any audit questiRtis.

An institution may substitute microfilm copies in
lieu of original records in meeting the requirements of
this section.

An institution under,-the Alternate Disbursement
System must establish and maintain

(1) Records relating to each Basic Grant recipient's
enrollment status, and attendance costs at -the institu-
tion; and

(2) Records showing when each recipient was
enrolled. These records must be, available at the
geographic location where the student Will receive
his/her degree or certificate of course completion, and
must be kept for five years following a recipient's last
date of enrollment.

The institution will make available to the Commis-
sioner, the Secretary of the Department of Health,
Education and Welfare, the Comptroller General of
the United States, and their authorized representatives,
pertinent books, documents, papers and records for
audit and examination during the five year retention
period.

An institution may substitute microfilm copies in
lieu of original records in meeting the requirement of
this section.

VI. Fund Accounting Procedures

An institution must deposit all Federal funds it

receives under the Basic Grant, Supplemental Grant,
College Work-Study and National Direct Student
Lllan programs in an account which includes only
thine funds. This account is subject to audit by the
Commissioner. Funds received by an institution under
this part, are held in trust for the intended student
beneficiaries and may not be used'or hypothecated for
any other purposes.

The detailed manual on accounting, recordkeeping
and reporting which is published in conjunction 'with
the Office of Education is "Accounting, Recordkeep-
ing, and Reporting by Colleges and UniVersities for
Federally Funded Student Financial Aid Programs
(the 'Blue Book')". Copies may be obtained by writing
td:
Student Financial Assistance
Training Program
918 I 6th Street, N.W.
Mezzanine
Washington, D.C. 20006
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VII. Audit and Examination

(a) Federal audits. The Secretary, the Comptroller
General of the United States or their duly authorized
representatives will have access to the records
specified in Section VIII and to any other pertinent
books, documents, papers and records.

(b) Non-Federal audits. All Basic Grant Program
transactions will be audited by the institution or at the
institution's direction to determine at ,a minimum

(1) The fiscal integrity of financial transactions and
reports; and

tl

S.;

(2) If such transactions are in cornpliancewith the
applicable laws and regulations. Such audits will be
performed in accordance with HEW's "Audit
for student financial aid programs, The audit will be

; scheduled annually or, a4 least once every two years,
depending on the size and complexity of the program.

(c) Audit reports will be submitted for review to the
institution's local regional office of HEW's Audit
Agency. The Audit Agency and the Commissioner will
also be giver) access to records or other documents
necessary to the audits' review.

O

O
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Chapter 4

Campus-Based Programs
Supplemental Educational Opportunity Grants
College Work-Study
National Direct Student Loans

This Chapter will discuss items common to the cam-
pus-based programs. More detailed discussion of each
of the programs follows in' Chapter 5, Supplemental
Educational Opportunity Grants; Chapter 6, College
Work-Study; and Chapter 7, National Direct Student
Loans.

Administrative Responsibility

Responsibilities for administration of the campus-
based programs are shared by various units of the
Federal government and by participating institutions.

A. Federal Responsibilities

I. Central Office

The -Bureau of Student Financial Assistance, U.S.
Office of Education, Washington, D 20202 is
responsible for general administration of the programs
at the national level. An organizational chart of the
Bureau appears on page 1-5.

The Bureau's responsibilities relative to the campus-
based-programs include developing regulations, policy
and program materials; answering questions that re-
quire new polk decisions; recommending legislative

, actions; pteparing and distributing institutional ap-
plication materials; preparing and mailing funding
allocation notices; and reviewing fiscal operations
reports and audits.

.2. -Regional Office, USOE

The Regional Office serving the State in which the
institution is located is the 'first contact for informa-
tion and answers to questions concerning program
o,peradoh. A list of Regional Offices with addresses,
phone numbers and areas served appears in Appendix
D

The Regional Office Staff not only hssists,the institu-
tion with a variety of developmental and operational
problems, but also conchicts on-site visits, conducts
application and regulatidn dissemination workshops;
and conducts program reviews at institutions. In addi-
tion, the Regional Audit Staff, Department of Health,
Education and Welfare. arrang-Qs_for_periodic_program
audits.

B. Institutionalliesponsibilities

1. In General

Each participating institution is responsible for the
ongoing operation of the programs on its own campus.
It is_theimancial aid administrator's duty to ensure that
eligible students receive the proceeds of these
programs in accordance with the provisions of the law,
the Agreement signed by the Commissioner of Educa-
tion and the institution's chief administrative officer,
and other criteria as pay be established by the Com-
missioner. The financial aid administrator must ac;
complish the above with sensitivity to the overall mis-
sion of the institution helshe represents.

Additional general responsibilities of the institution
inclUde: submission of applications for Federal funds
and fiscal operations reports to 'the Office of Educa-
tion; adequate dissemination of accurate information
relative to types of aid programs, comprehensive
educational costs,(direct and indirect), afid application
procedures for individual students; evaluation of stu-
dent applications and determination of need; packag-
ing of aid to meet each student's need to the extent
possible; notification to all applicants of action taken
on their applications; counseling of students regarding
financial aid matters; disbursement of funds to reci-
pients; revision of aid packages to respond to unantici-
pated situations; maintenance of adequate records;
scheduling of exit interviews for NDSL borrowers; and
administration of the post-enrollment activities of the
NDSL program.

After an NDSL borrower leaves the institution, the
loan program administration involves not only the nor-
maroollection function but also includes the process-
ing of student requests for deferments, extensions, and
cancellations of repayment.

_Laterchapters of this handbook will discuss in detail
responsibilities which are specific to each program.

4-3
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2. Institutional Akreement

An institution that wishes to participate in Title IV stu-
dent aid programs must enter into an Agreement with the
Commissioner. The Agieement must be signed by an
official' of the institutioh who is legally authorized to
assume, on behalf of the institution, the obligations im-
poqcd thereby.

A single Agreement covers all Title IV programs. The
agreement must be in effect for each year of continued
participation. A copy of this agreement is in Appendix B.

II. Application Process

To participate in one or more of the campus-based
programs, an institution must submit an application for
each award period (July 1-June 30) at a time and in a
manner prescribed by the Commissioner. The specific
requirements of the application are published annually
in the FEDERAL REGISTER. This announcement'
specifies submission dates and includes other pertinent
information about the application process. The Division
of Program Operations, BSFA, mails application forms to
all participating institutions.. Other institutions should
contact the Regional Office serving their state for applica-
tion forms and information on appication procedures.

In the summer of 1977, the Commissioner appointed
'a panel of experts on student financial aid to review
the process by which funds for the campus based
programs are distributed to institutions. This assign-'
ment, obviously; is very complex and time consuming.
Work completeu to date points to a conclusion that
any changes in the present method of distributing
funds will be "phased in" over several.years.

The first phase of the new application process wil be
instituted with the application for funds for the award
period July 1, 1979 to June 30, 1980. The detailed pro-
cedures will be published in a Notice of ;Proposed
Rulemaking which will appear in' the FEDERAL
REGISTER in September 1978. The procedures are,
with some modification, those that the panel of experts
recommended. A summary of the recommendations
was published in the June BSFA Bulletin.

III. Allotment of Funds
--P

The formula for allotment of funds for campus-
based student aid programs is unique for each of the
three programs and is described in detail in the follow-
ing sections of the Higher Education Act of 1965, as
amended:

Section
Supplemental Educational Opportunity Grant 413D
College Work-Study program 442
National Direct Student Loan program 462
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Section 493C of the Act describes a slight, modifica-
tion of these allotment procedures which became
effective for the 1977-78 award,period. There is also a
process for reallotment of funds for each of the three
programs provided for in the Act. A simplified ex-
planation of the allotment formula follows.

A. Supplemental Educational
Opportunity Grant Program

1. Initial Year (I ) Awards

The statute specifies that 90 percent of the funds ap-
propriated for initial year awards shall be allotted
among the States and other eligible jurisdictions ac-
cording to their proportionate share of the national
full-time and full-time equivalent enrollment in institu-
tions of higher education. The remaining- 10 percent
shall be allotted among the States according to.criteria
established by thd Comntissioner of Education, except
that the 10 percent portion shall first be used to raise.
each. State to at least the level of its original_ allotment
for Fiscal Year 1972, if'any State's allotment from the
90 percent portion is less than that amount., The
regulatory procedure established by the Commissioner.
for allotment of the remaining funds has been to dis-
tribute these funds to the States in which the, allotm. ents
made thus far constitute the lowest percentages funda-
ble of, the aggregate funding recommendation, thus
establishing a uniform minimum State percentage funr
dable. However, this procedure may be changed in
response to the recommendations of the panel of experts.

2.. Continuing Year Awards

The statute specifies that the funds available for
continuing year, awards shall be allotted among the
States in such a manner as the Commissioner deter-.
mines will best achieve the purposes of the program.
The regulatory procedure established by the Commis-
sioner for allotment of continuing year funds is to
divide the total amount available for continuing year
awards by the 'aggregate continuing year funding
recommendation, to determine a uniform national per-
centage for funding all States.

B. College Work -Study Program

The statute specifies that portions of the appropria-
tion for any fiscal year be reserved-(1) in an amount
not to exceed 2 percent of the total for institutlo-4 in
the jurisdictions of Guam, Puerto Rico, the Virgin Is-
lands,American Samoa, and the Trust Territory of the
Pacific Islands and (2) an additional amount for stu-
dents who live in the latter two jurisdictions but attend
eligible institutions outside those jurisdictions, After
those amounts are reserved, 90 percent of the remain-
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ing funds are allotted among the fifty States and the
District of Columbia, according to a tripartite formula
which takes into account (1) each State's proportionate
share of the full-time enrollment in institutions of high-
er education, (2) each State's proportionate share of
the total number.of high SC11001 graduates, and (3)
each State's proportionate share of the total number of
related children under eighteen in families with annual
incomes under $3,000.

,NOTE: For purposes of these allotments, the term
'State" includes the Digtext of Columbia and the
Northern Mariana Islands but does not include Puerto
Rico, Guam, American Samoa, the Trust Territory of
the Pacific Islands, and the Virgin Islags.

The statute specifies that the remaining 10 percent
shall be allotted among the States according to criteria
established by the Commissioner of Education, except
that the 10 percent portiOn shall first be used to raise
each State to at least the level of its original. allotment
for Fiscal Year 1972, if any State's allotment from the
90 percent portion is less than that amount.

In the past, the regulatory procedure established by
the Commissioner for allotment of the remaining funds
has been to distribute the remaining funds to the States
in which the allotments made thus far constitute the
lowest percentage fundable of the aggregate funding
recommendation, thus establishing a uniform
minimum State percentage fundable. However, this
procedure will be changed in response to the recom-
mendations of the panel of experts.

C. National Direct Student Loan
Program

The statute specifies that 90 percent of the funds ap-
propriated for Federal capital contributions shall be
allotted among the States and other eligible jurisdic-
tions such that each State's proportionate share of the
amount so allotted is equal to its proportionate sitare
of the national full-time enrollment in institutions of
higher education. The remaining 10 percent shall be
allotted among the States according to criteria
established by the Commissioner of Education, except
the 10 percent portion shall first De used to raise each
Stat.:. to 'at least the level of its original allotment for

_Fiscal Year 1972. The regulatory procedure
established by the Comrhissioner for allotment of the
remaining funds has been to distribute these. funds to
the States in which the allotments made thus far con-
stitute the lowest percentages fundable of the aggreg-
ate funding recommendation, thus establishing a
uniform minimum State, percentage fundable.
However, this procedure will be changed in response
to the recommendations of the panei.of experts.'-

IV. .Allocation of Funds to Eligible
Institutions

From the State allotments the SEOG IY allocation
for the institutions in each State has been determined
by multiplying each institution's recommended
amount for SEOG IY funds by the final SEOG IY per-
centage fundable for that,State, so that all institutions
within a State receive the same pro-rata share of their
SEOG IY recommended amount. The same procedure
has been followed for CWS .and NDSL funds. The
SEOG continuing year allocations for the institutions'
in each State have been determined. by multiplying
each institution's recommended amount fors ntinuing
year funds by the national percentage fundable, so that
all institutions in the nation have received the same.
pro-rata share of their recommended amount.

V. Reallocation of Funds

A. College Work-Study Progr m

ach year, the Bureau of Student Financial Assis-
tance conducts a. reallocation of CWS funds. The
source of funds for this reallocation is the unexpended
authorizations remaining within each state .which are
reported on the institutional fiscal operations report as
of the prior June 30.

The recaptured funds from institutions projecting an
underutilization'are reallocated to institutions request-
ing additional dollars within a given state.

If an institution needs additional Federal funds to
operate the College Work-Study program during the
1978-79 award period, it should submit a letter re-
questing the additional amount to the Office of the
Regional Administrator, Student Financial Assistance,
which serves that institution's area. To be assured of
consideration for a supplementalbaward:a school's.re-
quest must be received in the Regional Office no later
than November 14, 1978. -

B. Supplemental Educational
Opportunity Grant Program

The _Bureau of Student Financial Assistance dis-
tributei allocation adjustment letters during the award
period to all participating institutions, requesting them
to forecast any unneeded SEOG funds and to release
them, or to state the anticipated need for /additional
funds. The recapyred funds from institutions project-
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ing an underutilization of funds are reallocated to in-
stitutions requesting additional dollars within the same
State.

It is extremely important for the institution to re-.
spond accurately and quickly to this request. Failure to
deobligate funds projected as not being needed at a
given institution will result in needy students being
denied assistance at the other institutions needing ad-
ditional dollars and will have an adverse effect on the
institutional application for the subsequent award
period.

C. Slational Direct Student Loan
Program

There is currently no reallocation of NDSL funds.

VI. Student Eligibility

A. Regular Sessions

Students receiving campus-based financial assis-
tance must meet the general provisions described in
Chapter 2 of this handbook. Each recipient must:

1. be a national of the United States or be in the
United States for other than a temporary purpose
and intend to become a permanent resident thereof;
or be a permanent resident of the Trust Territory
of the Pacific Islands. (This regulatory requirement
is identical to that of the Basic Grant program. A
fuller discussion of the implementation of this provi-
sion appears in Chapter 3.)

'2. be accepted anal eligible for enrollment as at least
a half-time student in good standing;
3. demonstrate financial need according to each
program's criteria; and
4. not be a member of a religious community,
society, or order, who by direction of his/her com-
munity, society or order is pursuing a course. of
study in an institution or who receives support and
maintenance from the community, society or order.
Individuals in these groups shall be deemed not to
have financial need.
Further comments on eligibility appear in Chapters

5, 6, and 7.

B. Special Sessions

To receive aid during a period of non-regular enroll-
ment (special session) such as a summer or equivalent
vacation period, a student will be eligible for campus-
based assistance if he/she meets all eligibility require-
ments for the regular session cited above, and
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1. is enrolled and in attendance as at least a half-
time student during the regular term immediately
preceding such session; or
2. will be enrolled or has been accepted for enroll-
ment as at least a half-time student during the subse-
quent regular term at the institution providing the
assistance.
Further information related to CWS employment

during a special session appears in Chapter 6.

C. Correspondence Study

A student is considered as enrolled in a program of
study by correspondence only after the student com-
pletes and submits the first lesson.

D. Domestic Exchange Programs

A domestic exchange program is a program in which
two institutions in the United States permit students
pursuing a baccalaureate degree' at one of those in-
stitutions to complete as much as one year of that
program at the other institution. For purposes of deter-
mining eligibility for assistance under the campus-
based programs, a student in a domestic exchange
program is considered to be enrolled in his or her
"home" institution while studying at the "host" institu-
tion.

VII. Need Analysis

A. General Definition

Need analysis, the process of establishing the
amount of eligibility for financial assistance for a stu-
dent, has two major components: (1) a budget
(reasonable, comprehensive costs for an enrollment
period); and (2) an expected fainily contribution (ex-
pected resources from the student and his or her family
during the enrollment period).

If the student's budget exceeds the expected family
contribution, that student has need.

B. Budgets

1. Conventional Domestic Programs

The amount required to enable a student to pursue
his/her education at an institution (budget) includes
amounts charged for tuition and fees, the amounts
charged by the institution or the expenses reasonably
incurred for room and board, books, supplies and
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transportation, and miscellaneous personal expenses,
as well as expenses related to maintenance of a stu-
dent's dependents.

2. Correspondence Programs

In the case of a,student engaged in a program of
study by correspondence, only the costs of tuition and
fees may be recognized as a cost of education.
However, travel, room and board costs incurred
specifically in fulfillment of a required period of resi-
dential training may be included.

3. Foreign Study Programs

Students enrolled in programs of study outside the
United States which have been determined to be eligi-
ble programs may receive financial aid; however, the
budget used to determine eligibility may not exceed
the budget which would have been used on the hone
campus: An eligible program is one in which (1)
enrollment is arranged or approved in advance by the
home institution; and (2) the student's academic per-
formance abroad becomes a part of his/her academic
record at the home institution, with credit or without
(i.e., even failing grades and incompletes are
recorded).

If an student has reasonable additional costs, the
student may obtain a Guaranteed Student Loan or
some other source of funding to pay them. In such a
case the Guaranteed Student Loan or other funds are
not considered as resources for the purpose of deter-
mining a potential overaward.

4. Budgets - 9.Months vs. 12 Months

Financial aid officials in institutions that use tradi-
tional 9-month academic years have considerable
latitude in determining whether a budget for 9 months
or for 12 months should be used for a given student.
For students attending both regular and summer ses-
sions (going to school year-around) and for certain in-
dependent students, a I 2-month budget may be the
most accurate representation of the student's actual
cost.

Special provisions apply to the treatment of earnings
of students employed under the CWS program during
summer vacations or other periods of non-enrollment.
These are discussed on page 6-10.

Budgets for students in institutions with unique
enrollment periods should realistically reflect allowa-
ble educational costs asihey relate to the length of the
enrollment period.

Officials in--institutionsusing theBasicGrant--
method of calculating an expected family contribution
should be aware that this method is not a complete
need analysis system. Thus,,adjustments must be made
when determining eligibility for aid through the cam-
pus-based programs.

C. Family Contribution

In order to comply with published regulations
governing campus-based programs, an institution must
use a need analysis system or method of calculation
approved by the Commissioner of Education. All need
analysis systems generate expected contributions from
income and from assets with appropriate deductions
and allowances to retain a reasonable amount of fi-
nancial resources to sustain a family.

The calculation of an expected family contribution
is relatively complex. Financial aid officers ad-
ministering campus-based programs must become
thoroughly familiar with the components of the ap-
proved need analysis system utilized by their institu-
tion.

1. Major Items

Some of the items which are considered in determin-
ing the amount of an expected contribution from in-
come and net assets of the individual filing the finan-
cial document include:

(a) the number of dependent children;
(b) the number of dependent children in post-secon-
dary education;
(c) ,tuition incurred by 'dependent children who are
attending elementary and secondary schools;
(d) any serious illness in the family (family mem-
bers include the student, the student's spouse,
parents of dependent applicants as well as other in-
dividuals claimed for Federal income tzx purposes
by the individual submitting the financial docu-
ment); and
(e) such other circumstances as may affect the
ability of the individual filing the financial form, the
student or his spouse to contribute toward the cost of
education.
In addition, most methods of calculating the

amount of an expected family contribution will have
an assumption of self-help through employment during
periods of non-enrollment (summer earnings).

2. Approved Systems

Annually, the Commissioner approv s and
publishes in the Federal Register a list of a roved
need analysis systems for depen nt students.

Systems for independent udents are approved
without a definite expiratio date, but the. Commis-
sioner may reqtfeSt ;_eriodic confirmation that the
system remains in compliance with the criteria. Officials
should note that some systems may be approved for use
with both dependent and independent students, while
other systems may be used for only one of the two
groups.
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3. Independent Student

The various systems of financial need analysis have
been developed under the assumption that parents are
the primary source of support for dependent students,

There are several situations where an expected
parental contribution cannot or will not be available to
a student. To assist institutions in determining the
status of a financial aid applicant who is applying for
aid as an independent student, the Office of Education
has published the following regulation.

A self- supporting or independent student is a stu-
dent who:

(a) has not and will not be c. aimed as an exemption
for Federal income tax purposes by any person ex-
cept a spouse for the calendar year(s) in which the
aid is received or the calendar year prior to the
academic year for which aid is requested;
(b) has not received and will not receive financial
assistance of more than $600 from a parent(s) in
the calendar year (s) in which aid is received or the
calendar year prior to the academic year for which aid
is requested; or
(c) has not lived and will not live for more than two
consecutive weeks in the home of a parent during the
calendar year(s) in which aid is received or the
calendar year prior to the academic year for which
aid'is requested. (Note: for the NDSL program only,
a veteran is considered self-supporting).
If both parents are deceased prior to the time of sub-

mission of an applic'ation for aid, the aid applicant will
be considered as an independent student even though
one or more of the above conditions may not be met.

For purposes of determining a student's financial
need for the campus-based programs, the financial aid
officer, upon the request of a student, may waive the re-
quirement of a parental contribution from a student
who cannot qualify as an independent student under
the above definition, if the student meets certain cri-
teria. The precise regulatory requirement, identical for
the three programs, appears in Sections' 176,12(c),
175.12(c), and 144.12(c) of the SEOG, CWS, and
NDSL program regulations, respectively. The financial
aid officer must make a written record of the reasons
for such a determination. Because of the entitlement
nature of the Basic Grant program and the necessity to
treat all applicants uniformly, such exceptions are not
permitted for that program.

D. Exceptions for Need Determination
for Indian and Native American Families

In calculating the expected fam"y contribution for
eligible Indian or Native American students, the
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following are excluded from consideration as income
or assets:

1. funds received in an award under the Distribu-
tion of Judgment Funds Act or the Alaska Native
Claims Settlement Act,
2. property which may not be sold or encumbere
without the consent of the Secretary of Interior, and
3. any other property held in trust for the student or
his/her family by the United States Government.

VIII. Coordination Of Aid Programs

A. Coordinating Official

The institution is required to appoint an official who
will be responsible for coordinating the campus-based
programs with all other programs of student assis-
tance, both Federal and non-Federal, at the institution.

B. Maximum Awards and Overawards

An institution may not award aid to a student
through the campus-based programs in an amount
which, when combined with all other resources, ex-
ceeds the student's financial need. :n no case may a
student's financial need exceed his/her cost of educe)
tion.

There are certain exceptions to the award limit
stated above. These exceptions re explained in Sec-
tions 144.14, 175.14, and 176.14 of the program
regulations and relate to resources which the student
receives after the institution has made an award of aid.
Officials should note in particular the procedures
prescribed for handling "surplus earnings" from
employment to prevent an overaward.

C. Resources

The resources mentioned in paragraph B include but
are not limited to:

1. the amount of money a student is entitled to
receive under.. BEOG program even though the
student may not have applied for the grant;
2. any waiver of tuition and fees;
3. any scholarship or grant-in-aid including State
grants, athletic scholarships and grants;
4. any fellowships or assistantships;
5 a_loan (or a portion_a_ a loan _as_appropriate)
made under the Guaranteed. Student Loan program
as explained in Sections 144.14,175.14, and 176.1
of the program regulations;
6. any long term loan made by the institution other
than a GSL; and
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7. any expected net earnings from employment dur-
ing periods for which the student is receiving cam-
pus-based aid. "Net earnings" means gross earnings
minus required taxes and costs incidental to obtaining
the earnings.
By letter of April 6, 1978, Sam Brown, Director of

ACTION, has confirmed the Office of Education's
position that the "stipend received by UYA volunteers
will be considered as a resource element in the stu-
dent's total financial aid package." It should be noted
that if students incur additional expenses such as in-
creased living expenses in the neighborhood in which
they serve, as a result of participating in UYA, these
increased costs are considered to be a cost of educa-
tion.

D. Coordination with Bureau of Indian
Affairs Educational Grants-in-Aid

In preparing a financial aid package for a student
who is or may be eligible for educational grants ad-
ministered by the Bureau of Indian Affairs (BIA), the
institutional financial aid officer will initially develop
an assistance package without considering any poten-
tial or awarded funds from the BIA.

Then, if the total financial assistance package, after
the addition of BIA funds;- does not exceed the stu-
dent's need, no adjustment of campus-based aid is
necessary.

If the total package plus BIA grants does exceed the
need, the reduction of campus-based aid will be com-
pleted in the following sequence:

I. first, the reduction of aw ards or proposed awards
in the form of National Direct Student Loans will be
completed:.
2. If an excess still remains after the loan adjust-
ments, reductions will next be made from any
awards or proposed awards in the form of College
Work-Study.
3. If an excess still remains after work -study adjust-
ments, reductions will be made from any award or
proposed award in the form of a Supplemental
Educational Opportunity Grant. However, under no
circumstances is a ,grant under the Basic Educa-
tional Opportunity Grant program to be reduced.
The sequence of reductions may be altered if re-

quested by the student; and if such an alteration more
adequately meets the need of the student.

In determining the amount of financial need of stu-
dents eligible for BIA grants-in-aid, the institution's fi-
nancial aid officer is encouraged to consult with BIA
area officials responsible for administering BIA
postseconclary-fmaticial assistance pxgrainThese
officials are generally familiar with the individual fi-
nancial circumstances of the students concerned.

IX. Administrative Expense
Allowances

An institution is entitled, for each award period dur-
ing which it provides financial aid from campus-based
programs to eligible students, to an administrative cost
allowance for its expenses in administering the cam-
pus-based programs during the award period. 'l he ad-
ministrative expense allowance is payable from the
funds established for each of the three programs and is
in an amount equal ,to 4 percent of:

A. the amount of National Direct Student Loans
advanced during the award period minus certain re-
funds and prepayments as explained in Section
144.32(d) of the NDSL regulations;
B. the gross compensation earned by college,work-
study students under the CWSP, including the
Federal share from its allocation for that period and
the institutional share for both on and off-campus
programs; and
C. Supplemental Educational Opportunity Grants
paid to students from its allocation during the award
period.
The aggregate amount drawn by an institution from

the campus-based programs to pay its expenses for
administration for all Federal programs of student fi-
nancial aid may not exceed $325,000 for any award
period.

Any institution which receives an administrative cost
allowance for any award period must first use the
funds to adequately provide Student Consumer Infor-
mation Services as described in Chapter 2 of this
Handbook.

If funds remain, the institution will use those funds
for other costs of administering the campus-based
programs as it 'determines necessary.

X. General Fiscal Responsibilities

Fiscal responsibilities for administering campus-
based programs are discussed in detail in Sections
.144.19, 175.19, and 1 76.19 of the program regulations
and in the "Blue Book". Although these respon,
sibilities are assigned to the chief fiscal officer of the
institution, it is essential that financial eid administra-
tors become familiar with the fiscal office procedures
at their institutions to ensure that financial aid office
actiyities are conducted so as to comply with the ap-
propriate fiscal office procedures.

Conversely, it is important that fiscal office_person-
nel at the institution have a general understanding of
financial aid program philosophy and program ac-
tivity. This can be accomplished only through a con-

4-9



.tinuous dialogue between individuals responsible for
-the program (Financial Aid'Admini3trator) and fiscal
operations (Chief Fiscal Officer) at the.institution.

The program/fiscal functional responsibilities
must be divided so that a single indiVidual does not
bear soj responsibility for the entire administration of
The programs.

XI. Records and Reporting
-

Each institution must establish and maintain on a
current basis adequate records which reflect all trans-
actions with respecpto program and fiscal activity as
they relate to the administration of campus-based
programs. The records must be maintained in such a
manner as to identify all program and fiscal transac-
tions separately from other institutional activities and
funds. .,

The records for any award period must be retained
for a period of five years following the date of submis-
sion of the Institutional Fiscal operations Report,
unless a longer retention peri d is necessitated be-
cause of, audit resolution problems.

A. Prcigram Records

Form(s) must be used to gather data in a uniform
manner from each applicant containing information
relative to all eligibility criteria. The individual appli-
cant's file should also reflect the student's budget,
available resources; identity of the institutional official
who made the determination on each application;
amount and type of aid awarded, if any; a record of the
notification of action taken (award or reject letter); a
copy of-a statement by the student accepting or declin
ing the award (or cancellation by the institution in the
event of no response by a recipient); Affidavit of
Educational Purpose; andother forms required by the
various programs. It should also be noted that docu-
ments of rejection, cancellation, and declination must
be retained even though no funds were disbursed.

The institution may wish to contact its Regional
Office for assistance in developing institutional forms
and other records required to ensure adequate ad-
ministration of the programs.

C. Audits

1. Federal

The Secretary of Health, Education and Welfire
and the Comptroller General of the United States, or
ar4 of their duly authorized representatives, will have
access, for the purpose of audit and examination, to
campus-based student financial assistance records and
supporting documents maintained by the institution.

The records involved in any claim or expenditure
which has been questiohed by Federal audit must be
retained until resolution of ariy such audit questions;
however, records of questioned transactions which in-
volve attempts to reco'.er funds to the Federal Trea-
sury need not be retained following expiration of the
statute of limitations.

2. Non- Federal

The institution will conduct audits or direct audits to
be conducted to determine, at a minimum, the fiscal
integrity of financial transactions and reports, and
whether such transactions are in compliance with ap-
plicable laws and regulations. The audits will be per-
formed in accordance with the Department of Health,
Education and Welfare "Audit Guide" for student fi-
nancial aid programs, and will be scheduled not less
frequently than once every two years. Each audit must
cover the entire time that has elapsed since the last
audit.

D. Fiscal Operations Reports

An- institution- will submit --an annual -Institutional
Fiscal Operations Report and other reports and infor-
Mation as the Commissioner may require in connec-
tion with the administration of campus-based student
aid program5.

-The fiscal operations report is mailed each summer
to all institutions which participated in one or more of
the campus-based programs during the twelve-month
award peliod ending June 30, and is usually due in the
Campus and. State Grant Branch, DPO about Septem-
ber 1 of each year. The exact due date for each report
is contained in the cover letter accompanying the

, report.
B. Fiscal Records The fiscal operations reports provide an excellent 11-

. lustration for the needed cooperation between the fis-
The fiscal records at the institution must be main- cal office and the *financial ei office: The report is

tained-irra-nranner-whicirprovides--a-,clear-audit trail developed -with-Mformatio maintained-in- both -o -ff ces

Suggested format for fiscal records and procedures is and is jointly signed by the Chief Fiscal Officer and the
,

included in the Blue. Bdok. Director of Financial Aid.
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Chapter 5

Supplemental Educational
Opportunity Grant Program

I. Statutory Authority and Purpose

A. Statutory Authority

The Supplemental Educational Opportunity Grant
(SEOG) program is authorized under Subpart 2, Part
A oi Title IV of the Higher Education Act of 1965, as
amended by the Education Amendments of 1968,
1972 and 1976.

B. Purpose

The SEOG program was established to assist in
making the benefits of postsecondary education avail-
able to qualified students who, for lack of financial
means of their own or of their families, would be un-
able to obtain such benefits without the grant.

H. Student Eligibility

Supplemental Educational Opportunity Grant reci-
pients must meet the criteria described in Chapter 2
(General Provisions) and Chapter 4 (Campus-based
Programs). In addition, the following eligibility factors
apply 'to SEOG recipients.

A. Undergraduate Student

All SEOG recipients must be undergraduates. An
undergraduate student is one who is in attendance at
an institution of higher education and who has not
earned a first.baccalaureate or professional degree.

A student who has pot earned hiS first baccalaureate
or professional degree and who is enrolled in a
program of study at the postsecondary levc1 which is
designed to extend for more than four academic years,
is not considered asan under aduate student in
portion of the program that involves study beyond the
fourth academic year unless that program leads to a
first degree and is designed to exttnd fOr a period of
five years.

An undergraduate course of study means a regularly

1t

prescribed curriculum for an undergraduate student at
an institution of higher education.

B. Financial Need

The SEOG recipient mt.. t demonstrate exceptional
financial need. The current regulatory definition states
that if the expected family contribution' as calculated
using an approved need analysis system does not ex-
ceed 50 percent of the cost of education for aliven stu-
dent, that student has established exceptional financial
need.

TO award an SEOG; the :istitution must determine
that the recipient would be financially incapable of
pursuing a course of study at the institution without the
SEOG.

C. Academic Promise

SEOG recipients must demonstrate evidence of
academic or creative promise and capability of main-
taining good standing in their course of study.

III. Program Requirements

A. Duration of Eligibility

The number of years for which a Student may
receive an SEOG is the period required for the comple-
tion of the undergraduate course of study being pur;
sued by the, student. The period may not exceed a total
of four academic years, with the following exceptions:

1. the student's program of study is designed by the
institution offering it to extend, over five academic
years; or
2. because of individual particular circumstances,
the student is determined by the institution to need

mpleteaeourse of study -
normally requiring four academic years, in which

' case such a period,may not be for more than one ad-
ditional year
For campus-based programs an academic year is a

period of time generally of not less than eight months

61
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in which a full-time student would normally be ex-
pected to complete the equivalent of two semesters,
two trimesters, three quarters or 900 clock hours of in-
struction.

Eligibility is based on disbursed grants, not enrolled
terms. A student enrolled as a half-time, student in a
normal four-year program could receive awards for up
to 8 years calculated to relate to the half-time enroll-
ment status. A student receivin^ a grant while enrolled
in a special session (see Chapter 4) will be con=
sidered to have expended at least one-half of a
semester, trimester or quarter, as the case may be, of
grant eligibility.

B. Limitations on Awards

1. Maximum Awards

The maximum academic year award is $1,500. The
maximum 4-year aggregate award is $4,001;. For stu-
dents eligible to receive an SEOG for five years (see
paragraph A above) the maximum aggregate award is
$5,000.

NOTE: The duration of eligibility and the maximum
aggregate aviard apply to all students pursuing an un-
dergraduate course of study atone or more institu-
tions. This necessitates maintaining cumulative
records on all SEOG recipients at a given institution
and obtaining a financial aid disbursement history,
such as a Financial Aid Transcript, from all institu-
tions of prior attendance for students transferring to an
institution who make application for an SEOG.

2. Minimum Award

The minimum SEOG award permitted for an
academic ,year is $200. If after application of all
eligibility criteria, a given student's eligibility for an
SEOG is less than $200, no payment may be made to
that student for that year.

3. Additional Limitation

One-half of package - An SEOG cannot exceed 50
percent of the financial aid awarded to a student by the
institution for an award period.

4. Less Than Academic Year Enrollment

The amount of a grant awarded to a student for any

C. Matching

The enabling legislation for the SEOG program in-
cludes a matching requirement which specifies that aid
equal in amount to the SEOG must be provided to the
student during the award period. Eligible matching
funds are identified in two major classifications:

1. Any aid which is made available through, i.e. con-
trolled by, the institution itself including Federal fi-
nancial aid funds. (NOTE: Although Basic Grants
are not controlled by the institution, they are eligible
funds for matching SEOG's).
2. Gift aid (scholarships, grants) which the student
receives from a State agency, a private organization,
or a private institution.
"Aid made available through the institution" means

gift aid (scholarships,,and grants), loans, and employ-
ment programs which are administered by the institu-
tion regardless of the source of funds. At a minimum
the following criteria must apply for any aid program
to be considered under the control of the institution:

1. the institution m 1st accept and review applica-
tions for the financial aid program;
2. the institution must select the recipient of such
aid; and
3. the institution must determine the amount of such
aid and receive assurances that students, selected
will receive such aid.
It is the institution's responsibility to see that the

SEOG is matched with eligible matching funds. All
awards involving SEOG funds must have the matching
funds clearly documented in the student's folder and
the award letter must explain the SEOG matching
requirement. If the student declines a portion of the
matching aid. additional eligible matching funds must
be substituted in the aid package or the SEOG must'be
reduced. Similarly, if any matching source is with-
drawn or changed after the disbursement of the SEOG,
the institution must supply new matching funds.

Guaranteed Student Loans (GS) are generally not
acceptable for matching SEOG funds since the 'ap-
plication is received by the lending institution and the
decision to lend the money made by the bank, sav-
ings and loan association, cred it' union, etc. There are
however, three situations in which Guaranteed Student
Loans are eligible as SEOG matching:

1., when the institution participates as a lender in
the GSL program, loans from the institution's GSL
Fund are eligible for matching an SEOG;
2. when the institution provides guarantee funds to
a State or private loan program or to United Student
Aid Funds, Inc., for their. College Reserve program,
GSL's provided by a non-institutional lender would

period which is less than an academic year in length is
limited by a maximum and a minimum which near the
same proportion to $1,500 and $200 respectively, as
the length of that period bears to the length of an
academic year.
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be eligible for matching an SEOG; or
3. when institutional action commits GSL funds,
regardless of the provision for guarantee funds.
The following is a list of appropriate sources of

matching funds for the SEOG program: '
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1. Institutional Grant-in-Aid
2. Institutional Scholarships
3. Institutional Waiver of Fees
4. Institutional Waiver of Tuition
5. State Scholarships
6. State Grants
7. Basic Educational Opportunity Grants
8. Scholarships provided by a group outside the in-

stitution
9. Grants provided by a group outside the institu-

tion
10. Nursing Scholarships
11. Bureau of Indian Affairs Grants to Students, if

the institution reviews the application for such
grants, selects the- recipients, and determines the
amount of such grants

12. Law Enforcement Education Program Grants
13. Institutional Loans, including Insured Loans, if

the institution is a lender
14. National Direct Student Loans
15. Nursing Loans
16. Health Prgfession Loans
17. Guarantied Student Loans for programs where

the guarantee funds are provided by the institu-
tion or if the institution is responsible for com-
mitting the loan

18. Law Enforcement Education Program Loans
19. Institutional employment
20. Income from employment contracted by an in-

stitution with a private concern, with a provision
that , given number of students' jobs (not paid
from College Work-Study funds) are in the con-
tract, e.g., food service

21. Gross, earnings, from the College Work-Study
program. (This includes summer earnings ap-
plied to the student's aid package for the next
regular academic year 1

Funds Not Eligible for Matching SEOG Awards
1. Guaranteed Student Loan program in which the

institution does not provide any funds or ap-
proval

2. Any loan contracted independent of the institu-
tion

3. Employment not made availabI' through the in-
stitution

4. Social Security Educational Allowances
5. Vocational Rehabilitation Benefits
6. Veterans.Administration Benefits
a. G.I. Bill
b. War Orphans

7. Student Savings
8. ROTC, NROTC, AFROTC Scholar-ships or pay:

ments
Q. Federal go-yernmeat-ineemeTei., researclrimder

a `Federal grant
If a financial -aid administrator is uncertain about

any type of aidbeing eligible"or ineligible as an SEOG
match, a request for clarification by the Regional,
Office of Education would be appropriate.

D. Recruitment of Students

The SEOG legislation states that' institutions, in
cooperation with other eligible institutions where ap-
propriate, should make efforts to identify qualified
youth of exceptional financial need and encourage
them to continue their education beyond secondary
school, This can be accomplished by establishing or
strengthening close working relationships with second-
ary school personnel and making, to the extent possi-
ble, conditional commitments to students in the group
identified as meeting SEOG eligibility criterids.

E. Designation of Funds

Fwids representing the SEOG program are iden-
tified as two distinct types, (1) Initial Year (IY) grants
and (2) Continuing Year (CY) grants,and are authorized
by the Office of Education in specify; amounts for each
program. The funds may not be transferred directly
from Initial to Continuing or vice versa at the institu-
tion.

An initial grant is the grant awarded to a student for
the first academic year in which he or She, receives a
Supplemental Grant. All other Supplemental Grants
awarded to that student are to be continuing grants.

The initial grant is applicable to periods of enroll-
ment of up to -tine academic year as defined by
program regulations. For the majority of college and
university students, this will probably be the regular
academic year beginning in the fall and consisting of
two semesters or trimesters or. three quarters.

,However, a number of exceptions can be expected-,
such as the student who begins at mid - year.
Historically, the Office of Education has allowed two
interpretations of such a case. In- one, the academic
year ends at the completion of the spring term and the
initial granf_also ends then. If the student re-enrolls in
the summer, any Supplemental Grant that he or she
receives is a continuing grant. In the second interpreta-
tion, the initial grant extends through the summer ses-
sion, in effect, covering- the second semester of the
regular academic year plus the summer Session.

As related to proprietary institutions, Section 176.2
of the SEOG Regulations defines "academic year" as
"not less than . . . 900 clock hours of instruction."
Thus, if a student enrolls in a proprietary institution
for a continuous program of 900 clock hours (or 9
months) or less and receives a Supplemental Grant for
the first time, that grant would be an initial grant for
the entire 900 clock hours.

ryprograms longer than 900 hours (or 9 months),1.
given student might receive either an initial grant alom
or both initial and continuing grants depending upon
circumstances. The factors contributing to the decision
include the-nature of the program and the number of

rpoicrrations or other logical base for dividing the
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program into two or more segments. For example, if
there is a single registration for a program of 9 or 10
months, it would be appropriate to consider this a
single academic year and to award a beginning student
(who hadnot previously recei.ed an SEOG) an initial
grant for the entire period. However, if the program
extends beyond 10 months, it seems reasonable to
award an initial grant for the first 9 months and one or
more continuing grants for the remainder of the
program. A 15 month program, for example, would
probably be divided into 9 month and 6 month por-
tions. A grant for the first 9 months would be an initial
grant, while that for the final 6 months would be a con-
tinuing grant. It is important to note that each grant
award must be at least 5200.

Payments to Supplemental Grant recipients are made
from funds for the award period in effect at the time of
disbursement. Students enrolled in a program which
spans June 30, then may receive disbursements from
funds from two award periods even though a single
grant (either initial or continuing) may be involved. As
an example, a stirdent enrolls in an 8-month program
beginning on April 1, and two payments are to be
made, the first upon enrollment in April and the sec-
ond at the mid-point in August. The first payment
would be made from award period one and the second
from award period two. If the grant is an initial grant,
both payments would be from IY funds. If it is a con-
tinuing grant, both payments would be from CY funds.

IV. Transfer of Funds to the College
Work-Study Program

An institution is permitted to transfer up to 10 per-
cent Of itS allocation for an award period under SEOG
to its allocation of funds for that same award period to
its College Work-Study program. It is not necessary to
request permission from Office of Education to effect
such a transfer. Similarly, an institution may transfer
from CWS up to 10 percent of its allocation to SEOG.
This provision gives an institution flexibility in the use
of its funds once they have been allocated to the in-
stitution.

If the institution finds that it needs additional funds
in the Supplemental Educational Opportunity Grant
program and is unable to 'fully utilize its Colleg-
Work-Study program allocation, it may then want tc
transfer up to 10 percent of the CWS funds to SEOG in
order to utilize all of the funds allocated. These funds
may be used either in the initial year SEOG account or
contihViirSEOG accountdrpirbetweer-Fthe two in

the continuing year account or split between the two,
provided that the total amount transferred does not ex-
ceed 10 percent of the combined initial year,and con-
tinuing SEuG allocation for that year.

This transfer of funds be reported on the in-
stitution's fiscal operations report. When making a
transfer from one account to another, an institution
must expend all of the funds transferred prior to the'
end of the fiscal year or return the unexpended
balance to the original account. For example, an in-
stitution is short in initial year SEOG funds and has
extra funds in CWS. It decides to transfer $5,000 from
CWS to initial year SEOG. At the end of the year, it
finds that it has only expended $4,000 of the funds
transferred into the initial year SEOG account. In such
a case, the other $1,000 transferred must be returned
to the original CWS account. In this example, the in-
stitution would report $4,000 as the amount of the
transfer from CWS to initial year SEOG.

V. Maintenance of Level of Student
Scholarship and Student Aid
Expenditures

A. Purpose

The purpose of the maintenance of effort require-
ment, historically and currently, is to ensure that in-
stitutions participating in the College Work-Study
and/or Supplemental Educational Opportunity Grant
programs do not use Federal funds in place of institu-
tional funds for student financial aid. Each institution
participating in. either- of the two- programs is required
to continue to spend during each Federal award period
in its own graduate and undergraduate scholarship
and student aid programs (including student employ-
ment)an amount'not less than the average expenditure
per year made for that purpose during the most recent
three fiscal years immediately preceding the effective
date of its agreement with the Office of Education.

Once established, this average is permanent and
does not change from one year to the nextunless one
of the following situations occur: (1) an institution is
participating in only one of the- two programs (i.e.,
SEOG or CWS) and subsequently enters the other
program; (2) an institution drcips out of one or both of
the programs and re-enters at a later date; or (3) new
legislation requires the institution to recalculate its ie-
quiresLexue_nditures

whatever proportion is desired. Similarly, if an institu-
tion is short of funds in CWS but has extra funds in
SEOG, it may transfer up to 10 percent from the initial
and/or continuing year accounts to CWS. The amounts
may come all from the initial year account or all from
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Scholarship and Student Financial Aid

The term "institutional scholarship and student finan-
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cial aid" encompasses any expenditure of institutional
funds for scholarships, grants, loans, and employment at
both the graduate and undergraduate levels. This in-
cludes any funds which are given to the institution from
an organization outside the institution but which are con-
trolled and administered by by the institution and are
awarded to student as scholarships or son,: other form of
student financial aid.

An institution must include as part of its maintenance
of effort those expenditures for scholarship or student
aid given to students who are not eligible to
participate in the College Work-Study or Supplemen-
tal Educational Opportunity Grant programs as well as
institutional financial assistance given to those stu-
dents who are eligible for these programs. The Office
of Education recognizes that there may be some
difficulty in determining the degree to which certain
categories of institutional expenditures can be
classified as student aid and therefore permits some
flexibility so long as each institution follows a consis-
tent procedure from .4year to year.

The level for a particular institution is determined
by calculating the average of the expenditures made
during each of the three fiscal years immediately pre-
ceding the latest of the following dates:

1. the effective date of any agreement under the
College Work-Study program or the Educational
Opportunity Grants program which was in effect on
June 30, 1973;
2. the fiscal year for which the institution receives or
received its first allocation of funds under the Col-
lege Work-Study program;
3: the fiscal year for which the institution received
its first allocation of funds under the Educational
Opportunity Grants program; or
4. the fiscal year for which the institution receives or
received its first allocation of funds under the Sup -
pleitiehtal Educational Opportunity Grant program
if the institution did not participate in the Educa-
tional Opportunity Grants program during the
1972-73 fiscal year.

C. Types of Expenditures to be Counted
as Institutional Scholarships and Student
Financial Aid

The main typet of expenditures which are to be in-
cluded in the maintenance of effort computations are
as follows:

1. institutional grants-in-aid;
2. institutional scholarships, including state

scholarships if they are controlled and administered by
the institution;
3. institutional waivers of tuition or fees;
4. institutional student loans;
5. institutional share of National Direct Student

Loans;

6. loans made under the Guaranteed/Federally In-
sured Student Loan program if the institution is the
lender;
7. institutional share of ,United Student Aid Funds,
Inc., College Reserve *gram;
8. institutional share of Nursing and Health Profes-

sions financial aid programs;
9. institutional employment (exclusive of Federal

share of College Work-tudy program);
10. institutional share of College Work-Study
program (limited to on-campus institutional share
unless the institution has provided off-campus
matching share from its own funds);
11. student wages from employment contracted by

'an institution with a private concern, with a provi-
sion that a given number of student job's (not paid
from College Work-Study funds) are in the contract
(e.g., food service, maintenance, etc.).
In the area of student employment, all work per-

formed by students for the institution is to be included,
regardless of its purpose and whether such work is full:-
time, part-time, seasonal, temporary, sporadic, etc.
The institution should count actual cash payments for
the fair cash value of payments made in services in
return for work performed by students. It is immaterial
how the institution records such employment in its
books. For example, some institutions may refer to
their student employment program as a "work scholar-
ship" or "work grant" program. This is particularly
true at institutions which provide work opportunities
for all students.

D. Types of Expenditures not to be
Counted as Institutional Scholarship and
Student Financial Aid

The following are examples of sources of financial
assistance that cannot he counted as scholarships or
student financial aid for purposes of computing the
maintenance of effort figure:

1. scholarships, grants or gifts which are not ad-
ministered or controlled by the -institution and are
given directly to students by groups or organizations
outside the institution;
2. State scholarships, which are not administered

and controlled by the institution;
3. loans from outside sources which are not subject

to Control by the institution;
4. loans under the Guaranteed /Federally, Insured

Student Loan program unless the institution is the
lender;
5. student employment not managed and -con-

trolled by the institution;
6. income from jobs financed by the Federal
government through research under a Federal
grant;
7. Federal share of National Direct Student Loans,

Cr-
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College Work-Study, or Nursing and Health Profes-
sions financial aid programs;
8. governinent benefits such as Social Security, G.I.

Bill, war orphans, vocational rehabilitation, etc.; .

9. ROTC and NROTC scholarships;
10. specialized programs of various Federal agen-
cies such as Bureau of Indian Affairs and Law En-
forcement Assistance Administration.

E. Reporting Maintenance of Effort

An institution is generally requested to furnish its
maintenance of effort data in a special section of the
institutional application to participate in Federal stu-
dent financial aid programs. When first establishing an
average, the institution will report the pertinent figures
concerning irmitutional expenditures for scholarships
and student aid for the, previous three fiscal years.
Each year thereafter the institution will report only its
expenditures for the previous fiscal year.

5 -8

F.
)Waiver

of the Maintenance of
Level of Effort

The Commissioner is authorized to waive the main-
tenance of effort for a fiscal year under special and
In:usual circumstances. These circumstances would in-
clude such conditions as an institution's inability to ex-
pend the amount required due to a withdrawal of
funds from outside sources or a decline in enrollment
where the institution continued to expend in its own
scholarship and student aid programs on a pre-
enrolled student basis an amount at least equal to the
average amount expended for enrolled students during
the three year base period.

Waivers may also be granted in special circum-
stances if an institution withdraws as a lender under the
Guaranteed/Federally Insured Student Loan program.
An institution which is having difficulty maintaining its
level of effort should contact its Regional Office of
EdUcation for advice and assistance on this problem.
If a waiver is in order, the Regional Office can assist
the institution in submitting to the Bureau of Student
Financial Assistance the appropriate information and
a description of the circumstances which would justify a
waiver.
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Chapter 6

, College Work-Study
Program

Stautory'Authority and Purpose

A. Statutory Authority

The College Work -Study program was originally
authorized by the Economic Opportunity Act of 1964.
The Higher Education Amendments of 1968 (Piz.
90-575) transferred the statutory authority for the
program to the Higher Education Act of 1965 (P.L.
89-329), as amended. CWS is currently, authorized
under part C of Title IV of the Higher Education Act
of 1965 as amended b the Education Amendments of
1968, 1972 and 19'76, inter alia.

B. Program Purpose

The primary purptse of the College Work-Study
program (CWS) is to stimulate and promote the part-
time employment of students. The program is designed
for those studenti who have, great financial need and
who are in need of the earnings to pursue a course of
study at an institution of postsecondary education.
CWS is oftentimes awarded to students with other
forms of financial assistance. This enables students
with the greatest need to meet their educational ex-
penses without the necessity of incurring an unduly
heavy burden of indebtedness. The program is also in-
tended to broaden the range of worthwhile job oppor-
tunities for qualified students. Federal grants are made
to eligible institutions which desire to participate in
CWS.

II. :Institutional and Program
Eligibility

A. Institutional Eligibility

In oreerto pirticipate in CWS an eligible institution
must be located in 'one of the 50 states of the Union,
the District of Columbia, the Commonwealth of Puerto
Rico, Guam, American Samoa, the Trust Territory of
the PaeifielIslands, the U. S. Virgin Islands or the

Northern "'Mariana Islands. Eligible institutions in-
clude institutions of higher education and proprietary
institutions of higher education as explained in
Chapter 2. Area vocational schools may also be eligi-
ble as explained in the following section.

B. Area Vocational Schools

"Area vocational school" includes specialized high
schools, a department of a high school, technical or
vocational schools, and department or divisions of a
junior college or community college or university
operating under the policies of the State Board (see
Section 175.2 of the CWS Regulations). These schools
must provide vocational education to persons who are
available for study in preparation for entering the
labor market.

Area vocational schools may use College Work-
Study only for students who are enrolled in eligible
programs. To be eligible, a student enrolled in
an area vocational school must have a certificate of
graduation from a school providing secondary educa-
tion or the recognized equivalent of such a certificate.
In addition, the student must be pursuing a program of
education or training which requires at least Six
months to complete and which is designed to prepare
the student for gainful employment in a recognized oc-
cupation. This means that students enrolled in one part
of the institution may be found to be eligible for CWS
while students enrolled in another part may be ineligi-
ble.

It is important to note that the above restrictions ap-
ply only to those institutions which do not meet the re-
quirements of the definition of an institution of higher
education. A vocational technical school which meets
the eligibility criteria of an institution of higher educa-
tion is not an area vocational school as defined in Sec-
tion 17.2 of the CWS Regulations. Institutions with
questions regarding their status should contact the

'Regional Office of Education.
Area vocational schools may also qualify for funds

from the Vocational Work-Study program,
Rules and regulations for this program are different
from the College Work-Study program. An institution
which receives funds from both programs must ad-
minister them separately and according to the applica-
ble regulations for each program,
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C. Special CWS for Students Who Reside
in American Samoa or the Trust Territory
of the Pacific Islands

The Office of Education is required to set aside each
year a sum of money from the CWS appropriation to
be used for the employment of eligible students who
reside in, but who attend eligible institutions outside
of, Americin Samoa or the Trust Territory of the
Pacific /.lands. Any eligile institution may submit an
application for ti,ese specrSal funds. An award made
under this provision must be used only for the employ-
ment of eligible students from American Samoa or the

Trust Territory of the Pacific Islands. The Trust Ter-
ritory consists of the following groups of islands: the
Southern Marianas, the Carolinas, and the Marshalls.
Students from Guam, the Virgin Islands, the Northern
Mariana Islands, and Puerto Rico are not eligible for
these special funds.

An institution requesting the special funds should be
aware that the CWS grant to employ students from
American Samoa or the Trust Territory is separate
from the institution's regular CWS award. It carries a
different document number and requires separate ac-
counts and reports. A separate application form is re-
quired for each year an institution participates in this
program. An application for these special funds is
mailed to each institution in the spring.

'Eligible students from American Samoa or the Trust
Territory may also receive assistance under the regular
CWS, Supplemental Educational Opportunity Grant
or National Direct Student Loan programs. An institu-
tion which has a small number of such students should
consider this option.

D. Multi-institutional Arrangements

Several off-campus programs have been developed
using a consortium concept. This means that two or
more participating institutions have joined together or
have cooperated with a non-profit agency to coordi-
nate their off - campus programs. The consortium or
non-profit agency provides job identification, place-
ment, administrative services and supervision of CWS
for participating member institutions and admitistra-
five support for the off-campus employers.

Examples of statewide programs are the North
Catotina PACE, Virginia program, Montana Com-
pact, Massachusetts Interns and Arkansas Plan. Major
Urban Corps projects are located in NeW York City,
Chicago, Atlanta, Minneapolis, St. Paul, Cincinnati,
Dayton and Detroit.

All 'institutions participating in a cooperative ar-
rangement-must have a written agreement with the con-
sortium or non-profit agency. This agreement must
'contain the terms, conditions and 'assignment of
resrmsibilitics between each party to tite agreement.
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The procedure for applying for CWS funds for an in-
stitution that participates in a cooperative arrangement
depends on whether or not it also participates in the
National Direct Student Loan and/or Supple-,ental
Educational Opportunity Grant programs. An institu-
tion that does participate in NDSL and/or SEOG must
submit its own application for Federal funds.

If a cooperative arrangement is made between two
or more institutions which do not participate in the Na-
tional Direct Student Loan or Supplemental Educa-
tional Opportunity Grant programs, the designated
grantee for this arrangement may enter into an agree-
ment with the Commissioner on behalf of all of the in-
stitutions. The grantee may file a single application for
funds under this program provided tha:. all of the in-
stitutions participating in such an arrangement are lo-
cated in a single state. If these institutions are from
different states, a separate application for funds must
be filed for the group of institutions located within
each state. The funds allocated to institutions par-
ticipating in a cooperative arrangement in one state
may only be used for students enrolled in one of the
participating institutions in that same state.

Because of the complexities involved, institutions
desiring to participate in such an arrangement are en-
couraged to work with their Regional Office of Educa-
tion Staff. By doing so, the institution can avoid
numerous difficulties and create an arrangement
which can be most satisfactory to all parties concerned.

Ill. Eligibility and Selection of CWS
Recipients

A. Student Eligibility Criteria

To be eligible for a CWS award, a student must meet
all of the general provisions listed in Chapter 2. In ad-
dition, the student must meet all of the student
eligibility requirements which are common to College
Work-Study, Supplemental Educational Opportunity
Grant and the National Direct Student Loan programs
as outlined in'Chapter 4.

Additionally, students must show evidence of
academic or creative promise and the capability of
maintaining good standing in their course of study
while employed under CWS.

B. Preference to Students with the
Greatest Financial Need

Each institution participating in CWS is responsible
for determining the eligibility of students participating
in its program. An institution must make employment



under CWS reasonably available (to the extent of
available funds) to all eligible studegts in the institu-
tion who are in need of such funds. In the event that
more students are eligible for CWS awards than funds
available, the institution must give preference to those
students who demonstrate the greatest financial need.
In determining who has the greatest financial need, the
institution must take into consideration grant assis-
tance that has been provided to the student by any
public or private source and funds to which the student
is entitled under the Basic Educational Opportunity
Grant program whether or not that student has applied
for the Basic Grant. The procedures used by the in-
stitution must be ( I) uniformly applied to all students,
(2) set forth in writing, and (3) maintained as part of
the institution's files.

C. Amount of Award

The institution should determine an appropriate
award amount for each student offered employment
under CWS. In setting this amount, the institution
should consider the individual student's financial
need, number of hours per week the student can work,
length of the academic program or period of eviploy-
ment, anticipated wage rate,' and amount of other
assistance available to that student. In no case should
the CWS award in combination with other sources of
financial assistance exceed the student's need. While
there is no minimum or maximum award amount a
student may receive under this program, the institution
should determine the amount for each individual stu-
dent based on the above factors. See Section 175.14 of
the CWS Regulations for additional information on
awards and overawards.

IV. Development Of Jobs

One of the major aspects of CWS is to develop jobs
for students awarded funds under this program. These
jobs may be developed on-campus (except in proprie-
tary institutions) and off-campus in private, non-profit
organizations or Federal, state or local public agen-
cies.

A. Conditions for Employer
Participation

The restrictions discussed below are applicable to
all work under CWS whether for the institution or a
qualified off-campus agency.

1. Displacement of Regular Workers

Employment under CWS must not result in the dis-
placement of employed workers or impair existing
contracts for services. Employers are cautioned
against the use of students in jobs which traditionally
and customa.ily have been filled by full-time person-
nel from outside the institution. It is the intent of the
program to create new job opportunities. institutions
are advised to keep this thought foremost in mind as
they develop their program.

2. Religious Involvement

CWS positions must not involve the construction,
operation, or maintenance of any portion of a facility
which is used or is to be used for sectarian instruction
or as a place for religious worship. In determining
whether or not employment will violate this restriction,
it is the purpose of the work which must be most
carefully considered rather than the nature of the
employing organization. The institution must insure
that the particular position to which the student is
assigned does not involve sectarian instruction or the
religious activities of a church (or of a chur0-affiii-
ated organization or institution) if it is to be supported
under CWS.

3. Political Involvement

Positions under CWS must be free of political in-
volvement: Under this prohibition, a student could not
be assigned to work for an individual member of Con-
gress, an individual member of a State legislature, or
for any of the various committees of the U.S. Congress.
However, a student could be assigned to the staff of a
standing committee of a State legislature if the selec-
tion of a staff for that committee and the work per-
formed by the staff is conducted in a nor -partisan
fashion. Further, the political support or affiliation of
the student may not be taken into consideration. Posi-
tions that involve lobbying at the Federal level, or
employment for USOE are also prohibited.

4. Dues and Fees Prohibited

Employers may not solicit, accept or permit to be
solicited from a student or a student's parents or
spouse, any fee, commission or compensation of any
kind, or the granting of a gift or gratuity as condition or
prerequisite for the student's CWS employment.
However, if a student is required to belong to a union
and pay dues as a condition of employment, and
further the dues are assessed against non-CWS
employees, then the dues may be paid by the students
from their compensation while employed under the

6-5



program. Generally, CWS employees should not be
treated differently than non-CWS employees perform-
ing a similar function.

5. Vol ontary Services

The Fair Labor Standards Act of 1938; az amended,
prohibits a covered employer (including educational
institutions) from accepting voluntary services from
any paid employee. Therefore, any student who is
employed under CWS must be paid for all -hours
worked. (Contact the nearest Office of the Wage and
Hour Division, Employment Standards Administra-
tion, U.S. Department of Labor, for information
regarding voluntary services of institution employees).

B. Employment On-Campus

1. General ,

On-campus employment is, of course, mutually
beneficial to the student and the institution. It expands
employment opportunities for needy students and, at
the same time, provides needed services for the institu-
tion. While there are often a number of essential jobs
in the clerical and/maintenance areas, an effort should
be made to deve)op a variety of positions suitable to .a
wide range of s Udent skills and interests. Placement of
students in jo related to their academic area of study
is certainly orthwhile in terms of job satisfaction and
consequenyproductivity. A biology major, for example
may be ost valuable in the biology laboratory. The
possibil. of using student personnel majors in the stu-
dent fi ancial aids office should not be overlooked.

Ge erally, a student may be. employed in any
dep rtment, division, office or other unit of the institu-
tio CWS students may also be assigned to assist an
in ividtial professor, if 'the work involved is the type

O'10 the institution would normally support under its
wn employment program. The assignment of a stu-

dent to serve as a research assistant to a professor, is
one example. This is appropriate as long as the work
performed by the student is in line with the professor's
official duties and is considered work for the institu-
tion itself. If the work meets this test, the fact that some
incidental personal financial benefit may ultimately
accrue to the professor is of no concern.

2. < Limitation of Employment in Profit-Making.
Activities

If an institution is engaged in profit-making ac-
tivities, work on such activities is not permissible
under CWS. Profit-making activities may include the
operation or rental of athletic fields, auditoriums,
theaters, parking lots, etc. For example, if the institu-
tion leases a facility to a private sports club or
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organization, any jobs created as a result would not
qualify as CWS positionis.

This limitation does not apply to events which are
conducted as part of the educational, cultural or
athletic programs of the institution itself. The fact that
a fee may be charged for entrance to such an event
does not, in itself, disqualify any jobs related to the
event from being CWS positions.

3. Emphlyment in Food Service or Other
Contractual Operations

An institution may assign CWS students to work in
its food service (or other operations such as security or
cleaning) under the supervision of a private contractor
if the contract betweep the institution and the profes-
sional service company specifically provides for the
employment of acertain number of students. In, order
to employ College Work-Study students with a private
contractor, the contract must speCify that the institution
retains final responsibility for the selection of CWS
students-for these-positions and for the determination
of each student's wage rate. CWS employment under
such a contractual arrangement is considered employ-
ment for the institution itself and is classified as
employment on-campus. In effect, the institution
simply reserves the' right to'reduce the cost of its food
service or other contractual operations through the
provision of student labor.

4. Employment in a Foreign Country

Normally, employment in a foreign country is not
possible under the i. An institution of higher educa-
tion which has a branch campus located in a foreign
country, howe:ver, may employ its own students under
CWS at that branch campus if the overseas extension is
a separate branch with its own facilities, administrative
staff, and faculty. These students may also be
employed by a U.S.Government facility such as an
Embassy or military base.

The employment of a student as an assistant to an
individual professor on a field trip abroad or employ-
ment fot a non-profit organization in a foreign country
is not permissible.

S. Prohibition Against On- Campus
Employment at Proprietary Institutions of Higher
Education

No work for a proprietary institution of higher
education is eligible for Federal financial participation
under CWS. Therefore, students enrolled in participat-
ing proprietary institutions may be employed under the
Co lleg - to program only in work for
organizations other t n the institution itself. In this
context, any entity which controls or is controlled by
the governing board or proprietors of the institution is



considered part of the institution. Any work off -cam-
pus mustbe in the publicnterest and be for a qualified
off-campus agency.

6. Academic Credit for Work-Study

Orli area Of concern has been the earning of
academic credit while performing a College Work-
Study job. The opportunity to receive academic credit
while employed in a CWS job exists,'but is considered
secondary to meeting a student's financial need.
Where possible, the institution should strive to relate a
job to the student's educational program and career
objectives.

There are limitations to the granting of academic
credit to a student on CWS. Generally, an internship or
practicum which s requirement of a degree or cbrtifi-
cate and which is usually performed without
remuneratiort4oes not qualify under CWS. For exam-
ple, student teachers and nurses often must complete a
practicum or internship to fulfill their degree require-_
menTs.Tf this requirement-isgenerally completed with-
out remuneration, the practicum or internship would
not qualify under CWS. On the other hand, if most stu-
dents complete this requirement in a position where
the student receives remuneration, the student be
employed under CWS. In no case may a student be
paid for receiving instruction in a classroom, laborato-
ry or other academic setting.

C. Employment Off-Campus

Off-campus CWS is a benefit to the student, the in-
stitution and the employer. It affords students a valua-
ble experience which helps in making better career
choices. Often it helps to integrate one's educational
program and career objectives through clinical job ex-
periences. The off-campus employer benefits by being
able to expand its, activities with minimal costs. Institu-
tions are encouraged to develop off-campus employ-
ment opportunities for their students.

1. Qualified OffrCampus Organizations

The institution is responsible for ensuring that any
qualified, off -campus organization with which it enters
into an agreement is a responsible agency with profes-
sional direction and staff, and that the work to be per-
formed by the students is adequately supervised and
consistent with the purpose of CWS. The off-campus
agency must meet all of the conditions for employer
participation discussed in Section IV-A, above.

a. Federal, State or Local Public Agencies
Institutions may negotiate off-campus agreements

with Federal agencies, as well as with State and local
public agencies. The statutory requirement that the
Federal share of student compensation may not ex-

ceed 80 percent refers only to Federal funds ap-
propriated specifically to operate the College iVork-
Study program. Most Federal agencies have the
authority to enter into an agreement with an institu-
tion of higher education and to provide ihe.requ ired
share of student compensation normally paid by off-
campus agencies, plus any other necessary and
allowable employer costs agreed upon.

Because of a potential conflict of interest, employ
ment with the Office of Education or any of ix;;
Regional Offices is prohibited.

Local public agencies include such units as city or
county governmental offices, public schools, com-
munity owned hospitals, public libraries, community
centers, etc. Institutions will want to become
familiar with as many local agencies as possible so
that they may enter into agreements with those that
can provide meaningful employment opportunities
for their students.

b. Private Non-Profit Organizations
Non = profit means-thatno-parrorthe iiet earnings

of an agency may inure to the benefit of any private
shareholder or individual. An organization must be
incorporated as such under Federal and/o state
law. An institution which is classified as a tax-ex-
empt organization by either the Federal or State In-
ternal Revenue Service meets this requirement.

Examples of private non-profit organizations are
hospitals, private schools, day care centers, half-way
houses, crisis centers, summer camps,

2. Work Performed in the Public Interest

The services to be provided by students in their
employment with off-campus organizations must be of
broad benefit to the population at large in order to be
considered in the public interest. Work will not be con-
sidered in the public interest if it is primarily for the
benefit of the members of a limited membership
organization rather than the public at large. In this
regard, it is necessary to look not only to the overall
purpose and activities of the organization, but
specifically to the work to be performed by the student.
For example, a student may be employed by a private
non-profit civic club. If the student's work involves a
community drive to aid handicapped children, this
would, of course, be in the public interest. If the stu-
dent's work were confined to the internal interests of
the club, ch as a campaign for membership, this type
of work ou benefit a particular limited membership
group and, the efore, would not be considered in the
public interes

Questions a iikn2tyi .arisen connection with employ-
ment for private non-profit Membership organizations,
such as a golf club or swimming pool. Employment for
such organizations is acceptable only if the use of
their facilities is open to the public on the same terms

iV r)
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as to members of the club. If the use of these facilities
is limited or is given on a preferential basis to a select
membership, CWS employment for local organizations
of this rtype is not acceptable.

3. Execution of Off-Campus Agreements

A written agreement between the institution and off-
campus agency is required. A model off -campus
agreement form which incorporates the pertinent pro-
vision's is shown as an appendix to the CWS reguia-
tions. This form need not be followed precisely, but is
intendd to serve as a guide for the establishment of an
acceptable agreement. Additional or substitute
paragraphs may be devised which are not inconsistent
with the statute or regulations.

The off -campus agreement establishes the arrange-
ment for on-site superVision of students, control of the

. hours of work, the maintenance and submission of
weekly time records, payroll procedures, the prompt
contribution of the organization's share of the payroll,
and -in- general.- provides- -for-- complete documentation
of all responsibilities and financial transactions for the
duration of the project.

The off -campus agreement indicate which par-
ty (institution or off-campus agency) is considered the.
student's employer, a factor-which is important with
regard to the Social Security coverage of students
employed under the College Work-Study program and
which may also be highly pertinent in cases of injuryon
the job. A specific provision designating the
employer's responsibility in case of injury on the job is
particularly important since Federal funds may not be
used to pay for an injured student's hospital expenses.
Whether the institution or the agency would be deter-
mined in case of legal test to be the employer for pur-
poses of establishing, liability for a student's injury on
the job may vary depending upon the specific details of
any given off-campus agreement. Generally, the legal
criterion for determining who is, in fact, tl)e employer
deliends upon which entity has the right to ultimate
direction and control of employees in the performance
of their duties. The model off -campus agreement form
contains one paragraph to be used if the institution
wishes the student to be considered its employee (and
to have the benefits of coverage under its Social
Security and workmen's compensation arrangements)
and an alternativek aragraph to be used if the institu-
tion prefers for t off-campus organization to be the
student's employer.

The off-campus agreement should also state the
share. of student compensation to be paid by the off-
campus agency as well as any other costs to be paid by
the agency.

The prompt contribution of the share to be paid by
the off-campus organization is particularly important
to the institution, since the institution is responsible for
making certain that students receive each pay day the
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full wages which they earned in the preceding pay
period. Failure of the organization to make its con-
tribution does not excuse the institution from fulfilling
this obligation.

4. Supervision and Evaluation of Off-Campus
Employment

The specific elements of a system for supervising.
off -campus ,..mployment of students are a matter for
institutional determination. Such a system must pro-
vide the required documentary information and
should'be consistent with prudent management of the
program.

Institutional officials responsible for overall con-
duct of the program should arrange periodic visits to
each prganization with which an active arrangement
exists. These visits will serve to establish whether the
student is engaged in appropriate and acceptable work
and whether the terms of the off-campus agreement are
being fulfilled. Visits may be made by faculty or staff
niembeTsi)r, if t he organization is located-atsome dis-
tance frotn the institution, by other personnel whom
the institution is willing to permit to act as its agent.

An institution may arrange meetings on the campus
with staff-members of the off-campus organization in
order to acquaint them with its financial aid and stu-
dent employment programs. These meetings, coupled
with the institution's on-site visits and any written in-
formation about the program which it can furnish to
the organizations, can yield many positive benefits to
the institutions, not the least of which is gaining iden-
tification on the part of the employing organization
with the institution's educational aims and objectives.

Many institutions have also found it helpful, in
determining whether to continue an _ofE-campus ar-
rangement, to require students to submit a formal
evaluation of their work experience at the conclusion
of the assignment. The evaluation can also be used by
the institution in helping organizationr to improve
their work programs.

D. Job Description

Each CWS positidh must have a job description
which includes the following: name of employer (i.e.,
department, public agency, non-profit organization),
address, purpose of job, duties and responsibilities,
job qualifications, wage rate or range, length of
employment (beginning and ending dates), and name
of supervisor.

The job description fulfills several significant pur-
poses. First, it will assist the institution in determining
whether or not the job qualifies under the College
Work-Study program. Second, it_ provides the informa-
tion needed to explain the position to a student. Third,



it helps students select the type of employment which
best relates to their educational or career objectives.
Fourth, it aids the financial aid administrator, student,
and supervisor in determining the number of hours of
work required at the specified wage rate to meet the
student's financial need. Fifth, it establishes a written
record for both student and employer of the duties and
responsibilities of the job.

E. Wage Rates

1. Establishing Wage Rates

Wage rates should be a function of the duties and
responsibilities of the particular job. The ,duties and
responsibilities determine the skills and abilities
needed to per/form the job. These skills and abilities
have a market value, which may, however, vary from
one geographical area to another.

Tr.f.; criteria to be used in establishing the rate at
which any particular student is paid are: (a) the par-
ticular set of skills and abilities needed to perform the
job; (b) the prevailing rate at which persons with those
skills and abilities are paid in the local area for doing
jobs of a particular kind; and (c) any applicable
Federal, state or local legislation which would require
a particular vIge rare.

The practict.. of paying students wage rates base(' ex-
clusively on their year in school is permissible only
under a given set of circumstances, namely that

:.satisfactory performance of a job at a given level of
skill is dependent upon that student's level of
academic advancement. As a general rule of thumb,
comparable wages should be paid for comparable
work, whether the work being compared is that of two
studentsat different class levels or that of a student
and a regular employee.

Varying %spa-cc rates enable institutions to pay stu-
dents a wage commensurate with.the skill required for
a particular job and, in addition, offer promotional in-
centive to the student as (s)he becomes more profi-
cient on the job. Wage rate differentials based on race,
creed, color, national origin, or sex are not permissi-
ble.

2. Wage Rates as Related to Need

It is not acceptable to base a stm..it's wage rate on
need or any other factor not basically related to his/her
Skills and abilities. The student's need places an upper
limit on the total earnings under the program, but this
total is as much a factor of number of hours per week
and number of weeks worked as it is of the hourly rate.

3. Minimum Wage Rate

Regulations require that the minimum rate for a stu-
dent employed on campus under CWS be $2.30 an

hour until June 30, 1978 and $2.65 an hour from July
1, 1978 through June 30, 1979, or such higher
minimum wage as may be required under any applica-'
ble Federal, state, or local legislation. Section 175.24
of the CWS Regulations presents minimum wage rates
after June 30, 1979. The minimum wage rate of $2.65
an hour became effective for private institutions on
January 1, 1978. Future increases for private institu-
tions will also become effective on January 1.

Public institutions may request a rate of compensa-
tion lower than the minimum if exceptional circums-
tances warrant a lower rate and its approval is not
precluded by law and is consistent with and promotive
of the purposes of CWS. To obtain approval, a public
institution must submit a separate application to the
Bureau of Student Financial-Assistance.

Private institutions may request a lower rate by filing
an application with the Secretary of Labor, Wage and
Hour 'Division, Employment Standards Administra-
tion, U. S. Department of Labor. The Secretary may
establish a sub-minimum wage rate under provisions
of the Fair Labor Standards Act for full-time students
at a private institution. That is the minimum wage rate
under CWS for those students. ki
- Institutions needing assistance in applying for a sub-

minimum rate should contact their Regional Office of
Education, or the State office of the U. S. Department
of-Labor, as applicable.

4. Maximum Wage Rate

There is no maximum rate under, CWS. However,
institutions should set wage rates in accr-dance with
the qualifications required to perform the _particular
job. Wage rates under CWS should be comparable to
rates normally paid by the institution for similar non-
CWS employees.

F. Hours of Employment

1. Meaning of Hourly Employment

As a part-time employment program, CWS provides
for payment on anthourly basis only. Students may not
be compensated under a salary, commission or fee ar-
rangement. In addition, fringe benefits such as paid
sick leave, vacation pay and holiday pay which are
usually part of a salary situation are not part of the pat-
iem of compensation under CWS. Simply put, CWS
students are employed under "an hour's pay for an
hour's work" arrangement. However, institutions
should not deny payment to CWS students for brief in-
terruptions in their daily schedules such as rest or
coffee breaks if it is the employer's policy ind practice
to permit those interruptions for its regular hourly
employees,
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2. Maximum Hours of Employment

The number of hours an enrolled student is allowed
to work should be determined by the institution in ac-
cordance with its own standards and practices, taking
into consideration the extent of the student's financial
need and the potential harm of a particular combina-
tion of work and study hours on a student's health
and/or progress. Institutions should note that there are
no statutory or regulatory limitations on the number of
hours per week or per term that a student can work.
However, there is a possibility that employment
beyond the amount anticipated at the time of award
may result in an overaward. Section 175.14 of the
CWS Regulations prescribes procedures to be
followed in such an event.

V. Employment During Periods of
Non-Enrollment

The primary purpose of CWS employment is to ena-
ble students to meet their educational expenses. When
school is in session, all of a student's net earnings must
go towards meeting the student's cost of education.
During periods of non-enrollment, it is necessary for
students to maintain themselves and therefore apart of
the earnings may be used for this purpose,

A. Eligible Periods of*Non-Enrollment

Students may be employed under CWS during a
period in which they are not enrolled. These periods
may include the following:

I, A summer or equivalent vacation period for any
student;
2. The full-time work period of a c,00perativ.;
education student; or
3. The remaining portion of a semester, quarter or
other regular enrollment period in which the student
withdraws if he/she intends to return and the institu-
tion considers the student to be making satisfactory
progress.

B. .Student-Eligibility

To be eligible for employinentt' nderCWS during a

non-enrollment period, the institution must ensure itself
that the student was enrolled and in attendance as at least
a half-time student during the preceding regu-
lar session and will complete his or her course of study
during the special session or will be enrolled, or has
been accepted for enrollment, at the institution as at
least a half-time student for the regular Session im-
mediately following the non-enrollment period.
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Students who will be studying abroad under a
"Junior Year Abroad" program may be employed dur-
ing the summer preceding their study abroad provided
they are continuously enrolled in their American in-
stitution while studying abroad and the study abroad is
part of the American institution's own program. In
such cases, employment is limited to qualified posi-
tions in the states, for the American institution's
branch campus located in a foreign country, or by a
U.S. Government facility abroad.

Transfer students are eligible during such periods if
they have been accepted for enrollment on at least a

half-time basis at the institution for the term im-
mediately followini g the period of employment. New
students are also eligible providing they intend to
enroll during the first regular enrollment period
following their employment.

The institution is obliged to exercise all due care in
assuring that any student who accepts employment
during a period of non-enrollment does so in good
faith, A student whose eligibility is based on antici-
pated enroltrnent- ina---gub-seWeiitterm may fail-16---
register or may register at another institution. When
this occurs, an institution which employed such a stu-
dent must be able to demonstrate that the student was
eligible for employment and that the institution had
reason to believe that the student intended to become a
student at that institution in the next term. The docu-
mentation to be secured as evidence of the student's in-
tention to enroll is at the discretion of the institution.
The documentation must, however, demonstrate that it
was reasonable for the institution to believe that the
student would be enrolled as a student in the succeed-
ing term, As a minimum the institution must be able to
furnish a written record which shows that the student did
accept the institution's offer of admittance.

C. Types of Employment Permitted

A job during a period of non-enrollment must meet
the same conditions as those during an enrolled
period. See Section IV for a full description of job
development activities.

D. Savings from Jobs

It is recognized that students working under CWS
during a non-enronment period have certain expenses,
which they must pay from their earnings These ex-
penses include required withholding of taxes and
reasonable costs incident to obtaining such earnings
within the limitations set forth below. Costs incident to
employment include commuting costs between the stu-
dent's home and place of employment, the cost of
meals at work and, if the student does not live with
parents, any necessary rent and food expenses.



The expenses incurred should he kept to a

minimum. Regulations in effect at the time this
handbook was published set maximum permissible ex-
penses. For a student who resides at home, the costs
incident to employment may not exceed 20 percent of
the student's gross earningsor Y00. whichever is less.
If a student is only able to obtain a job away from
home during the period of employment, the costs
dent to employment may not exceed 40 percent of the
student's gross earnings or $600, whichever is less.

The institution 'must determine the amount of
allowable expenses within the applicable limitations
for each student. For example, students who are able
to reside on campus at a reduced rate during the sum-
mer and whose employment is within walking distance
may not need 40 percent of the earnings in order to
cover their expenses. In such a case, the institution
should allow only the amount of expenses reasonably
attributed to the student's cost incident to employment.
In another case, a student may be employed in a large
urban area necessitating considerably greater c.,

penses,--In-suGh a case, it wou.ld-le appropriate far the
institution to allow the full 40 percent or $600,
whichever is less, for that individual student.

It is important for the institution to docunient its
determination of allowable expenses. The documenta-
tion should include a written statement of the institu-
tion's procedures for making this determination. In ad-
dition, the file for each student should, as a minimum,
include the amount of allowable expenses.

The amount that a student is required to save (i.e.,
net earnings) will be the difference between the gross
earnings less any required withholding of taxes and
reasonable costs incident to obtaining such earnings.
The net earnings must be considered a resource daring
the next period of regular enrollment. To avoid any
misunderstanding the institution. should include in its
award letter the expected gross earnings, anticipated
withholdings, allowable costs incident to employment
and the amount required to be saved (i.e., net earnings).

If a student is .employed under the CWS program
during the summer or other comparable period while
not attending classes, the institution may include
reasonable living costs incurred by the student for that
period as part of the cost of education if the expected
farnily contribution for that student is calculated on a
I 2-month basis. If the stui.Lini on a 12.-month
budget, his or her net c,irilitu;s 11.i or other
'vacation period are considered :1 Nit 01 the inancial aid
package for that twelve months.

VI. Financial Management

A. Federal Share of Compensation Paid
to Students

1. Limitation of Amount

The Federal share of compensation paid to students
employed under CWS may not exceed 80 percent ex-
cept as noted in Section A2 below. The Federal
share will he calculated on the basis of the hourly rate
paid a student. The following may not he included in
determining the Federal share:

a. Fringe benefits such as sick leave, vacation pay
and holiday pay; and
b. Employer's contributions to Social Security,
workmen's compensation, retirement, etc.
While the law provides that the Federal share cannot
exceed 80 percent, the institution is free to set a
lower percentage for the Federal share, if it so
desires. Forexample, if an institution has a large de-
mand for College-Work-Study jobs from its various
departments on campus but does not have .,.efficient
funds to award to students, it may stretch those
Federal dollars by requiring a greater contribution
from the employing departments and consequently,
a reduced Federal share of the wages p i.

2. Waiver of Federal Share

The Commissioner may approve for an institution a
Federal share of greater than 80 percent if the institu-
tion:

a. Is designated as a developing institution of higher
education in accordance with Title III of the Higher
Education Act of 1965 (Public Law 89-329).,:or
b. Can demonstrate that at least 50 percent of its
students who are,-enrolled as at least half-time stu-
dents have parents whose annual adjusted gross in-
come does not exceed $7,500 per year. A waiver is
requested. by completing the appropriate section of
the annual institutional applicat:on to participate in '
Federal student financial assistance programs.

B. Institutional Share of Student
Compensation

1. Minimum Amount

Except in those cases where a waiver has been
granted by the Commissioner,: ,ho institution's share of
student compensation must he eoiii per-
cent. If the institution chooses to stretch ky
using a Federal share of less than 80 percent, the in-
stitutional share must be proportionally increased. For
example, if an institution decides to use a 75 percent
Federal share, then the institution is obligated to pro-
vide the other 25 percent. The institutional share must
be contributed promptly in conjunction with each
payroll disbursement.

In cases where students are working under an agree-
ment entered into. between the institution and a
.'ederal, state or Ideal public agency or private non-



profit organization, the agreement should state the
share of student compensation and any other costs to
be paid by the agency.

2. Source of Institutional Share

The institutional share may be derived from any
source except from Federal funds appropriated for
CWS. It may be provided by the institution exclusively
from its own funds, partly from institutional and the re-
mainder from other funds, or totally from non-institu-
tional funds as those provided by an off-campus agen-
cy.

The institutional share of student compensation
under CWS may come from funds available under
other Federal programs (such as NSF, NIH, etc.) so
long as there is authority under other programs to do
so. If in doubt, the institution should contact the ap-
propriate Federal agency for a determination as to
whether or not there is authority under its own particu-
lar program, grant, or contract to use CWS funds for

--employment ,As-a-general rulei howeverTmost Federal-
agencies are able to authorize this type of employment.

If an institution has an agreement with an off-cam-
pus agency, it may recover from that agency (a) the
non-Federal share of student compensation, (h) any
required 'employer contributory costs such as the
employer's share of Social Security, or Workmen's
Compensation insurance to the extent that such costs
are paid by the institution on behalf of the agency, and
(c) any costs of administration incurred by the institu-
tion in administering such an agreement either directly
or through an agent. In determining the costs of ad-
ministration, the institution may only charge for those
costs which exceed the administrative cost allowance
actually received by the institution.

An institution may not profit financially from an off-
campui' agreement. If the institution receives funds in
excess of the cost of operating the program for an
agency, the institution must use those excess funds to
(a) reduce the Federal share of compensation to stu-
dents employed by that agency, (b) be held in trust for
the agency for use in a subsequent fiscal year, or (c) be
refunded to the agency.

3. Non-Cash Institutional Share of Student
Compensation

The institution may contribute its share of the com-
pensation of any student employed under CWS in the
form of services and equipment provided by the in-
stitution to that student employee in return for services
rendered. in no case may any such payment consist of
remittal of a charge assessed against the student ex-
clusively because of his/her employment under CWS.
Examples of permissible, non-cash payments include:
tuition or any portion thereof, room and board
charges, books and supplies which are not normally
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furnished free of charge, or .fees normally charged to
all students.

As discussed earlier, the Federal share of CWS
wages cannot exceed 80 percent except where the in-
stitution has been granted a special waiver. If the
amount of the institution's now-cash contribution is
less than the difference between 100 percent of the stu-
dent's gross earnings and the Federal share, the institu-
tion must contribute in cash the difference between the
Federal share of the student's gross earnings and the
actual non-cash contribution.

If the institution's non-dash contribution to any one
student in any one pay period exceeds 20 percent of
that student's earnings in that payroll period, the
balance may be claimed as a non-cash contribution
towards that student's earnings during any subsequent
pay period within the same award period. For exam-
ple, the institution may defer all the student's tuition
for one semester, then claim a non -cash. contribution
equal to its share of that student's gross compensation
for each pay period which would be applied against the

-amount-of-tuition-de ferred--until-the-total-o f -such--
shares of the student's earnings equals the total
amount of the tuition deferred. All amounts claimed as
non-cash contributions must be supported by adequate
documentation such as a copy of a receipt provided to
an amount credited to his/her account.

C. Other Uses of Funds

1. Administrative Expenses

An institution may use a pOrtion of funds awarded
each year for its expenses in administering the College
Work-Study program. The law requires that the ad-
ministrative funds first be used to carry out student
co!isumer information services and the remainder for
expenses related to the administration of Title IV
programs. See Chapters 2,and 4 for furt'..er details.

The maximum administrative expense allowance for
CWS is four percent of the gross compensation earned
by students employed on CWS. An institution may
take the full 4 percent, a smaller amount, or none at all.
The allowance is taken directly from the Federal funds
allocated to the institution for the College Work-Study
program, thereby reducing the amount available for
awards to students.

For planning purposes an institution should deter-
mine at the beginning of the year the amounts available
for awards to students, the institutional matching share,
and administrative expense allowance. This will assist
the institution in maintaining fiscal control of the
funds. The. following procedure may be useful for
planning j-rposes.

1. If the institution plans a job locator program,
subtract the amount to be set aside for the program



(up to 10 percent of the allocation to a limit of
$15,000);
2. Divide the remainder by .84 to obtain the gross
compensation to students.
3. Multiply the gross compensation by :04 to obtain
the administrative expense allowance.
It is important to note that the above formulas apply

only if an institution uses all of its funds allocated for
CWS. The institution may only withdraw the ad-
ministrative expense allowance based on the, actual
earnings paid to students.

2.. 'transfer of Funds to the Supplemental
Educational Opportunity Grant Program

An institution is permitted to transfer up to 10 per-
cent of its allocation for an award period under CWS
to its allocation of funds for that same award period for
its Supplemental Educational Opportunity Grant
program. See Chapter 5 for details.

3. Job Location and Development Program

In each award periok' an institution participates in
CWS, it may use up to percent of the Federal funds
allocated to it under CWS or $15,000, whichever is
less, to establish and operate a Job Location and ,

Development program. If an institution already has
such a program, it may use these funds to expand the
program at the institution. See Section VII below for
details..

D. Payment of Wages to Students

1. Accoonting, Recordkeeping and Reporting

The accounting,. rccordkeeping, and reporting
system should be set, up in auch a fashion as to
demonstrate readily, on audit, th Federal funds have
been used properly and only for ;h,,.; purposes in-
tended. It should also provide for easy preparation of
required reports and for control over the rate of expen-
diture. A detailed manual (referred to as the "Blue
Book") covering these procedures for all Federal stu-
dent aid programs has been developed for the U.S.
Office of Education. An institution -TiaOcipating in
CWS- should study this manual carefully and set up the
appropriate records for CWS. The remaining section
of this chapter will deal with fiscai procedures unique
to the College Work-Study program.

2. Pr.yrol I Period

The institution may utilize any payroll period it
desiresyrovicied that a student is paid at least monthly.
It is desirable for an institution to have its CWS payroll
correspond with other similar payrolls at the institu-

tion, A separate time period for CWS is not required.
However, a payroll period which terminates on the last
day of.each month is recommended since it facilitates
the preparation of fiscal reports which normally cover
a period ending on the last day of a month,

3. ' Time Record Form

Institutions participating in CWS are required to
maintain n individual weekly time record showing
hours worked per day. Since this form serves as
authorization for payment, it must contain a certifica-
tion by an official that thes.tudent has worked the num-
ber of hours' stated and the certification must say
whether the work has been performed in a satisfactory.
manner.

The time record also prOvides the institution with a
means of monitoring the number of hours a student
works each week.

An institution will also want to review these time
records to see that students are working the approximate
number of hours needed to ensure that they earn their en-

,

tire award in the term. If the student earns the maximum
amount to ;which he/she is entitled before the
completion Of the job assignment (e.g., before the end
of the serneSter), and is suddenly removed from the
position, the removal would be distressing both to the
student and the supervisor concerned. By periodically
reviewing the time records and comparing the cumula-
tive number of hours actually worked with the cumula-
tive total normally expected at any given point in the
period for which the College Work-Study was
awarded, the financial aid administrator will be able to

° forewarn the student and the employer if it appears the
student is!going to earn the maximum amount to which
he/she is entitled before the completion of the job assign-
ment. This provides both the student and the employer
an oppbrtunity to make. adjustments in the
hours worked to ensure that the stucient earns the total
amount of the award, but does not exceed it. The need
for this kind of record keeping is particularly impor-
tant in view of the new provisic ns regarding overaward
and treatment of surplus earnings in section 175.14 of
the CWS Regulations.

4. Payroll Vouchers

The. CWS payroll should be readily identifiable and
distinguishable from other institutional expenditures
for reporting and control purposes. College Work-
Study compensation should be entered on a separate
voucher or gitouped separately from other expen-
ditures if listed on the institution's general payroll
voucher. If payrolls are handled on automatic data
processing equipment a special code for College
Work-Study payments should be used. Payroll
vouchers must support all payroll disbursements and
should provide space fc: all of the following intbroia-
tion:
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a. Name and address of institution
b. 'Beginning and ending dates of the payroll period
c. Name of student
d. Identification of job in which student is employed
e. Number of hours worked duiing the pay period
f. Hourly rate of pay
s. Gross earnings
h. Compensation withheld for Federal, state, coun-

ty, or city taxes, and other deductions
i. Non-cash payments
j. Net earnings
k. Check number, duplicate receipt, or other iden-

tification

5. Non-Cash Contribution Record

Any services and equipment provided to a student
by the institution as part payment of the institutional
share of the student's pay must be supported by ade-
quate documentation. The institution may use any pro-
cedure for documenting non-cash contributions 'so

______Iong.as.the_records_clearly_demonstrate_that.the-tuitirm,
books, etc. have, in fact, been supplie,1 to the student.

6. Disbursement Process

a. Payment by Check
Compensation to a student must be paid at least

monthly and be supported by individual checksor
by other similar instrument in lieu of checks (drafts,
purchase orders, etc.). In other words, an institution
may pay College Work - Study students in some form
other than individual checks if it does so in its own
tudent employment program, and if the method of

payment provides a docuthent that may be cashed by
I student on his/her own endorsement without
urther restrictions, and if the method of payment

leaves a clear audit trail. For example, an institution
which regularly compensates students in its own
employment through individual drafts payable at the
cashier's office may do the same for College Work-
Study students.

Ordinarily, the amount of the check (or other in-
strument) will cover the entire amount of the stu-
dent's earnings (net after taxes and other required
withholdings) during the previous pay period. The
only exception to the payment of the student's full
net wages by check (or other instrument) would oc-
cur when the institution's matching share 1,.'s been
supplied m the form of a non-cash contribution.

In such cases, the institution must pay the total
Federal share of the student's earnings directly to
him/her by check (or other instrument). A student
employee should be able to cash the check:; or other-
wise receive payment, on his/her own endorsement
without further restrictions. Accounting devices or
procedures which result in the direct transfer of the
Federal share of student compensation to expenses
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or bills are not permissible.
b. Proof of Payment

The institution must have documentation in its
files to show that students actually received payment
in the amount charged to the program. When the' in-
stitution acts as the paymaster, cancelled checks
should be available at the institution for audit pur-
poses.
c.. Payroll Disbursements Handled by an Off-Cam-

pus Agency
Payroll disbursements to students under CWS

may be handled by an off-campus agency rather
than the institution. This procedure is acceptable,
but the institution must make sure that it receives
certain records from the off-campus agency for
review and retention. These records include:

(1) Time reports indicating the total hours
worked each week and containing the supervisor's
certification as to the accuracy of the hours reported
and of satisfactory performance on the part of the
student;
- (2)-Payroll -forms identifying the.period of work,
the name of each student, rate per hour, the number
of hours worked, gross pay, all deductions and net
earnings, and the total Federal share applicable to
each payroll; and

(3) Documentary evidence that students received
payment for their work such as photographic copies
of cancelled checks.

The off-campus agreement between the institution
and organization should incorporatethe above pro-,
visions.

7. Student Wages Not Exempt frogn
Garnishment

No provision in the statute exempts; wages earned
under CWS from state and local lawg, involving the
credit process (garnishment). However, the institution
should refrain from using Federal financial aid funds,
for a student's employment where the student does.not
receive the wages and where, due to the size of the.
debt, there is no likelihood that any of the wages will
be received by the student in the foreseeable future.
Where state and local law allows garnishment, and
when a creditor persis,b in attaching a student's wages,
the institution should discontinue the CWS employ-
ment to the student in order to make th.3 funds availa-
ble to another needy student who will benefit from the
earnings to pursue an education.

E. Maintenance of Level of Student
Scholarship and Student Aid Expenditures

Institutions participating in College Work-Study are
required to continue to maintain their undergraduate
and graduate scholatship and student aid programs.



The requirements for CWS are identical to the Supple -

mental Educational Opportunity Grant Program re-
quirements. See Chapter 5 for details.

VII. Job Location and Development
Program

The Education Amendments of 1976 added a new
provision to the College Work-Study prograin. This ,

addition allows an institution to use part of its College
Work-Study funds for developing or expanding off-
campuF employment opportunities. These oppor-
tunities are to be made availible to all students who
desire to work and without regard to a student's finan-
cial need.

At the time this handbook was published, regula-
tions for the Job Location and Development Program
were being developed. The information provided here
is based on the statute itself and proposed regulations.
Institutions should review carefully and follow the
regulations when they are issued.

A. General Requirements

1. An institution which desires to establish or ex-
pand a Job Location and Development Program
using funds from its CWS allocation must enter into
an agreement with the Commissioner of,Education.
2. An institution must continue to spend the amount

.of funds previously expended on its own job loca-
tion and development programs.
3. The program is for the location and development Li

of jobs off -campus. These jobs may be with any off-
campus employer such as a business .or,industry.
The employer may be a profit-making enterprise or
a non-profit organization. These jobs may be either
full-time or part-time positions.
4. This program may .lot be used to develop jobs in-
volving work for the institution itself or another
eligible institution.
5. Employment positions under this program may
be located or developed for students during and be-
tween periods of their attendanc, at the institution.
This program may not be used for the placement of
students in jobs upon graduation.
6. The location and development of jobs under this
program must not result in the displacement of
employed workers or impair existing contracts for
services.
7: Participation in this program must realistically
result in the generation of student wages exceeding
in the aggregate the amount of funds used to operate
the program.

B. In'stit,lional Eligibility
/

Any institution which participates in the College
-Work-Study program may also participate in the Job
Location and Development Program. The institution
may participate its the program by itself as a single en-
tity or enter into a cooperative arrangement with other
institutions to establish and operate a Job Location
and Development program to serve students, enrolled
in any institution in the cooperative arrangement. An
institution nay also on its own or in combination with
other participating ,institutions, enter into an agree-
ment with a non-pro fit organization under which that
or, anization will establish and operate a Job Location
a,:c1 Development program for students enrolled.at the
institution(s). This agreement may only be made with
reliable organizations with professional direction' and
staff. An institution which enters into an agreement
with other institutions to participate in a cooperative
arrangement or with a non-profit organization acting
on its behalf must have a signed agreement between all
parties concerned. The agreement must:

1. Designate the administrator of the Job Location
and Development program;
2. Contain the terms and conditions and perfor-
mance standards of the arrangements under which
the administrator will establish and operate a Job
Location and Development program on the institu-
tion's behalf; and
3. Provide for the fulfillment of the audit require-
ment.
Each institution shall retain responsibility for the

proper expenditure of Federal funds which it con-
tributes to a cooperative arrangement on its behalf by a
non-profit organization.

C. Financial Management

I. Federal Share

For each year an institution participates in the Col-
lege Work-Study pror,ram it may use up to 10 percent
of the Federal funds allocated to it under CWS or

. $15,000, whichever is less, to establish and operate a
Job Location and Development Program. These funds
may be used to pay up to 80 percent of the 'allowable
cost of the prograin.

Institutional Share

The institution is obligated to'contribute a minimum
of 20 percent of the cost of operating the Job Location
and Development program. The institutional share
must come from non -: :VS sources and may be in cash
or in kind. Administrative funds received for operating
the CWS, NDSL or SEOG programs may not be used
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as the non-Federal share for the Job Location and
Development program. The institution must maintain
supporting records to indicate the amount and source
of its matching funds.

3. Allowable Costs

Allowable costs are those reasonably related to
carrying cut a Job Location anti Development
program established or expanded under this part.
These costs may include costs for personnel, travel,
supplies arid expenses, publications, data processing
services, etc. Allowable costs do not include the
purchase, construction, renovation, or alteration of
physical facilities or indirect administrative cost.

4. Maintenance of Effort fur Job Location and
Develop men Program

For each 'fiscal year in which the institution receives
funds for a Job Location and Development program,
the institution must continue to spend in its own job
-location and development programs, 3111 sources
other than funds received under this part, not less than
the average expenditures per year made during the
;host recent three, fiscal years preceding the effective
date of its agreement with the Commissioner. For pur-
poses of this maintenance of effort requirement, the
fiscal year is defined to be a period of time from July 1
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and ending on the following June 30. In most in-
stances, this average is permanent. It is not a "rolling
average". An institution's own Job Location and
Development program ine17,.tJes any expenditure of in-
stitutional ftinth, the purpcJe of which is to create
employment opportunities Off -campus for enrolled
students. Such expenditures include, .but are not
limited to, staff salaries, related travel costs, pr,inting
and mailing costs, telephone charges, and cost of
equipment furnished by the institution for use in its Job
Location and Development program. The institution
must provide adequate documentation' to show its
maintenance of level of effort figure.

This maintenance of efforts for the Job Location and
Development program should not be confused with the
institution's responsibility to maintain its level of stu-
dent scholarship and student aid expenditures. The
latter is required for all institutions participating in
CWS or SEOG. The former is an 'added requireMent
for thc4e institutions using part of their CWS funds for
a Job Location and Development program.

5. Records and Fiscal Procedures

The general records' and fiscal procedures of the
campus-based programs apply to the Job Location and
Development program. See the "Blue Book" for more
details.



Chapter 7

Nati6nal Direct Student Loan
Program

I. Statutory Authority and Purpose
Page

A. Statutory Authority 7-3
B. Purpose 7-3

II. Application Process

A. Institution's AppiLation to artici-
pate in NDSL

B. Application for Federal Institutional
Loan

Eligibility of Students

Selection of Students

Disbursement Of Loans

IV.

V.

7-3

7-3
VOL

7-3

7-3

7-4

VI. Terms Of National Direct Loans
A. Aggregate ,a.mounts 7-4
B. Interest 7-4
C. Repayment Terms 7-5

VII.
Advancement And Repayment
Of Loans

A. Pre -Loan Counseling
B. Promissory Note ...

1. Evidence of Indebtedness
2. Approved ',,ote Form
3. Types of Notes

a. The "Open -En;" Note
b. The "Li!:-.!ted" Note

4. Distincto.; jetween Loan and
-Advance

5. Provision of the Promissory Note
a. Required Provisions
b. Optional Provisions

(1) Cost of Collection
Chdrgeable to the Bor-
rower

(2) Minimum Repayment
(3) Penalty for Late Charges
(4) Security and Endorsement

6. Sci,' of Advances

7-5
7-5
7-5
7-5
7-5
7-6
7-6

7. Recording Previous Loans
8. Attaching Repayment Schedules

C. Disposition of the Promissory Note
1. Assignment of Transfer
2. Copies of the Note
3. Changes in an Executed Note
4. Safeguarding the Note
5. Repaid Note

D.Interest
1. Rate of Interest
2. Computation of Interest

Loan Repayment

Page

7-7
7-7
7-7
7-7
7-7
7-7
7-7
7-7
7-8
7-8

A. General 7-8
B. Repayment Period Established by

the Original National Defense
Education Act of 1958

C. Repayment Period Established by
Higher Education Act of 1965 7-9

D.Period of Grace 7-9
1. Definition 7-9
2. Non-Accrual of Interest 7-9
3. Determination of Period of

Grace
4. Expiration of Period of Grace

E. Deferments Extending Repayment
Period
1. Student Status, Military, Peace

Corps, Vista
2. Special Extensions

7-8

3. Certificate Procedure
a. Responsibility of the Borrower
b. Institutional Responsibility

F. Establishing Payment Dates
7-6 a. a. Annual Repayment

b. Monthly Repayment
7-6 c. Bi-monthly Repayment
7-6 d. Quarterly Repayment

2. Establishment of Standard
Repayment Dates

7-6 G.Computation of Payment Involving
7-6 Deferment
7-6 1. Advantages for Payment Date to
7-7 Remain Fixed
7-7 2. Deferment Period

7-9
7-9

7-9

7-9
7-9

7-10
7-10

7-10
7-10
7-10
7-10
7-10
7-10

7-10

7-11

7-11
7-11

7-1 '



IX. Repayment Plans

Page

C. Responsibility for Determining Can-

Page

cellation Benefits 7-14
A. General 7-11 1. Responsibility of the Institution 7-14
B. Loans Subject to Annual Repayment 7-11 2. Forms and Documentation Re -'
C. Loans Subject to Quarterly, Bo- quired 7-14

monthly, or Monthly Repayments.. 7-11 a. Teacher Cancellation 7-14
D.Minimum Rates of Repayment 7-12 b. Military Service 7-14

I. Defense Loans 7-12 c. Death 7-14
2. Direct Loans 7-12 d. Disability 7-14
3. Borrowers Receiving Both e. Bankruptcy 7-14

Defense and Direct Loan 7-12 D.Exclusion of Refunds ... 7-14
E. Postponement of Payments 7-14

X. Cancellation of Loans F. Reimbursement by the Commis-
sioner of Amounts Cancelled 7-15

A. Defense Loans 7-13 1. Defense Loans 7-15
a. Teacher Cancellation 7-13 2. Direct Loans 7-15
2. Military Cancellation 7-13
3. Death 7-13 Xl. Collection Procedures
4. Permanent and Total Disability 7-13
5. Bankruptcy 7-13 A.Due Diligence 7-15

B. Direct Loans 7-13 B. Use of Billing Service 7-16
I. Teacher Cancellation 7-13 C. Use of a Collection Agency 7 -i6
2. Military Cancellation 7-13 D Costs of Collection 7-16
3. Death 7-14 E. Bankruptcy 7-16
4. Permanent and Total Disability 7-14 F. Overdue Payments and Default 7-16
5. Head Start 7-14
6. Bankruptcy 7-14

7-2



Chapter 7

National
Progra

irect Student Loan

Statutory Auth y and Purpose

A. Statutory Authority

The National. Direct Student Loan Program is a con-
tinuation of the National Defense Student Loan
Program authcrized by Title II of the National
Defense Education Act of 1958. Statutory Authority is
found in Title IV, Part E of the Higher Education Act
of 1965, as added by section 137(b) of Public Law
92-318, 86 Stat. 273 (20 U.S.C. 1087aa-87ff), and Ti-.
tie H of the National Defense Education Act of 1958
(20 U.S.C. 421-29). Further amendments have been
made by the Education Amendments of 1976, Pub.
Law 94-482.

B. Purpose

The purpose of the National Direct Student Loan
program is to assist in the establishment and mainte-
nance of low interev long-term, deferred loan
programs at institutions of postsecondary education to
provide loans to students demonstrating need for fi-
nancial assistance-in order to pursue their courses of
study at such institutions.

II. AppIication Process

A. lAstitution's Application to
Participate in NDSL

Institutions wishing to participate in the, National
Direct Student Loan program must file an application
to participate each year in accordance with dates
established by the Commissioner of Education. Ap-
plications are submitted in conjunction' with applica-
tiocs to participate in the College Work-Study
program and the Supplemental Educational Oppor-
tunity Grant program (if the institution chooses to par-
ticipate in these programs). A discussion of the ap-
pl!,,Ition process for the campus-based programs is in-
CiL J in Chapter 4.

B. Application for Federal Institutional
Loan

Institutions unable to finance the required institu-
tional capital contributions (one-ninth of the Federal
capital contribution) may apply to the Commissioner
for a Federal institutional loan to assist the institution
in financing its institutional capital contribution. The
Commissioner may make such a loan to an institution
if he/she determines that the institution is unable to
secure the necessary funds from non-Federal sources
upon terms and conditions which are reasonable.
However, no funds are currently available for this pur-
pose.

III. Eligibility of Students

To be eligible for a National Direct Student Loan, a
student must meet all of the general provisions listed in
Chapter 2. In addition, the student must meet all of the
student eligibility requirements which are common to
College Work-Study, Supplemental Educational Op-
portunity Grant and the National Direct Student Loan
programs as outlined in Chapter 4.

IV. Selection of Students

A. National Direct Student Loans must be made
reasonably available to all eligible student applicants'.

B. No loan may be made to,a student ho indicates
an unwillingness to repay the boar. Delioquency on a
prior loan or an established hisbry of non-payments
of debts may be taken as evidence of an unwillingness
to repay the loan.

C. In the event sufficient funds are not available to
meet the need of all applicants, the order of selection
must be on the basis of need.

D. Institutional Selection Procedures
The institution must establish procedures for select-

ing among eligib:e students, in accordance with !lie
policies under A, B and C above. These procedures
must be:

1. Set forth in writing,
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2. Available for public inspection; .

3. Maintained in the files of the financial aid office.
E. Loans must be available to all levels of students

and without discrimination.

V. Disbursement Of Loans

A. Loans may be disbursed directly to borrowers or
may be credited to the borrowers' accounts at the in-
stitution. Payments must be evidenced in the institu-
tion's records by cancelled checks or vouchers. If the
institution uses any other method of disbursement, the
method must be evidenced by a clear audit trail i
ing an acknowledgement Of receipt by each bo ower
indicating the method of payment. Inso:ar as possible,
it is desirable to credit students' accounts (tuition,
room and board, etc.) rather than disbursing payments
by check or cash directly to the student. This will
assure funds are being used for educational expenses
as required and in accordance with the Affidavit of
Educational Purpose. In addition, this facilitates
recovery of refunds resulting from stue nits' withdraw-
ing from the institution.

B. No borrower may receive a loan in excess of the
amount he/she reeds during a given academic period. In
this connection, officials should refer to Section 144.'.4
of the NDSL regulations regarding_overawards.

C. An institution making a loan to a student for a
full academic year must advance a portion of that loan
in each semester, trimester, or quarter if the institution
uses such academic periods.

.For institutions not using those academic periods,
advances must be made at least twice pef academic
year with one advance at the beginning and the other at
the midpoint of the academic year.

D. No more than half the loan may be advanced
before the midpoint.

E. If, however, the total amount awarded to a stu-
dent under the campus-based programs is $300 or less,
only one advance need be made:

F. Loans for periods shorter than the academic year
must be advanced to borrowers in installments that are
deemed appropriate to enable borrowers to.meet the
costs reasonably necessary for their attendance during
the academic period for which the loan was approved.
in no event may the loan exceed he borrower's deter-
mined nee.

G. If a student incurs uneven costs in a particular
term, or needs additional funds f6r that term, the in-
stitution may advance those additional funds without
regard /to the requirements cited, in section C above,

H. thlo payment may be made unless the borrower
signs ao notarized Affidaviti-of-Educatpnal Purpose as
approVed by the Commissioner. The--affidkirfnust
state that the proceeds of the loan will be usii)solely
for expenses related:.to attendance or continued atten-
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dance at the institution. (See Appendix B-I I for a sample
approved Affidavit of Educational Purpose form).

I. At the time of disbursement, the institution must
comply with the Truth in Lending Requirements of
Regulation Z. If a loan is determined invalid because
of non-compliance with Regulation Z. that loan will
not be considered to be an NDSL.

J. A loan must be evidenced by a Promissory Note
executed.by the student borrower.

K. No advance may be made unless the institution
determines that the borrower:

1. Is maintaining satisfactory progress in the course
of study he/she is pursuing, according to the standards
and practices of the institution;
2. Is not in default on any loan made from a student
loan fund at that institution or on a loan made, in-
sured, or guaranteed under the Guaranteed Student
Loan program for attendance at such institutions;
3. D,- . not owe a refund on grants previously
receiveu for attendance at such institution under the
Basic Educational Opportunity Grant ,.ogram, the
Supp'emental Educational Opportunity Grant
program, or the State Student Inc,ent)ve Grant
program.
L. Generally speaking, if the default on a loan or

the refund due on a grant is corrected during the
enrollment period for which the loan is approved, an
advancy may be made.

VI. Terms of National Direct Student
Loans

A. Aggregate Amounts

. The aggregate amounN of loans a student may
receive from all institutions of higher education may
not exceed:

1. $10,000 in the case of any graduate or prefes-
sional student, including an prior amounts received;
2. $5,000 in the case -.f a student who has suc-
cessfully completed two .,cademic years of a
program lending to a bachelor's degree including
any such loans made before he/she successfully com-
pleted the two years (the maximum of $5,000 applies
to any student until he/she is admitted to a graduate or
professional program. Upon admission to a graduate
or professi6nal degree program, the $10,000 max-
imum applies).
3. $2,500 in the case of any student who has not
completed two academic years of a program leading
tc. a bachelor's degree.

B. Interest

National Direct Student Loans bear interest on the
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unpaid balance at the rate of three percent per annum.
No interest accrues until the beginnin the tenth
month after the date the bon- er ceases to carry at
least one-half the normal academic load at an eligible
institution of higher education.

C. Repaymen Terms

1. The loan is to repaid quarterly, bimonthly, or
monthly at the option of the institution.
2. The repayment begins nine months after the stu-
dent ceases to carry a one-half timc work load and
ends ten years and nine months after the date the
student ceases to carry a half-time work load. The
borrower may request that the payment period start
at an earlier date.
3. Repayment of principal and interest is to be made
in equal monthly, bimonthly, of qual,erly install-
mdints as determined by the lending institution ex-
cept that the borrower may request that ciayments be
made in graduated installments, This .1-epayment
schedule must be approved by the lending institution
and the Commissioner.
4. The institution has the option of requiring a

minimum repayment of principal and interest of Sic)
per month or the equivalent amounts bimonthly or
quarterly.
5. All or any part of the principal plus the accrued
interest may be prepaid at any time without penalty.
6. At the option of the institution, the entire indeb-
tedness plus interest accrued thereon may become
immediately due and payable if a borrower fails to
meet a scheduled repayment of any of the install-
ments due.

VU. Advancement an ayment
of Loans

A. Pre-Loan Counseling

It is essential to the sound administration of the loan
program that borrowers have as complete an under-
standing as possible of their responsibilities and rights
under the program. It is strongly recommended that
either, individual or group counseling sessions be held
with the borrowers prior io advancing the loan.

Pre-loan counseling sessions should set forth the
nature and. purpose of the program, clearly indicating
the borrower's obligation to repay. Each borrower must
be given a copy of the Promissory Note which sets
forth the terms of repayment along with the borrov,fT's
rights and obligations.' A discussion of the ri Skin'

obligations along with providing each bo:
statement of them is desirable. An opportunity

be given to borrowers to raise 'questions concerning
their rights and obligations, and should atso provide
disclosiireof interest rates and general terms of repay-
ment.

Pre-loan counseling is a key factor in sound collec-
tion procedures. As a part of the pre-loan counseling
session it is most desirabld to have borrowers complete
an information sheet which would provide useful in-
formation in sound collection procedures. This infor-
mation should include:

I Borrower's name and current address;
'rmanent address of parents;

phone numbers of the rrower and parents;
.petted date of graduation;

5. Spouse's name and address;
6. Spouse's employer;
7. Name and addresses of two or three personal.ae-
quaintances;
8. Borrower's driver's license number.
Effectivo pre-loan counseling sessions will satisfy

the initial requirement of due diligence of providing
each borrot,::-r with full disclosure of rights and obliga-
tions. In ad,Ron, it will assist in locating borrowers
who leave the institution without having the exit inter-
view.

B. The Promissory Note

The Promissory Note is the legal doe; Tnent which
binds the borrower to the repayment Wig,' ions, tie
terms o,f the act, and the Federal regulations and
policies which govern the 'program. ,

1. Evidence of Indebtedness

Each loan advanced inust be evidenced by a Pro-
missory Note executed by Olt student borrower. The
Note must be executed without security and without
endorsement unless the borrower is a minor and the
Note under the law of the State in which the lending in-
stitution is located would not create a binding obliga-
tion. In these cases,- either security or endorsement
may be required. (Note: It is imperative that aid ad-
ministrators have knowledge of ,the laws governing
Notes in their particular states).

2. Approved Note Form

An approved Note form is included in Appendix B
of the NDSL Regulations. Except for the optional pro-
visions, any substantive deviations from the provisions
of this form Aug be approved by the Commissioner.

7os of Notes

Ai.. institution may u..t; either an "open-end" Note or
a "limited- Note. In either case the conditions and,
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terms of the Note as approved by the Commissioner
must be used.

a. I he Open-ILnd" Note
An advantage of the "open-end" Note is that it is not
necessary to execute a new Note with each approved
loan or disbursement. When the initial loan is ap-
proved for the borrower and the Note executed, the
same Note can be used as long as the borrower con-
tinues to receive loans from the same institution and
as long as the terms of the loan remain the same. (It
Mould be noted that amendments to the act which
would affect repayment termsor rights . Id respon-
sibilities of the borrower would necessitate the ex-
ecution of a new Note).
The "open-end" Note Cioes not contain the specific
amount of the approved loan on the face of the Note.
A Schedule of Advances is made a part of the Note.
At the time of each disbursement of a loan, the bor-
rower enters the amount received, the date of
receipt, and his/her signature in the Schedule of Ad-
vances.
b. 71u. "Limited" Note
The "limited" Note must be executed each time a
loan is approved or disbursed and would be limited
in its use to no longer than one award period
(usually one academic year). The specific amount of
the approved loan must be entered on the face of the
Note. If more than one disbursement is made of the
approved loan, each disbursement must be entered
in the Schedule of Advances accompanied by the
bdrrower's signature. This should also be done even
if the entire amount of the loan is made in a single
disbursement as it provides further documentation
of the receipt of the loan by the borrowe.

4, Distinction Between loan and Advance

In the preceding discussion of Promissory Nos
reference has been made to approved loan-, 4.r.d ad-
vances. It is important to clear;; differentia :f ween
these.

a. An approved loan is th am unt which Lie ap-
Noving official at the insti ution has approved for
the borrower for the academi clod of study which
may not exceed an award period.
Approved loans may be disbursed in several install-
ments with at least one installment each academic
term (quarter, semester, etc.) or in at least two in-
stallments if such terms.are not used. The approved
loan may not exceed the borrower's need for the
term for which it is approved.
b. The advance is the disbursement of the approved
loan or portion thereof by the institution to the
borrower. Advances may be Made directly to the
borrower or ,,by credit to the borrower's account at
the institution. The date and amount of each ad-
vance must be appropriately voted in the Schedule
of Advances on the Promissory Note and evidenced
by the borrower's signature.
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5. l'rm, /,1 the Prwilisson Note

The required inn.' optional provisions of the Note
are enumerated below. A more detailed discussion of
the .pro visions will follow.

a. Required POWNir»1.1
(I) Rate of Interest
(2) Repayment terms
(3) Pt epayrnent ut Loan
(4) Default
(5) Defermetit of payments and interest
(6) Cancellation provisions for teaching, mili-

tary, death and disability
(7) Address change
(8) rAssivriment
(9) Certification of Prior Loans

( 1 ()) Schedule of Advances
(11) Borl'Ower's sign:Are and permanent address

b. Optional Provicions
The Act provides the institution with certain provi-

sions the institution may include in the Note if the in-
stitution chooses to do so. In determining whether or
not to include these provisions in the Note, the institu-
tion 3hould keep in mind that the Promissory Note is
the binding legal instrument setting forth the terms and
conditions of the loan. If the optional provisions are
not included in the Note. the provisions cannot be used
in t'ile collection of the loan. Legally the borrower is
subject only to the provisions set forth in the executed
Note. Inclusion of the optional provisions in the Note
does not necessarily mean they must be enforced. It is
therefore recommended that institutions include the
optional provisions in the Note. The optional provi-
sions are:

(1) Cost of Collection Chargeable to the Borrower
The institution, at its option, may insert after "I pro-,
mise to pay to , the sum of such amounts set
forth below" 'he following:
"together with all attorney's fees and other costs and
charges 'necessary Door the collection of any amount
not paid when due.
(2) Minimum Repayment
If the institution so chooses, it may require a
minimum repayment of $30 per month (or the
equivalent-amounts in bimonthly or quarterly repay-
ment plans) of principal and interest in the event
repayrnen! over the ten year period would result in
monthly iyments of principal and interest less than
a total of $30: (See Repayment Plans for a more
detailed dis.:4ssion of Minimum Rate of Repay-
ment),
(3) Penalty.' Charges
An institution may provide for. the assessment of a
charge for the failure of a borrower to pay all or any
part of a payment when due or for failure to file
tirn,qy requests for deferment or cancellation
bet fits.

(a) In the case of monthly payments, $1 for the
first month or part thereof, and for each subse-
quent month.
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to

(b) :n the case of bimonthly or quarterly pay-
ments, S3 and $6 respectively for each installment
interval or part thereof by which such payment or
evidence is late.
The institution may add this charge to the out-
standing principal of the loan but must so inform
the borrower prior to the due date of the next
scheduled payment.

V. Security and Endorsement
it :Ale borrower is a minor and under applicable state
laws a Note executed by a minor would not create a
binding obligation, the institution may require
security or endorsei.7..ent.

6. Schedule of Advances

Each Promissory Note must contain a Schedule of
Advances showing the date of the advance, the amount
of the advance, and must bear the signature of the bor-
rower acknowledging the advance.

7. Recording Previou' Loans

a. Each borrower must certify on the Promissory
Note all Direct or Defense loans received at other
institutions. The certification must include amount
Of loan, date of loan, and the name of the instituion
from which the loan was received.
b. The institution must maintain a record of all
loans made to the borrower by the institution.
c. The aggregate amount of loans made. to a bor-
rower from all institutions may not exceed $10,000
in the case of a graduate or professional student,
$5,000 in the case of an undergraduate student who
has completed two years of a baccalaureate degree
program, and $2,500 to a student who has not com-
pleted two years.

8. Attaching Repayment Schedules

A r,:payment schedule (plan) must be attached to
the Note at the time the borrower leaves the institution.
The Office of Education encourages an amortized
repayment schedule settintforth the principal and in-
terest due on each installnUnt for the number of in-
stallments required to pay the loan in full._

The amortized repayment schedule is not a require-
ment. As a minimum, the repayment schedule should
set forth:

a, The number of principal repayments or the num-
ber of equal repayments;
b. The rate of interest;
c. The date the first repayment is due; and
d. The frequency of repayments.

C. Disposition of the Promissory Note

1. Assignment or Transfer

89

a. The Note may not be assigned exc..Tt to the
United States (or to a party expressly approved by
the Commissioner), or to another instution to which
the borrower transfers if that institution is participat-
ing in the program, or if not participating, is eligible
to do so and is approved by the Commissioner for
receipt of the assignment of such Notes. In making
the assignment or transfer, the assignoi institution
assigns all rights to monies collected under the
assigned Note and the assignee fIstitution accepts
all responsibilities of the Note.
b. Under the ins1;tution's Agreement with the Com-
missioner, the institutions may assign its rights under
a Note evidencing a loan in default for at least two
years to the United States provided the institution
has exercised due diligence (as set forth in the
regulations) in attempting to collect such,a loan. The
assignment of these rights to the United States will
be without recompense, and any sums subsequently
collected on the assigned Note will be deposited in
the general fund of the Treasury. In order to make
an assignment of such a Note, the institution must be
able to satisfactorily demonstrate due diligence in its
collection efforts such as systematic bilt;o,y, use of
skip trace, and use of a collectic or other
comparable institutional collection proc- Ares.
c. Except as provided in a and b, the Promissory
Note may not be assigned or transferred.

2. Copies of the Note

At the time the loan is made, two copies of the Pro-
missory Note are executed. The original copy is re-
tained by the institution, and the other is given to the
borrower. When the borrower leaves school, helshe
should receive a copy which shows all advances made.

3. Changes in An Executed Note

If an error should be discovered in an executed
Note, the institution should obtain legal advice as to
the appropriate action to be taken. In such instances,
the approval of all changes should be indicated by the
initials or signatures of all primary parties to the Note.

4. Safeguarding the Note

Promissory Notes must be maintained in good order
in a locked fireproof container. Only authorized per-
sonnel may have access to the Notes.

5. Repaid Notes

An institution must retain all financial and repay-
ment records pertaining to any individual loan made
for not less than five years horn dm date on which the
entire amount of the loan has been repaid, cancelled,
or assigned.
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Microfilm copies may be substituted for original
records in meeting this requirement.

When a loan has been repaid, the institution should
mark the Note "Paid in Full", have it certified by an
official of the institution, and surrender the Note to the
borrower. The institution must retain a photostatic or
other reproduced copy of the Note for a period not less
than five years after the date the loan was repaid in
full.

D. Interest

1. Rate of Interest

The loan bears interest on the unpaid balance at the
rate of three percent per annum except that no interest
accrues until the beginning of the tenth month after
which the borrower ceases to pursue at least a half-
time course of study at an institution of higher educa-
tion. (On loans made prior to November 8, 1965, in-
terest does not begin to accrue until one year from the
date the bot rower ceases to pursue a half-time course
of study).

In addition, interest does not accrue on the loan as
follows:

a. During any period in which the borrower is carry-
ing at least a one-half time work load at an institu-
tion of higher education or a comparable institution
outside the United States approved by the Commis-
sioner;
b. Not in excess of three years during which the bor-
rower is a member of the Armed Forces of the
United States; and
c. N, n excess of three years during which the bor-
rower is in service as a volunteer under the Peace
Corps Act or is a VISTA volunteer under Title I,
Part A of the Domestic Service Act of 1973.

2. Computation of Interest

a. Interest is computed at the rate of three percent
per annum simple interest on the unpaid principal
balance.
b. Interest F ho u la be computed from the date when
the payment is received rather than from the due
date; however, interest charges may be computed

(I) to the nearest first-of-the-month, or
(2) in accordance with the established schedule of
payments of principal and interest if the borrower
is paying on a regular basis in accordance with the
schedule.

c. In the case of past due payments, interest should
be computed based on the date received. The pay-
merits ,.hould first be applied againsl accumulated,
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interest with any remaining amount applied to the
principal. Ger,erally, if the past due payment is
received prior ..o the next regularly scheduled pay-
ment, the established schedule of principal and in-
terest payments may-be applied.

VIII. Loan Payment

A. General

Both the National Defense Education Act of 1958
and Higher Education Act of 1965 as amended stipu-
late ten year repayment periods; however, they differ in
their provisions which define the starting date of the
repayment period. As a result, institutions participat-
ing in the program prior to the 1965-66 academic year
will find it necessary to collect their loans over varying
periods.

1. Borrowers who completed their study prior to
November 8, 1965 will repay their loans over a
period which was determined by the terms of the Na-
tional Defense Education Act of 1958 or as
amended by P.L. 88-665.
2. Some borrowers received loans prior to Novem-
ber 8, 1965 and also had new loans committed and
advanced after November 8, 1965. These borrowers
are subject to the terms of the original Act for loans
prior to November 8, 1965 and to the terms of the
Higher Edudation Act of 1965 as amended for loans
made or committed after November 8, 1965.
3. Borrowers whose total loans were approved after
November 8, 1965 will repay their loans in accor-
dance with the terms of the Higher Education Act of
1965 as amended.

B. Repayment Period Established by the
Original National Defense Education Act
of 1958

The National Defense Education Act provided that
borro ,.irs must repay their loans, plus interest
thereo. in annual installments over a ten year period
beginning one year after the date on which they cease
to pursue a full-time course of study (or on or after Oc-
tober 16, 1964 cease to pursue at least a half-time
course of study as set forth in P.L. 8S.65) at an ir-
stitution Ligher ,..,di..cation and ending eleven years
aftet such date.



C. Repayment Period Established by
Higher Education Act of 1965

The Higher Education Act of 1965 as amended pro-
vides that borrowers must repay their loans, plus in-
terest thereon, in quarterly, bimonthly, or monthly in-
stallments over a ten year period beginning nine
months after the date on which they cease to carry, at an
institution of higher education or at a co parable in-
stitution outside the United States appr ved by the
Commissioner, at least one-half the norm 1 full-time
academic work load as determined by the institution,
and ending ten years and nine months after that date.
The period may begin earlier at the request of the bor-
rower.

D. Period of Grace

1. Definition

The interval between termination of at least half-
time study and beginning of the repayment period is
termed "the period of grace."

2. Non-Accrual of Interest

The Act specifically provides that during this period
repayment need not be made and that interest does
not accrue.

3. Determination of Period of (.;race

The period of grace provided an individual bor-
rower will be determined in accordance with the terms
governing the Promissory Note executed at the time
the loan was approved.

a. For Notes subject to annual repayment terms
(that is, for loans committed and on which an ad-,
vance was made on or before November 8, 1965),
the period of grace consists of twelve consecutive
months from the time the boirower ceases to pursue
at least a half-time course of study (or prior to Ocr-
ber 16, 1964, a full-time course of study) at an in-
stitution of higher education in a state or a compara-
ble institution outside the States.
b. For Notes subject to monthly, bimonthly, or
quarterly repayment terms (that is, for new loans
made after November 8, 1965), the period of grace
consists of nine consecutive months from the time
that the borrower ceases to pursue at least a half-
time course of study at an institution of higher
education in a state or a comparable institution out-
side the States.
c. The grace period (nIne or twelve consecutive
months, v.'tichever is applicable) is calculated from
the fest-of-the-Month nearest to the day when the
borrower leaves the institution unl(Js the institution
chooses to use the actual date of separation,

4. Expiration of Period et' Grace

The period of grace will expire upon determination
that the borrower has been -may from eligible student
status for a continuous period of nine or tselve-
months, whichever is applicable. It is important to note
that the period must be continuous for the full appli-.a.-
ble period. Borrowers returning to eligible student
status before the expiration of nine or twelve con-
tinuous months, whichever is applicable, would

'receive the nine or twelve month period of grace on
their subsequent departure from eligible student
status.

If, after borrowers have been accorded the period of
grace on one loan, they should later resume at least a
half-time course of study at the same or another in-
stitution and receive additional loans, they would be
entitled to another period of grace only for those addi-
tional loans.

E. Deferments Extending Repayment
Period

1. Student Status, Military, Peace Corps,
VISTA

Installments of principal need not be paid and in-
terest does not accrue on the loan during any period:
(1) in which the borrower is carrying at least a half-
time course of study at an,institution of higher educa-
tion in a State or at a comparable institution outside
the States approved by the Commissioner;
(2) not in excess of three years during which the borrower
is a member of the Armed Forces of the United States, or
is in service as a volunteer under the Pease Corps Act, or
is a VISTA volunteer under Title I-Part A of the
Domestic Service Act of 1973. Any such periods are not
included in determining the ten year repayment
period.

The above-listed deferments are available to both
Defense loan and Direct loan borrowers. Additionally,
for Defense loans only, an institution may, at its option,
provide that repayment installments may be deferred
during any period or 'periods not in excess of three
years while the borrower is enrolled at an institution of
higher education for less than half-time study taking
courses which are creditable toward a degree. The in-
stitution may also provide that any period of defer-
ment -vill not be included in determining the ten year
period in which the repayment must be completed, but
interest continues to accrue during any such period.

2. Special Extensions

In addition, if students who have borrowed from a
Fund, due to extraordinary circumstances such as ill-
ness or unemployment are unable to meet their
scheduled repayments when due, the institution may9
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revise their repayment schedules. Where the revision
would involve an extension of the repayment period
beyond the ten year period, the Commissioner must be
notified in the case of Defense Loans (loans Made
prior to July 1, 1972). In rte case of Direct Loans
(loans made subsequent to ..uly I, 1972), such action
extending-the ten year period must have prior approval
of the Commissioner. Interest continues to accri<e
during these periods of deferment.

3. Certification Procedure
a. Responsibility of the Borrower
Borrowers who desire to request deferment must subIllit
their requests to the lending institution on a properly
completed form, "Request for Deferment of Repay-
ment Because of Armed Force, Student, Peace corps,
or VISTA status." This certification form, Which the
borrower should obtain from the lending instituti..,o,
should be submitted when the first repayment install-
ment is due following the borrower's entering into eligi-
ble status. This certification form must be filed at least
annually for so long as the deferment is claimed. In ad-
dition, the borrower should report any change of status
immediately to the lending institution.
b. Institutional Responsibility
It is the responsibility of the institution to approve or
disapprove and file the deferment forms after mak,
ing appropriate notations on its. records. This is the
institution's responsibility and cannot be delegatQd.
If the request for deferment is based upon enroll-
ment in a foreign institution of higher education and
the' is question Whether that institution qualifies as
a "comparable institution outside the U.S.", the
name and location of the institution should be 54b-
mitted to the OE Regional Office for approval.
In approving these deferments, theinstituticon !Mist
ensure that the appropriate form is properly cool,
pleted, making certain (1) in the case of student
status, the period of at least half-time enrollment of
the borrower is indicated and. certified by the
registrar of the institution as an eligible institution of
higher education; and (2) in case of military, Peace
Corps, or VISTA status, that the period of service is

properly indicated and properly certified by an
official of the respective organization authorized to
so certify. Additionally, the institution must further
ensure that no more than three years of such service
is deferred. A borrower who receives loan cancella,

, .

Lion for a year of military service is deemed to have
used one year of his/her entitlement to deferment k,r

. military service.

F. Establishing Pay. .-4 Dates

1. First Payment Date

Immediately upon completion of the grace period,
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the 10 year repayment period begins. and simple in-
terest ca the loan it the rate of ihrce per cent per .an-
num starts to accrue. At this point the borrower's
repayment date is established. The dates of first vy-
rnent are as follows:

a. Annual Repayment
First payment due one year from the date of the e%-
piration of the grace period (two years after ceasing
to be at least a half-time student).
b, Monthly Repayment
One month from the date of the expiration of the
grace period (10 months from date helshe ceased to
be at least a half-time student).

3imenthly Repayment
Jo months from the date of the expiration of the

grace period (11 months after ceasing to be at least a
half-time studept).
d. Quarterly Repayment
Three months from the date of the expiration of the
grace period (one year from the date he/she ceased
to be at least a half-time student).

2. Establishment of Standard Repayment Dates

For purposes of uniformity. administrative e;.se. and
economy, an institution n establish stantia.d or
uniform repayment dates for borrowers under quar-
terly repayment schedules. For borrowers subject to
quarterly repayment terms, the institution may
establish the repayment date as the first day of the
calendar quarter following the expiration of the grace
period plus'three months. Four standard dates would
be used: January 1, April 1, July I, and October 1.

BORROWERS' :.RACE
"GERMINATION PER 10D

ENDSDATE.

FIRST
1N$TALL-
MENT
DUE

January I
februarY
March I
April 1

May I
jv I

w

p,ugust

September 1
October I
November I
December I

September 30 Jarivary I

October 31 April 1

November 30 April I

December 31 April I

January 3! July 1

February 23 July I
March 31 July 1
April 30 October 1
May 311? October I
June 30 Oct,:,ber I

July 31 January I
August 31 January t

In all such instances, the repayment schedule must
be adjusted so that the total amount scheduled to be
repaid will be scheduled for completion within the
normal period required by statute or as prescribed in
the terms of the note. It is recommended that the
corrective adjustment of principal and interest be
made on the first installment.



G. Computation of Payment Involving
Deferment

1. Advantages for Payment Date to Remain
Fixed

It is advantageous for collection and bookkeeping
purposes to have a payment date remain fixed once it
has been established If the borrower is entitled to a
deferment, problems may arise in the computation of
the payments due. Once the payment date has been
established, the following procedures are recom-
mended:

a-. When the period of grace has expired on a loan,
interest is charged on the unpaid balance for any
portion of a scheduled installment period for which
the borrower does not have a deferment.
b. The payment date remains fixed and the bor-
rower, if he/she has filed a certificate of deferment
for a fraction of a scheduled installment period, is
obligated to make payment's of interest and principal
for the fraction of such period which is not covered
by the defernient.
c. If, on the due date, the borrower is still in a defer-
red status, interest and principal payments need not
be made at that time for any fraction of a scheduled
installment period for whicli there was no deferment.
Such 2 case would be handled as follows:

(1) Interest payment due is carried over and is
paid on the next due date as a part of the total of
all interest accrued by that date.
(2) Principal payment due for the fraction of the
period which is not covered by deferment is addc-1
as part of the total payment and is extended
amount of elapsed time for which there
deferment.

2. Deferment Period

a. When borrowers file a certificate of deferment
covering a full academic year or its equivalent, they
are entitled to deferment for the period of twelve
months from the last repayment date immediat4ly
preceding the beginning of their deferred status. I
b. If borrowers file a certificate which covers only a
portion of an academic year, their deferred st tus
applies only during the actual period they ar in
eligible deferred status and their next paymmt be-,
comes due on the next regularlyichedulect repay-
ment date.
c, A loan in deferred status is not considered delin-
quent even if past due at the time deferred status was
granted.
d. Upon completion of borrowers' eligible period
for deferment, their next payment becomes due on
the next regularly scheduled repayment date.

IX. Repayment Plans

A. General

The institution is required to furnish each borrower
with a repayment schedule (plan) setting forth as a
minimum the number Of principal repayments, or the
number of equal payments as the case may be, the rate
of interest, the date the first repayment is due, and the
frequency of repayments.

The Office of Education: tneourages the use of an
amortized repayment schedule setting forth the
,amount of principal and interest due on each install-
ment-for the number of installments required to pay the
loan in full.

B. Loans Subject to Annual Repayment

Borrowers whose loans were made on or before
November 8, 1965 have the right to a full ten year
period in which to pay. their loans in equal annual in-
stallments or in graduated periodic installments, under
officially approved plans.

C. Loans Subject to Quarterly,
Bimonthly, or Monthly Repayments

The Higher Education Act of 1965, as amended,
provides that the principal amount of a loan, together
with the interest thereon,-is to be repaid in equal in-
stallments (or, if the borrower so requests, in gradu-
ated periodic installments in accordance with
schedules approved by the Commissioner) payable
quarterly, bimonthly, or monthly at the option of the
institution.

The above terms are applicable to all loans made
after November 8, 1965 with the following exceptions:

1. If a loan commitment was made on or prior to
November 8, 1965, and an advance was made pur-
suant to that commitment before that date, all
further advances made on that commitment through
the end of the 1965-66 academic year may roe made
under the same terms and conditions as the initial
advance (See Annual Repayment).
2. Loans made to a borrower on or before Novem-
ber 8, 1965 may be made applicable to quarterly, bi-
monthly, or monthly repayment terms and consoli-
dated with loans subsequent to November 8, 1965
provided both the borrowet and the institution give
their consent. Such consent on the part of borrowers
would be indicated by their agreement to execute a
new Note in which their earlier loans would be con-
solidated and made repayable under the revised
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terms. (The option of requiring a minimum payment
of $15 a month may not be applied to any loans out-
standing or November 8, 1965.)

D. Minimum Rates of Payment

1. Defense Loans

a. The Higher Education Act of 1965 provides the
institution the option to require me student borrower
to make minimum payments of principal and inte, est
at a monthly rate of not more than $15 a month (or
the equivalent thereof on bimonthly and quarterly
payments) provided the required payments of equal
installments of principal and interest were less than
$15 a month over the full ten year repayment period.
The $15 minimum repayment option app to
loans made between November 8. 1965 and July 1,
1972.
b. Application of Minimum Repayment Where the
Borrower Has Received Loans at More Than One
Institution

( I) Where one institution exercises the $ i 5
minimum repayment option and the other institu-
tion does not exercise the option (amortizes the
loan over the full ten year period) and the total
monthly repayments of the borrower are Tess than
$15 a month, repayment is made as follows:

(a) The institution not exercising the minimum
repayment option would receive the amount
due under its established 10 year repayment
plan.
(b) The institution exercising the minimum
repayment option would receive the difference
between the payment of principal and interest to
the other institution and $15. If the institution,
without applying the option, would be entitled
to an amount of principal if.nd interest greater
than the differential, then the institution would
be entitled to that amount. (Amount based on a
ten year repayment plan of equal monthly in-
stallments).

(2) If a borrower has obtained Defense Loans
from more than one institution and each of the in-
stitutions exercises the minimum repayment Op-
tion, the $15 minimum repayment is divided
among the institutions in proportion to the total
amount of principal advanced by each institution.

Z. Direct Loans

a. The Education Amendments of 1972 increased
the option for, , nimum repayment to $30 provided
the required payments of principal and interest
would result in payments of less than $30/month if
amortized over the full ten-year repayment period.
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The S30 minimum repayment option applies to
loans made on or cfter July 1, 1972.
b. Application of Minimum Repayment Where the
Borrower Has Received Loans at More than One 1n-
stitution.

The same application *plies as is outlined for
Defense Loans () I b.) except that $30 should be in-
serted for $15.

3. Borrowers Receiving Both Dcley.se and
Direct Loans

a. If the sum o' the monthly amount of repayments
of principal and interest that a borrower would be
required to repay on his or her Defense and Direct
Loans under the ten year repayment plan is at least
$30 monthly, the institution may not exercise the op-
tion provided in either Promissory Note to increase
the monthly repayment amount. The effect is that the
maximum minimum monthly repayment required
may not exceed $30 (or the equivalent amount on
bimonthly or quarterly payments).
b. If the sum of the me .ithly amounts of repayments
over the ten year per;_d is less than $30, the institu-
tion may not exercise the minimum repayment op-
tion to require a monthly repayment greater than
$30 (or the equivalent amount for loans paid bi-
monthly or quarterly). The effect is that the institu-
tion may not invoke both the Defense Loan option
of $15 and the $30 Direct Loan Option. In no case
may the institution exercising-the minimum repay-
ment option require a payment of principal and in-
terest greater than $30 monthly if the otherwise re-
quired payment would be less than $30.
c. If the sum of the monthly repayment amounts of
principal and interest that borrowers would be other-
wise required to repay on Defense and Direct Loans
is less than $30, the amount required on the Defense
Loan is less than $15, and. the institution exercises
its opti n for a minimum monthly repayment under
one or both loans, no more than $15 may be at-,
tributed to the Defense Loan and then only if the in-
stitution exercises its option on the Defense Loan.

X. Cancellation Of Loans

The National Defense/Direct Student Loan
Program provides for cancellation of loans in six
categories. The six categories are teaching, Head Start,
military, death, disability, and bankruptcy. Eligibility
for cancellation benefits will vary with the dates of the
loans as several amendments have been made regard-
ing cancellations. The Education Amendments of
1912 discontinued for Direct Loans certain provisions
which applied to Defense Loans. Teacher cancellation



is based en duties as presented in an official position
description, not on the position title.

A. Defense Loans (Prior to July 1, 1972)

1. Teacher Cancellation

a. A borrower is entitled to have up to fifty percent
of any boa:: plus the interest thereon canceled for
service as a full-time teacher in (1) a public or other
.. ^n- profit elementary or secondary school in a
...;;,4e, (2) an institution of higher education, or (3)
a' elementary or secondary school overseas of the
Armed Forces of the United States; at the rate of 10
percent of the total amount of the loans plus the in-
terest thereon for each complete academic year c r its
equivalent of such teaching service.
b. A borrower is entitled to have the ,.ntire amoui
of any loan plus the interest thereon cancelled for
service as a full-time teacher in a public or other
non-profit elementary or secondary school in which
there is a high concentration of students from low
income families as may be designated by the Com-
missioner after consultation with the state educa-
tional agency of the state (these schools will be
designited each year in the FEDERAL
REG; at the rate of fifteen percent of the total
amout of the loans plus the interest thereon for
each complete academic year or its equivalent of
teaching service. Cancellation is available only for

,teaching service beginning sfith the 1966-67
academic year.
c. A borrower is entitled to have the entire amount
of any loan plus the interest thereon cancelled for
service is a full-time teacher of handicapped
children in a public or other non-profit elementary
or secondary school system at the rate of fifteen per-
cent of the total amount of the loans plus the in-
terest thereon for each complete academic year or its
equivalent of such teaching service. This benefit is
available for teaching service beginning with the
1967-68 academic year. .

1ilitary Cancellation

A burrower is entitled to have up to 50 percent of
any loan made after April 13, 1970 but before July 1,
1972 plus the interest thereon cancelled for services
after June 30, 1970 as a of theArmed Forces
of the United States at tb ui 12-1/2 percent of the
total amount of the loans t ,as the interest thereon for
each year of consecutive service as a member of the
Armed Forces.

3. Death

Any loan.madp and the interest thereon may be can-
. celled on the death of the borrower.

4. Permanent :Ind Total Disability

Any loan and the interest thereon may be cancelled
if the borrower becomes permanently and totally dis-
abled after receiving the loan.

5. Kankrup!cy

A loan may he cancelled upon receipt of an official
notice of discharge in bankruptcy from the bankruptcy
court.

B. )irect Loans (after June 30, 1972)

1. Teacher Cancellation

a. A borrower is entitled to have the entire amount
of any loan plus the interest thereon cancelled for
services as a full-time teacher in a public or other
non-profit elementary or secondary school in which
there is a hilt concentration of students from low
income families rs may be designated by the Com-
missioner after c-msultation with the state educa-
tional agenc, of the state (these schools will be
designated each year in the FET.E.RAL
REGISTER).
b. A borrower is entitled to have his entire loan can-
celled for service as a fill! -time teas ha- o, handicap-
ped children in a public or other non-profit elemen,
tary or secondary school system.
c. The rates of cancellatl for teachers in low-in-
come schools and for teachers of the handicapped
are as follows (rtes apply to percentage of total
amounts of loans plus interest thereon. Each year
must be a complete academic year or its equivalent):

First Year - 15%
Second Year - 15%
Third Year - 20%
Fourth Year - 20%
Fifth Year - 30%

d. There is no provision for cancellation of Direct
Loans for teaching seryice in higher education or for
teaching in ele'rncntary',or secondary schools other
than teaching in low income schools or teaching the
handicapped.

2. Military Cancellation

A borrower is entitled to have up to fifty percent.of
any loan made under this part after June 30, 1972 plus
the interest, thereon cancelled for service as a member
of the Armed Forces of the United States, in an area
that qualifies for special pay under section 310 of Title
37 of the U.S. Code at the rate of 12-1/2 pe,-c7.t of the
total amount of the loan plus the interest reon for
each year of qualifying service.
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3. Death

Any loan made under- this part and the interest
thereon may be cancelled upon the death of the bor-
rower. (Note: The Amendments of 1976 apply death
and disability cancellation retroactively to all Defense
an4, Direct Loans whenever made.)

4. Permanent and Total Disability

Any loan and the interest t or, may be cancelled
if the borrower becomes permanently and totally dis-
abled after receiving the roan.

S. Head Start

A be rower whose loan was made after June 30,
1972 is entitled to have the entire amount of such loan
plus the interest thereon cancelled for services as a
full-timd staff member in a pre-school program carried
out under section 222(a)(1) of the Economic. Oppor-
tunity Act of 1964 (Head S'iart) if that programis oper-
ated for a perioe ,ehich is comparable to a full school
year nythe locality. However, the borrower's salary as
a full-time staff member may not be more than the sal-
ary of a comparable einpleyee of the local educational
agency ire the area eerved by the pre-school program.
Loans are cancelled at the rate of i5 percent of the
total amount of loans plus the interest thereon for each
compete school year or its equivalent of such service.

6. Bankruptcy

A loan may be cancelled upon receipt of an official
notice of discharge in bankruptcy from the bankruptcy e
court.

C Responsibility for Determining
Cancellation Benefits

1. Responsibility of the Institution

The rcponsibility for determining whether bor-
rowers are entitled to have any portion of their loans
cancelled rests with the institution to whose Fund such
loans are payable upon receipt and approval of an ap-
plication for cancellation from such students, to be
provided in a form specified by the instituzion. This
responsibility cannot be delegated.

2. Forms and Lecumentat ion Required

a. Teacher Cancellation
'(1) Borrower .must file a "Request for Partial
Cancellation of Loan Due to Teaching Service."
(2) Request .form must be signed by an
authorized official in the school system certifying
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Gee teaching service.
(3) Before granting teacher cancellation benefits
at an accelerated rate fc,r Defense loans or for
Direct loans, the. institution must insure that the
school at which the teaching service was per-
formed appears on the list of schools published in
the FEDERAL REGISTER for teaching service
during the academic year in which the borrower
taught. Because the statutory conditions govern-
ing the compilation of these lists vary between
Defense loans and Direct loans, it is possible for a
particular school to be an eligible school for ac-
celerated cancellations for Defense loans only,
Direct loans only, or both. for a particular
academic year.

b. Military Service
(I) Borrower must file a "Rqquest for Partial
Cancellation of Loan for Military Service".
(2) The request form must be signed bythe Com-
ma:Kling Officer certifying the dates ofservice and
whether or riot the borrower qualifies for special
pay under Section 310 of Title 37, United States
Code.

c. Death
Institution nust secure a copy of the death certifi-

cate or other proof as required under state law.
d. Disability

(I) Medical evidence supplied by the borrower or
his/her representative including statements from
all doctors, hospitals, or agencies concerned with
the case.
(2) Recommendation of the lending institution
subject to the approval of the Commissioner.

e. Bankruptcy
Official notice of discharge in bankruptcy from

the bankruptcy court.

3. Cancellation Provision Not Retieiactive

No portion of any loan may be cancelled for services
performed by borrowers prim- to the date of execution
of their loan notes.

L. Exclusion of Refunds

The reful:ling of any repayment of a loan is not
authorized, except a refund will be allowed where an
overpayment is made by a.borrower as a result of an
institutional error. This implies that an institution will
keep a borrower informed of any new benef...s such as
added cancellation provisions.

E.- Postponement of Payments

I. An institution' \may postpone loan repayments
for a twelve month period if the borrower:





a. will be teachi-,, or providing other services
which would enable him to have a portion of his
loan cancelled: and
b. has submitted a statement signed by a responsi-
ble official of the military agency, school, or in-
stitution employing the borrower that the bor.-
rower will be so employed. The statement should
include the borrower's job description, the period
of etn7loyment, and the full-time or part-time
nature f the employment.

2. If a h,,ri-bwer has received both Defense Loans
and Direct. Loans and is eligible for cancellation
benefits on only one of those loans, only the loan
repayments due on the loan for which cancellation is
available may be postponed.
3. Postponements may also be granted for antici-
pated deferments in the same manner as described
for anticipated cancellations.

F. Reimbursement by the Commissioner
of Amounts Cancelled

I. Defense Loans

a. With respect to loans made before July 1, 1972,
the Commissioner will reimburse each institution
each award period for loss of principal and interest
during that award period resulting from cancella-
tions for teaching service or military service. The
reimbursement is an amount, which bears the same
ratio to the interest which has been prevented from
accruing and the portion of the principalwhich has
been cancelled as the total amount of the institu-
tion's capital contributions to its Fund bears to the
sum of the institution's capital contributions and the
Federal capital contributions to such Fund (usually
ten percent)..
b. Reimbursements to the institution for, amounts
cancelled on Defense Loans represent institutional
funds and may be used at the discretion of the in-
stitution.
c. No reimbursement will be made to the institution
for cancellations due to death, disability, or
bankruptcy.

2. Direct Loans

a. On loans made after June 30, 1972, the Commis-
sioner will pay to each institution for deposit into its
Fund, for each award period, the amount of prin-
cipal and interest thereon, which has been cancelled
from its student loan Fund for that year for Teach-
ing, Military, or Head Start Service.
b. All such reimbursements (payments) to the in-
stitution by the Commissioner for cancellations
under Direct Loans must be deposited to the institu-
tion's National Direct Student Loan Fund.

c. No reimbursement will be made to the institution
for cancellations due to death. disability, or
bankruptcy.

XI. Collection Procedures

A, Due Diligence

Each institution must exercise due diligence in the
collection of amounts due and payable to its Fund. In
the exercise of this responsbility each institution must
consistently use extensive and forceful collection .pro-
cedures. In order to fullfill the requirement of due
diligence, an institution Must:

1. Provide to all borrowers, not later than the time
when they sign their Promissory Notes, full dis-
closure of their rights and obligations thereunder.,
2. Conduct an exit interview with all borrowers
prior to their leaving the institution. The exit inter-

' view may be conducted either on an individual basis
(preferred) or in groups. During the exit interview,
bocrowers must be:

a. Provided a detailed explanation of their
obligations and rights.
b. Provided with a copy of their repayment plan
(schedule).
c. Advised of their responsibility to inform the in-
stitution immediately of any change of address.
d. Advised of the full amount of theiroloan includ-3
ing the interest rate.

.

e. Advised of the date and amount when the first
payment becomes due. -

. ,

f. Advised of their responsibilityto contact the inJ
stitution prior to the due date of any installment if
payment cannot be made for any reason.
g. Advised of rights and Procedures regarding
postponement, deferment; or cancellation.
h. Advised of their rights to .accelerate Iban
repayments without penalty.
i. Advised of any optional features of the Note
(minimum repayment, penalty charges, collection
chat}ges).
'j. The institution must also have the borrower sign
a copy of the repayment schedule and must place
that copy in the borrowers file.

3: If borrowers leave the institution without notice,
thd institution should mail the borrowers a copy of
their Note and two copies of their repayment
schedule and request the borrowers to sign and
return one of the copies of the repayment schedule.
4. The institution must' maintain contact with bor-
rowers after their leaving the institution in order to
facilitate billing and to keep them' informed of all

changes in the program, affecting their rights and
obligations.

( 1 -
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5. The institution rriust contact the borrower no less
than tht_,. times before the first payment is due, as
follows

a. 90 into the grace period
b. 180 cays into the grace period
c. no lest than 30 days preceding the'due date of
the first installment.

6. Regular billing and follow up procedures must be
established during the period in which any outstand-
ing balance remains unpaid.

. 7. An institution unable to locate a borrower in spite
of its established billing and follow up efforts must
either engage the services of a commercial skip-trace
organization or perform equivalent skip-tracing ac-
tivities with its own personnel..

B. Use of a Billing Service

1, An institution may use a billing service to carry
out its required billing procedures. In so doing, the
ultimate responsibility for making decisions relative
to the making and collection of loans and cancella-
tion and deferment of loans must remain with the in-
stitution. IT\lis responsbility cannot be delegated.'
2. The costs incurred by the institution for such a
billing service cannot be deducted from the Fund,'
except to pay for skip-trace activities and telephone.
calls to delinquent borrowers.'

C. Use of a Collection Agency

If an institution is still unable to attain payment from
a borrower after performing due diligence, it must use
the services of a collection agency, or perform the re-
quired collection activities with its own personnel, or
resort to litigation. The NACUBO publication, Studerit
Loan Collection Procedures, contains helpful infor-
mation on the use of a collection agency.

D. Costs of Collection

161. Reasonable costs incurred by the use of a .c m-
mercial skip-trace agency or by the use of a ca lee-
tion, agency and the costs of telephone calls in locat
ing lost borrowers are considered other collection
costs and may be charged to the Fund except that
any*collection costs paid by the bcrrower may not be
charged to the Fund.'
2. If an institution elects to perform its own collec-,
tions, rather than to use a collection agency, its ac-
tual costs of collection including salaries may be
considered "other collection costs" and charged to
the Fund so long as the,costs do not exceed the costs
that would have been permitted if the. institution had
used a commercial collection agency.
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3. Reasonable litigation costs may be charged to
the Fund.

E. Bankruptcy

I. An institution mu %t refrain 'from collection ac-
tivity in the event the borrower is adjudicated a
bankrupt and the loan has been disdharged.
2. No such loan may be written off until an official
notice of the discharge in bankruptcy hat: been
received by the institution.
3. Any payments received from a borrower alter his
discharge in bankruptcy may be deposited to the in-
stitution's Fund.

F. Overdue Payments and Default

1: Overdue Payments

If a borrower fails to make a payment or to file an
appropriate cancellation or deferment form by the due
date, the institution must fallow the procedures
'prescribed in section'144.44 of the NDSL regulations.

Within 15 days of the missed due date, jhe institu-
tion must contact the 'borrower by telephone or in writ-
ing to demand payment. A second effort, if necessary,
must oe made within 45 days of the missed date. If the
borrower does not respond satisfactorily to those con-
tacts, a third effort must be made by mailgram or
telephone within 15 days of the second contact. If a
satisfactory responseis not received, a final demand
better must be sent withiti fifteen days of the third con-
tact (i.e., within 75 days of the missed due date). The
final demand letter must give the'borrower 30 days to
repay and inform him or her that the Joan will be refer-
red for collection or litigation unless a satisfactory
response is received within that time. If the institution
ihtends to accelerate the loan or has already done so,
that fact,must also be stated in the final demand letter.

If a satisfactory response is not received to the final
demand letter, the institution must contact the bor-
rower by telephone before referring the loan for collec-
tion or litigation. This telephone, call may be made
within the 30 days the borrOWer was given to respond
to the final demand letter or after tht expiration of the

,30 days. The purpose of the telephone call is to find
out whether the borrower's reason for non-response is
financial hardship such as prolonged illness or
unemployment. If it is,_th.o borrower should be given a
hardship deferment. This telephone call should' be
made by a person skilled in making-telephone collec-
tions.

If the loan is referred for collection and the bor-
rower still fails to pay, the institution must decide
whether the borrower has the ability to pay. It must sue.'
for payment if the indebtedness is at least $500 and the
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borr1ower (1) can be located, (2) has assets which may
be used to satisfy the indebtedness, and (3) has no
known defense (e.g., the statute of limitation).

2. Default

If an institution has reason to believe that a bor-
.

rdwer does not iniend to honor hid or her commitment
to repay the loan, it may consider the loan defaulted
and send the final demand letter. If the borrower does'
not respond within 30 days, the institution may refer
the note to a collection agency.

9L)
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Chapter 8

The Guaranteed Student
Loan Program

\

I. yi-ogram Profile,

A. Introduction

Throughout oar, revision.of the Guaranteed Student
Loan-Program (GSLP) chapter of the Student Finan-
cial."Aid Handbook, two recurring problems shaped
the development of this document. First, because of

.the considerable variation among the policies, pro-
cedures, and regulations of the various guarantee
ag.6ncy programs as compared to the Federal Insured
Student Loan Program (FISIT.13). it has been difficult to
provide concise guidelines which apply uniformly to
both components of the program. While we have made
a serious effort,to produce a If:andbook which is both
comprehensive and useful, the user will notice a more
compr,ensive description of the FISLP in various
respects.With regard to such routine but essential mat-
ters as t* completion of a student loan application
form, for example, it is practically impossible to pro-
vide instructions which would encompass all of the
Various forms being used by all of the guarantee agen-
cy programs as well as the FISLP.

The second `source. of difficultils the regulatory and
legislative complexity of the GSLP. The legislative
enactinents.of 1976 and 1.977 had extensive impact
upon Ole, program. Upon the effective date ,of any

tslative airiendment,,the. provisions of that amend-
ment Supersede. any existing regulation thatsis in con-
flict with the legislative change, and must je adhered
to by all patcipating schools. Bulletin No.S11, dated
January 12, outlineS the effects of the Education
Amendments' of J976 upon schools'.participation in
the GSL:P. Proposed regulations providing implemen-
tation and interpretation of the legislative amendmenti
of 1976 and 1977 were published in the Federal
Register' on April 5, 1978, and a public. comment
period ended ein 'May 20, 1978. Until such time that
final regulations artpublished and effective, however,
schools must use their own interpretation in adhering
to the ,provisions Of.tl* new legislation, eXcept where
guidelines have been previously published.

he new regulations, will also incorporate Various.
pol \cy changes which do not result specifically from
the legislative amendments. Until the final regulations
are published and dffektive, participating schools wil\

not need to adhere to these policy changes. However,
because the new requirements are expected to become
effective sometime during academic year 1978-791 we
believe it would be useful to inform schools in this
Handbook of intended policy or procedural changes.
Therefore, we have indicated wherevernecessary when a
particular provision is not yet effective.

B. Legislative Authority

The Guaranteed Student Loan Program (GSLP) is
authorized by Title IV, 'Part B, of the Higher Educa-
tion Act of 1965, P.L. 89-329, as amended(,20 U.S.C.
1071-1087-4). Other applicable legislation includes
the General ,EducatiOn Provisions /Act (20 O.S.C.
1221-33h), and parts of Title IV, Part,,F, of the Higher
Education. Act of 1965 (20 U.S.C. 1088 -88g).

C. Program Purpose'

The primary purpose of-the Guaranteed Student
Loan Program is to make low-interest, long-term loans
available to students to help them meet their postsec-
ondary educational expenses. The program itself pro-
videsbenefits undar loan guarantee programs of State
and private non-profit agencies and, in limited cir-
cumstances, under a program of Federal loan in-
surance. The :objective of the program is to provide.
loans to students attending eligible institutions of high-
er education; eligible vocational, technical, business,
and trade schools; and eligible foreign institutions.
The program is designed to use private loan capital
supplied primarily by commercial lenders, but also by
some State agencies and educational institutions act-
ing as lenders. These loans are guaranteed either by
individual State .or private nonprofit guarantee agen-
cies (reinsured by the Federal government) or directly
by the Federal. government, specifically the Office of
Education. The , goal is to provide students the
broadest possiblo,access to loan capital without the
usual constraints of credit-worthiness and provisions
of collateral to,secure loans that are characteristic of
the commercial loan piocess. Such broad access to
loan capital is intended to provide students with freer
access to postsecondary education and a wider choice

1Oj
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in selecting the types oil institutions which they wish to
attend.

Guaranteed loans are an important supplement to
other Federal, State, and private programs of student
financial aid. During Fiscal Year 1977 approximately
14,100 lenders made about 941,000.loans to students
attending about 8,100 eligible educational institutions.
The averagl loan 'amounthper student during the same
period was about 51.560.

11. Progiram Operations
4.)

A. General.

The Guaranteed Student Loan Programdepends for
its successful operation upon the cooperation and in-

teractipn of several distinct institutions, agencies, and
constituencies. These include lending and educational
institutions, State and private nonprofit guarantee
agencies, the Bureau of Student Financial Assistance
within fhe Office of Education, and the Student Lban
Marketing Association (Sallie Mae). Section II briefly
outlines the functions of each of these essential ele-
ments and deScribes in the process the fundamental
aspects of program operation:

Lending Instittitii'ins

TM loan principal for student loans is provided by
lenders such as commercial banks, savings and loan
associations, credit unions, insuiance companies, pen-
sion funds, eligible educational instpfitions, and State
agencies.' To participate in the program, an eligible
lender enters into an agreement with the Office of
Education or with the applicable guarantee agency. A
list of participating lending, institutions for any given
geographical area is available from the nearest
itegional Off e-of Education.-The Education Amend-
ments of 1976 (P.L. 94'-482) specifically prohibits cor-
respondence schools from being lending institutions.

The Federal Eclual Credit Opportunity Act (ECOA)
prohibits lenders froni discriminating againit'student
loan applicants on the basis of the applicant's race, col-
or, religion, national origin, Sex, marital status, age",'
because all or part of the applicant's income isderived
from any public assistance prOgraiii o'r because the ap-
plicant has in good faith exercised any right under the
Consumer Credit Protection Act.

Each financial aid officer should advise students,
however that lenders participate in the Guaranteed
Student oan Program entirely on a voluntary basis.
Lnade:1 '.-ake loans from their own resources or from

hid in trust and available for such loans, and
frequently establish internal policies which

t%, the number of loans being made at anytime.
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Such policies may include allocating limited funds to
their student loan portfolio, limiting loans to students
who have an account with the lending institution prior
to submission of the loan application, limiting loans
only to residents of the State or geographic area in
which the lending institution operates, or imposing
various other restrictions on the number of loans that
may be made. Internal policies such as those described
above are legitimate as long as they do not violate.
ECOA restrictions against discrimination.

In order to fulfill its obligation to the program, a
lender must also use reasonable care and diligence in
making, servicing, and collecting all loans. Due
diligence 'must begin before the loan applications are
processed and should continue through the nw king, in-
school, grace period, and collection process: for each
loan. BasiAlly, the due diligence requirements pro-
vide that a lending institution must exercise loan ser-
vicing .and collecting procedures comparable to those
generally in use for 'other ft) ans of comparable
amounts.

Under certain circumstances an educational institu-
tion may have delegated to it by a lender substantial
functions or responsibilities for administering' the
Guaranteed Student Loan Program - functions which
are normally performed by lenders prior to making a
loan. This delegated ,''origination relationship" be-
aki,een a lender and a school confers certain Specific

"StAtutoryresponsibilities in making GSLP loans to stu-
dents at that school. These responsibilities will.be dis-
cussed in Section III-D ofthis chapter.

2. The Federal Insured Student Loan Program
or Guarantee Agency Programs

Each State can generally be classified in terms of
whether the loans made, by the lending institutions, in
that State are guaranteed by a Syte or private non-

. profit agency (guarantee agency program) or are' in-
sured by the Federal government (FISLP). The
Guaranteed Student Loan Program (GSLP), the name
by which the program is commonly known, refers both
to programs administered by guarantee agencies and
to the Fedeial Insured Student Loan Pr,ogram
(FISLP). Within any. State the two aspects of "the
program rnay coexist. The FISLP operates in' States
which do not have functioning guarantee . agency
programs and, to a limited extent, in guarantee agency
States as well. In-such circumstances, a lending ibstitu-

'tion may haye an agreement .-both with a guarantee
agency and with the Federal government, and may
make loans under both programs.

a) Guarantee Agency Programs: States are -en-
-couraged to establish adequate loan programs
under either aState-or private nonprofit agency for
students at eligible institutions. Currently guarantee
agency programs operate in -3I,States, and several
others are currently being formed. To encourage
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S tates to establish such agencies', the Federal
government,provides funds to these agencies to help
them establish or strengthen theirDreserve.funds as a'
basis for guaranteeing ,the loara,wiirch-are-rnaeTy
participatingfenders. Los which are made under a
guarantee: agency program ditalify the holder of
those loans to payment of Federal interest benefits
and special allowances. On loans that are made
under a: guarantee agency program, the. Office of
Education will reinsure 80 to 100,percent of the
amount of losses on default claim;s paid by the agen-
cy to its lenders, depending upon'the characteristics
of the guarantee agency prograth and its. default ex-
peri .nce.

Guarantee agency programs vary :considerably
from -State to State, and .thee. are numerous
differences among agencies on,siich matqrs as the

'percentage of loans guaranteed;.annual mid aggreg-
ate loan maximums allowed for individual students,
student eligibility criteria. and criteria for lender and
schsiol participation. These °unique provisions can
be eery important in deverOping the best possible

.nancial aid package for each student, and should e
known by each financial aid officer. The Connec-
ticut guarantee agency prog.ram, for elainple, has a
forgiveness feature which provides a 10 perdent
rebate on a loan, under certain circumstances, fOr
students who successfully complete the academic
program for which the loan was made. For detailed

, information about, the unique 'provisions of these
programs,-"financial aid officers should contact the
appropriate agency. Complete addresses are pro-
vided in Appendix F dethis haudbook. At the time
of public - anion of this Handbook guarantee agency
programs were operating' in the following states:

Alaska Administered by United States Student
Aid Funds (USAF)

2. Arkansas
3. Connecticut
4. 'Delaware Administered by USAF
5. Florida

"6. Georgia
7. Illinois
8 Indiana
9 Kansas Admin iStercA by Higher Education

Assistance Foundation
10. Louisiana

' 11. Maine
12. Maryland

13. Msstichusetts,
14. Michigan
IS. Minneg to

J6. Nevada
17. New Hampshire

. 18. New Jersey
19. pew York
20. North Carolina
21. Ohio
22. Oklahoma
a Oregon

u, 24. Pennsylvania

Adricinistered by USAF
Administered by USAF and State Agen:
CS'

Administered by Higher Education
Assistance Foundation
Administered by USAF

25. Rhode island
26. South Carolina
27. Tennessee'
28. Utah
29. Vermont,
30. Virginia
31. Wisconsin

(

Administered by USAF

Since the characteristics of a guarantee agency
program may change(from time to time, financial aid
officers should contact The individual agencies for 4p:
to-date information.

b) The Federul Insured Stritnt Loan Progrgm
(FISLP):
The Federal Insured Student Loan Program is avail-
able in certain circumstances specified by statute for
.those students or lenders in guarantee agency States
who 'do net have reasonable access to a guarantee
agency program, is follows: (1) In a State Vhhere
there is 110 guarantee agency.pcogram, the FISLP is
available .to all. eligible lenders in that State for
loans t6 all eligible students whom such lenders are
willing to 'assist, regardless of the residence of the
student. (.2) In a State where there is a guarantee
agency program, the FISLP is, in general, available
to lenders in the State only forioans to students at-
tending schools not having access to the guarantee
agency program or to students who, on account of
their residence, do not have access to that program.
'(3) A lender may obtain Federal insurance for all
the loans that lender will make if it can, assure the
Office of Education that, because of the residence
of its loan applicants, no single guarantee agency
will guarantee-substantially all of the loans that the
lender intends to make-..(4) Finally, a lender may ob-
tain Federal insurance, under circumstances ap-
proved by the appropriate guarantee agency, for a
loan to a borpwer who has previously received a
FISL and has not completely repaid the FISL:

3. Basic Functions of the Federal Government

The Federal Government, specifically the .Bureau of
Student Financial Assistance (BSFA), is responsible
for several important coordinating and administrative
functiops concerning the Guaranteed Student Loan
Progr*. These, functions include:

a) To pay interest benefits to lenders on behalf of
qualified students receiving both FISLP and
guarantee agency loa7s;
b) To pay lenders a special allowance on all loans
made and still outstanding on both FISLP and
guarantee agency loans; . 0
c) To repay'lenders for losses resulting from
delaults,,bankruptcy, death and disability;
d) To peovide preclairn assistance to FISLP lenders
and to effect recovery of those defaulted FISLP
loans which cannot be recovered by lending institu-
tions; t '

e) To reinsure 80 to ,100 percent of the principal

'875
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a:noUnt of default claims and pay 100 percent of
death, disability, and bankruptcy claims paid by
guaretee agencies an !pans insured by them;
f) To encourage tEe Creation and expansion of
guarantee. agency p..6'grams, to make advances to
strengthen their reserve funds, and to pay rein-
surance claims and adininistrative allowance's;
g) To encourage the participation of lending and
educational institutions;
h) To determine the eligibility and monitor the par
ticipation of lenders, educational. institutions, and
students;
i) To issue regulations and guidelines to implement
those functions outlined above and to assure com-
pliance by all participants;
j) To propose legislative, regulatory, and ati-
ministrative changes as required; and
k) To disseminate information about the GSLP and
its relationship to other Federal student aid

.

Programs.

4. The Student Loan Markiting ..ssociation
(Sallie Mae)

Sallie Mae is a Government-sponsored, private
profit-making financial corporation created in 1972 by
amendment to the /Higher Educ'ation Act of 1965. It is
designed to Provide a secondary market facility for
support to lending institutions which make student
loans insured under the Guars steed Student Loan .

Program. Sallie Mae per'forrhs this support function
primarily by providing a,piirchasing and warehousing
facility for insure student loans made by eligible len-
ders. For more information about Sallie Mae write to:
Student Loan Marketing Association, 1055 Thomas
Jefferson Street, N.W., Suite .500, Washington, D,C.
20007.

. Student Eligibility

Students are the priMary beneficiaries' of the
Guaranteed Student Loan Program. As such they must
meet certain ibility criteria. To be eligible for a
loan, a studht m st be either accepted for enrollment
or enrolled good standing and making satisfac-
tory academic progress on at least a half-time basis in
an eligible course of study at,an eligible institution. An
institutional official, usually the student financial Al
-administrator, must sign a certification to this effect as
part of the student's loan application. The school

,,official mint usually report other information one
application as well, including:

1. The student's estimated educational costs for the
period of enrollment wvered by the loan; and

.2. Any other financial aid awarded for that period.
The student must be a United States citizen or na-

tional, a perrinarient resident of the United States, a
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permanent resident of the Trust Territory of the Pacific
Islands or of the Northern .M'ariana Islands, or be in
the Upited States for other than a temporary purpose
and intend to become a permanent resident of the
United States. The statute provides, however, that only
United States nationals can borrow to attend foreign
schools. The student must sign an affidavit on a form
which is approved by the Commissioner of Education,
stating that the loan will be used Solely for educational
expenses related to attendance at the eligible institu-
tion which the student-plans to attend or is currently at-
tending. Thit affidavit must be signed in the presence
of a notary or other person who is legally authorized to
administer such an oath and who does not take part in
the.-recruiting of students at the eligible institution
which the student plans to attend or is attending. In ad-
dition, to be eligible for a loan, a student must not be in
default on a National Direct Student Loan or a
Guaranteed Student Loan received for attendance at
that institution or owe a refund on.a Basic Educational
Opportuuity Grant, Supplemental Educational'Oppor-
tunity Grant, or State Student Incentive Grant received
for attendance at that institution. Further, under. the

-April 5, 1978, proposed GSLP' regulations, a student
may not receive a Guaranteed Student Loan if he or
she'is in default on a Guaranteed Student Loan pre-
vic .sly received for attendance at any eligible educa-
tional institution; however, this last requirement would
not become effective until it is included in final regula-
tions. The school official who completes the school's
portion ofthe loan application has responsibility for
assuring that all of these requirements are met(

C. StudeaRights and Responsibi!ities

Student Rights:

1. The loan must he disbursed 13: a check made
payable to the borrower nor joi itly to the borrower
and the school if authorized in writing by the bor-
rower) and requiri4 his or her personal endorse-
mehtz,
2. If i lender transfers (i.e., sails) the' loan and the
right tb receive payments on the loan, the borrower
must be sent a ckar notification of his or her obliga-
tion to the new holder of the loan note.
3. If qualified, eachborrower is,entitiled to receive

Federal interest benefits. Student. eligibility for in-
terest benefits _is discussed in Section II-E of this
Handbook.
4. The lender must provide each borrower with a

cqpy of the promissory note.
5.. Each borrower is entidg to a "gi'ace period" Of

9 to 12 months before repayment begins, after the
student leaves school or is attending school less than
half-time. The exact length of this period is indi-
cated by the lender on the promissory note or.
specified by guarantee agency regulations.

1i
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6. Ea'ch borrower has a right to a repayment period
of not less than five years, unless such a repayment
period would result in pay,ments.pf less than the
minimal arihual amount of $360. *payment is dis-

Fussed in Section II-F of this Handbpok.
7. Each borrower has a right to prepay the loan without
penalty: The bori-ower may pay the limn balance and
any interest due at any. time, without an additional
charge by the lentler.
8. Each borrower has a right to deferment of repay-

ment under certain statutorily authorized circum-
stances. The conditions that qualify a borrower' for
deferment are' discussed in Sectio'n II-G of this
Handbook: Under deferment a borrower is not re--
quired to make payments on the principal for la
prescribed period of time: Additionally, if the bor-
rower qualified for Federal interest benefits at the
time the loan was made; he or she is also entitled to
receive Federal interest benefits on the loan during
any authorized period of deferritent.
9. Each borrower may request forbearance. If a'
borrower cannot meet his or her repayment
schedule, he or she may request forbearance from
the lender, under which the payments may be stop-
ped or reduced for a specified period of time if it will
assist the borrower.in avoiding default.
'10. The Federal government will pay. a borrower's
obligation in the event of death or permanent and total
disability of the borrower. Any part of an obligation on
whichva borrower is adjudicated a bankrupt will
paid by the Federal government. However, the bor-

R .rower is still liable,for repayment unleis and until the
vloan is discharged in bankruptcy.

.

Student Responsibilities:

While students are entitled by law to certain rights
under the Guaranteed Student Loan Program, they
should also be aware of the seriousness of their
-obligatiOns and the responsibilities that they assume
when they obtain Guaranteed. loans. These respon-
sibilities include:
I. Each borrower must use care in choosing -a
school. All schools must provide-prospective stu-
dents with information about the school's programs.
A student borrower should consider this informa-
tion carefully before deciding to attend a school.
While the Office of Education periodically publishes
a list of eligible educational institutions, the Office
of Educa1tion does not accredit educational instityc
tiotlsThe listing of a cVrticular 4chool as beiirg
eligible for the GSLP indicates only that the school
has met the statutory and regulatory requirements
for sctlftol eligibility and has executed an agreement
with SFA. The list of eligible schools should not be

construed as relating to the quality/or to the
suitability of the education to be offered. For this
reason it is the responsibility of the studehtto use
care in selecting. a school and to carefully evaluate
the benefits: to be derived from the educational
program being considerei.
2. Each borrower must personally endorse his or
her guaranteed loan check, and may not authbrize
anyone else to endorse it on his or, her behalf.
e. Each borrower must arrange with the lender to
pay the interest on the loan if he or she does not
quality for Federal interest benefits.,
4. Each borrower must notify the lender when he or
she graduates, withdraws frost-1 school or from less ??

than half-time attendance, or changes his or her ad-
dress. In addition, the student 'should notify the
lender of any change in his or her name (e.g.;
maiden' name to married name) or of his or her
transfer to another school.
5. Each boirower must repay the loan in accor-
dance with.the repayment schedule. All borrowers
should be aware that the loan cannot be cancelled or
"torgiven" for duty in the-military ,service or for
teaching in shortage areas. ,(The National Direct
Student Loan Pr6gram does have provisions for
cancellation fog certain types of teaching and mili-
tary service. See Chapter 7 of this Handbook.)
6. EaCh borrower must notify the lender oranYoc-
curence which may affect his or her eligibility for a
deferment if the cborrower'c repayment obligation'is
currently being deferred.

el31. Loan Limits
1

d The academic year loan limit under the EISLP is
$2,500 for undergraduate and vocational study and
$5,000 for graduate or professional study. The total ag-
gregate amount that a borrower may have outstanding
in the FISLP may not exceed $7,500 for undergradu-
ate and vocational study or $15,000 for graduate or .

professional study (including loans received for un-
dergraduatg study). Some guarantee agencies;
however, have established lower annual or aggregate
loan limits.

Additionally, two provisions created by the Educa-
tion Amendments of 1976 affect the maximum annual
loan limit:

1. A' loan to a student in his or her first year of
postsecondary education that is made by a State
agency lender, a school lender, or a lenclekhzving an
"origination" relationship With a school,'rna'y not ex:
reed the lesser of $2,500 or one-half the borrowen;s'
cost of attendance.
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'2. A loan to a student in' his or her first year of
postsecondary education that is made by a school or
by a lender having an -"origination" relationship with
a sehoth may exceed $1,500 only if the loan is dis-
bursed in two or more,installments, none of which
exceeds halfthe loan, with the interval between the
first and second installment being not less than one-
third the period of enrollment for which the loan was
made.

E. Interest Elate and Eligibility
Requirements for Federal_ Interest
Benefits

The annual interest rate on Guaranteed Sttident
LOaris may not exceed 7%. (In.addition, lenders may
receive a "special allowance" from the Federal
government, in an amount up to 5% annual interest
rate, but the stud ?nt is never liable for payment of the
special allowance).

All students eligible for Federal interest benefits.
The Federal government will pay to the lender the total
interest due 'prior to the beginning cf the repayment
period and during authorized deferment periods. All
student are eligible for Federal interest benefits

Repayment of Loans

Prior to the end of the grace period the lender
establishes the repayment schedule in cooperation
with ';.ie borrower, on the basis of the borrower's
ability to make .payment.

Repayment of principal arid interest is usually made
by the borrower in monthly instaHments. The repay-
ment period begins not earlier than nine months nor
later than one year after the date on which the student
ceases to carry;at an eligible institution, at least one
half the normal full-time academic workload as dete:-

,mined by that institution. By statute, the repayment
period may range from five to ten yens excerk whge
the required annual payment of $360 does not permit
this. The total life of the loan may not exceed 15 years
from the original date of disbursement. Both the 10
and 15-year maximum periods are exclusive of any
authorized deferment periods.

A borrower niay, at any time, repay the whole or
any part of the loan without penalty and may, during
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the 9-12 month grace period, request a loan repayment
period of less than five .years or beginning earlier than
nine months following the date the borrower leaves
school or is in less than half-time study. When a bor-
rower elects to begin repayment earlier than the 9 to
12 month grace period, this decision is irreversible.
The borrower may not further use any remaining por-
tion of the grace period. However, even if a borrower.--
chooses a term of less than five years. he or she m iy re-
quest a schedule which lasts at least five years at any
time during the repayment period.

Generally, a borrower must pay at least $360 per
year on his or her loan during the repayment period. If
the; lender and the borroWer agree, however,an annual
paYireq. of less than $360 is permitted. Also, when
both a husband and wife have guaranteed loans, the
n,ininium annual' payment for the couple is $360'per
year. It must be emphasized}hut the $360 refers to
minimum annual payments. Students often have to pay
larger montilly amounts in order to repay their loan
Within the 16-year period required by law.

G. Deferment Provisions

Deferment means that the loan principal neecknot be
paid under certain circumstances for specified periods
of time. During all deferment periods, the principal of
the loan need not be repaid by the borrower but in-
terest on the loan shall accrue, and shall be paid either
by the borrower or, for,those students originally-eligi-
ble for Federal interest benefits, by the Federal
government. Also, proposed regulations would pro-
vide that if the lender agrees,,the interest accruing on a
non - subsidized loan may also be deferied and then
added to the principal amount of the96an at the time
that repayment resumes.

Deferment of repayment of principal is authorized
during any period in which the borrower is pursuing a
full-time course of study at a participating institution
and for any, period of up to three years during which
the boreower is a member of the Armed Forces of the
United States on active duty, a. volunteer under the
Peace Corps Act, or in service as a full-time volunteer
under Title I of the Domestic Volunteer Services Act
of 1973 (VISTA).

Two new deferment provisions were created by the
Education Amendments of 1976. First,'deferment of
repayment' is authorized for a student who is pursuing
a full-time cburse of study under a graduate felloWship
program- which has been ,appri.ved by the Commis-
sioner of Education. The intuit of this, proviSion is to
take into consideration those studen0 who. are not
enrolled in an "educational institution' but who are



pursuing certain apprgved programs of independent
graduate study.

. Second, a single deferment for a period of not more
than one Year is provided for a student who is seeking
and unable to rind full-time employment. The April 5
proposed regulations would provide procedures and
definitions with regard to these new provisions for
deferment. Until final regulations are effective, lenders
will be required to rely upon their own best judgment
in approving requests for deferment for unemployment
in accordance with Bulletin No. L22 dated January 12,
1977.

The time period involved in a deferment is not to be
includ,:d in the maximum repa met t periods specified
in Section II-F, above.

H. Forloparance

When unanticipated personal problems affect the
borrower's ability to make payment on his or her loan,
forbearance of repayment may be granted by the
lender. Forbearance means allowing, repayment at .a
lesser rate than originally sCheduled, or allowing
repayment to lapse entirely for a specific period. For-
bearance is authorized specifically for the benefit of
the borrower. It must he approved' bylthe guarantor
(i.e. either the CifEee c. f Education or the guarantee
agency), and it must be agreed upon in writing between
the borrower and the lender. The prcnosed GSLP
regulations would provide that forbearance that would
not extend the statutory repayment period require-
ments may& granted without advance approval from
the Office of Education. Lenders are encouraged to
consider the use of forbearance in cases where because
of temporary hardship a borrower is willidg but unable
to pray in accordance with the repayment schedule.
Forbearance should norbe used when a borrower is
unwilling to pay. Forbearance is often granted in
situations where the borrower is for a limited time una-
1:le to meet his or her obligation because of unemploy-
ment, hospitalization, attendance at an ineligible
school, full-time volunteer service in an organization
not specifically recognized for. the purpose of defer-
ment, or some other unusual circumstance. Interest
would normally be raid by the borrower during a
period of forbearance. However, if the borrower is
unable to pay the interest, the proposed regulations
would allow the lender to accrue the interest, and add
it to the loan principal at the time repayment is ex-
pected to resume. The Federal government does not
pay interest benefits on subsidized loans during
periods of forbearance.

I. Death< Disability, and Bankruptcy
Provisions

In the event that a borrower dies or becomes totally
and permanently disabled, the Federal government
will pay the borrower's obligation for principal and in-
terest, and the holder of the loan will not be alldwed to
attempt' to collect the loan from an endorser of the
borrower's estate. The Federal government will also
pay any part .of a borrower's obligation on which the
borrower is adjudicated a bankrupt. If a borroWer who
is adjudicated a bankrupt does not receive a dischargt:
in bankruptcy, then the borrower's obligation is not
removed .

It should be noted that the Higher Education Act of
1965,( as amended, provides that a Guaranteed Stu-
dent Loan cannot be discharged in bankruptcy for five
years following the commencement of the repayment
period, with respect to bankruptcy proceedings beginning
on or after September 30, 1977, unless the bankruptcy
court permits discharge on a hardship basis.

III. Educational Institutions

The basic function of educational'institutions par-
ticipating in the Guaranteed Student Loan Program is,
of course, to provide educational opportunities for stu-
dents. Educational institutions also play an important
role in the loan application process, as they must corr.'
plete a significant portion of the student loan applica-
tion. In addition, once a loan is made, each school
must periodically confirm to the Office of Education
the StuFlent's continued enrollment. When the student
withdraws or graduates, a school must report that fact
to the lender. A detailed description of the'-specific
tasks required of participating educational institutions
is provided in Section III-C: "Functions of Educa-
tional Institutions." In addition, Section III-D of this
Handbook discusses requirements for schools whith
are lenders or which originate loans under the
program.

A. Eligibility Requirements for Schools

Schools establish their eligibility under GSLP
through filing an application with the Division of
Eligibility anc Agency Evaluation (DEAE), Burau of
Higher and Continuing Education, U.S. Office of
Education, Washington, D.C. 20202. Once DEAE has

I
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determined that a school meets the statutory criteria
for institutional eligibility, the school must execute an
agreement with the Institution and Lender Certifica-
tion Branch, Division of Certification and Program
Review, Bureau of Student Financial Assistance,
before it can participate in the GSLP. Usually all
educational programs offered by a school are eligible
for attendance by students receiving a loan under the
GSLP. However, in some instances, only specific
programs or courses at a particular school may be
eligible for attendance by GSLP loan recipients. In
that case the school should not complete its portion of
a GSLP application for a student enrolled in an ineligi-
ble course of study.

Eligible educational institutions may include:
-Colleges and universities
-Correspondence schools
-Graduate and professional schools
-Junior and community colleges .

:Nursing,-business, trade, and vocational schools
-Technical institutions
-Foreign schools comparable to U.S. schools

However, no educa'onal institution which employs
commissioned sale- arsons to promote the availability
of the GSLP is eligible to participAte in the' GSLP. This
statutory provision is discussed in Section III-C.2.b.

If a school becomes eligible to participate in the
GSLP after an acaderriic year has begun, loans to cover
educational costs incurred by a student for that year
prior to such eligibility may be,insured after BSFA has
approved that school's participation in the GSLP. A
loan will not be approved until the school has obtained
eligibility.

When it is determined that a school is ro longer
eligible to participate in the program, further loans will
not be approved from the date of less of eligibility. In-
surance on loans outstanding will normally not be
affected by the loss of eligibility.

The Office of Education periodically publishes a
composite listing "Eligible Institutions - Guaranteed
Student Loan Program," which is available from the
Office of Education Regional Offices. OE Regional
Offices will also answer any questions about the
eligibility of particular schools and/or programs.

B. Limitation, Suspension, and
Termination of School Eligibility

Schools which fail to comply with applicable laws,
regulations, limitations, or agreements of the GSLP
may have their eligibility to-participate in the GSLP
limited, suspended, or terminated by the Office of
Education. These actions by OE/BSFA must comply
with various due process procedures designed to
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safeguard the rights of schools. Final regulationS
specifying procedures for' the limitation, suspension,
or termination of the eligibility of a schoorto partici-
pate in any BSFA program were published sin the
Federal Register an December 23, 1977, as 45 CFR
Part 168, Subpart H. These procedures supersede_the
current GSLP regulations Part 177, Subpart G = with
respect to schoo/s. Part 177, Subpart G; remains in
effect with respect to lenders (including a school in its
role as a lender), and will continue to be in effect until
the new GSLP regulations are published as final
regulations.

C. Functions of Educational Institutions

Educational institutions which have established
their eligibility with the Office of Education may par-
ticipate in the GSLP only after they have signed r n
agreement to comply with all applicable laws and
regulations of the GSL Program (45 CFR Part 177)
and with the regulations issued under 45 CFR, Part 168,
Subparts A-C, when final.

1. Institutional Terms of Agreement

Initially, an eligible educational institution is re-
quired to complete and submit to-the Institution-and
Lender Certification Branch, Division of Certification
and Program Review, BSFA, an "-Agreement Regard-
ing Institutional Participation in GSLP" (OE Form
413, dated 5/75). For academic year 1978-79 this
documen't was supers,Aled by a combined 'Institu-
tional Agreement covering all BSFA programs. By ,

completing and signing the Agreement, an educational
institution agrees to comply with the following statu-
tory and regulatqry requirements relating to the ad-
ministration of the GSLP:

a. Each school must establish and maintain a fiscal
and administrative record keeping system which
al'ows it to maintain records pertaining to GSLP
students for a designated. period after ,khe student
has left the school. Such records may be maintained
in computer or microfilm format (except that if a
school is a lender and the holder' of a promissory
note, it must retain the actual note, to be returned to
the borrower upon completion of repayment). A
school must so agree to allow BSFA to audit
school records periodically, to determine, com-
pliance with GSLP regulations. (Additionally, the
proposed regulations would provide that each
school must obtain a non-tederal audit at least once
every two years.) Finally, each school must agree to
comply with various reporting requirements as
defined by the Commissioner. This includes the
timely completion ,of the Student Status Confirma-
tion Report (OE Form 10720).
b. Currently effective GSLP regulations Provide
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that each school.must establish a fair and equitable
refund policy and must publish that policy in writing.
However, this regulatory requirement is currently
being reviewed and may be amended in the upcom-
ing regulations tinder Part 168.
The refund policy must cover tuition, fees, and, if
paid to the institution, room and board charges. Ad-
ditionally, when a. refund is due the student, the por-
tion of The refund attributable to the Guaranteed
Student Loan must be at least equal to the pro
share that the Guaranteed Loan' is of the
cost of education for' the enrollment
which the loan was, made.
c. Each school must present prospect
with complete, accurate, and recent intoiniau, ,1
about the institution, its current academicor train-
ing programs, and its faculties and facilities, with
particular emphasis on those programs in which the
prospective student has expressed an interest.
Unlike the provisions of the Student Consumer In-

-formation -- Requirements of Part -1-78, discUssed in 1,

Chapter 2 of this handbook, a school does not have
discretionary authority with regard to this provision.
Eacn school participating in the GSLP must provide
this information. Section 177.64 of the current
GSLP regulations describes the requirement for
participating schools in this regard.
d. Any school which offers a course of study to pre-
pare students for a 'particular vocation or career
field trade must establish reasonable criteria and
procedures for determining that a prospective stu-
dent has the ability to benefit from the instruction or
training to be provided. r;! addition to the general in-
formation provided to all pruzpective students, such
a school must provide prospective students with in-
formation regarding placement and average starting
salaries, as described in current GSLP regulations.

2. Additional Requirements

Beyond tflose tasks and responsibilities described
above, the statute and regulations prescribe several
additional responsibilities for all participating educa-
tional institutions. hese include:cIT

a. Representati n made by a school or its agents
must accurately reflect the school and its programs,
and be consiste t with the purposes and regulations
of GSLP. Reference to GSLP in advertisements
should be limited to the phrase "Eligible Institution

Guaranteed Student Loan Program." Schools
will be held accountable kr any misrepresentations,
whether made .by0 their officials or employees or by
persons hired to advertise or to solicit student.
b. An eligible school may not employ or useNcom-
missioned salespersons to promote the availability
of the GSLP. The April 5 proposed regulations
would define a "commissioned salesperson" as any
person Who receives a compensation in any form or
amount which is related to, or calculated on the

basis of, student applications for enrollment, student
enrollments, or student acceptances for enrollment.
To "promote the availability" of the GSLP would
mean to provide prospective or enrolled students
with program information, application forms, or
names of eligible lenders.
C. The April 5 proposed reguhons would provide
that an eligible institution shah audit its transactions
relating to its participation in the GSLP to deter;

the fiscal integrity of financial transactions and
and compliance with applicable

itions aot less frequently than every tv ,
audit report must be submitted to rxl

wee of the HEW Audit Agency in in

which the school is located.
d. Loan-disbursement responsibilities: The April 5
proposed regulations would specify the loan disburse-
ment re's-pbpsibilities of schools. These regulations
would provide that when a school receives a disburse-
ment check payable to a borrower matriculated at
that school, it must deliver the check promptly to the
student. If the student has not yet matriculated, the
schdol would be required to hold the check and
deliver it to the student at the time he or she
matriculates. If the student fails to matriculate with-
in a reasonable time, the school would notify the
lender and return the check to the lender within 30
days of the conclusion of that reasonable time.

The proposed regulations would further provide
that if a loan check is payable jointly to a student
and a school, the school would either endorse the
check on its own behalf and deliver it to the student,
or obtain the student's endorsement prior to endors-
ing the check on its own behalf. In the latter case, a
school may app:y the loan proceeds directly to any
of the student's costs that are payable to the school,
but it must then promptly disburse to the student any
remaining portion of the loan. The above provisions
would apply to the disbursement of all loan checks
by a school which is not a lender. School lenders
have similar loan disbursement requirements.
e. Notification to lender of change in student
enrollment status: The Education Amendments of
1976 added to the Higher Education Act a provi-
sion authorizing the Commissioner to issue regula-
tions requiring each participating school to establish
procedures to inform the holder of a guaranteed
loan within 60 days of a borrower's graduation, for-
mal withdrawal, or failure to register on at least a
half-time basis.

D. Requirements for Schools Whic
Make or Originate Loans

1. Eligibility Requirenients

In order to be eligible to be a GSLP lender, an eligi-

Ui 8-11



ble educational institution must employ at least one
full-time person whose responsibilities are limited to
the administration of programs of financial aid for stu-
dents attending that school. However, correspondence
schools are not eligible to be CSLP lenders.

2. Loan Disbursement Requirements

Loans disbursed by school lenders must adhere to
the following prOgram requirements:

a. Loans may not be disbursed to a' student earlier
than is reasonably necessary to meet the purpose of
the loan.
h. Loans may not be disbursed prior to the issuar
of insurance by the Commissioner.
c. Each disbursement must be made by a cliec-1,

payable to the student (or, if authorized by the stu-
dent in writing, jointly to the student and the educa-
tional institution which he or she is to attend).
d. For the purpo °ses of paying subsequent claims on
loans disbursed by school lenders for students who

lail.to matriculate, the-Commissioner will pay only
the amount necessary to enable the student to travel
from his or her residence to the school.

3. Origination Concept

Section 433 of the Higher Education Act imposes
additional requirements on schools which are eligible
lenders under the GSLP or which originate loans
under the program. "Origination" in this context is a
critical concept. It refers to a special relationship be-
tween a school and a lender in which the lender dele-
gates to the school a substantial portion of the functions
and responsibilities normally performed by lenders
before loans are made. If-the relationship between a
lender and a school meets this criterion, the school will
be considered to have originated a loan made by the
lender. "Substantial loan making functions and
responsibilities", as defined in the April 5 proposed

4' regulations, should include:
a. interviewing the applicant for a loan,
b. explaining the applicant's responsibilities under
the loan,
c. obtaining completion of necessary forms beyondr-
that portion normally required of schools,
d. obtaining necessary documentation that a lender
usually requires of a particular applicant,
e. verifying that the student is eligible for a loan or
for Federal interest benefits,
f. completing portions of the student loan applica-
tion normally completed by the lender, or
g. deciding whether or not a particular student will
receive a loan.
Under proposed regulations, the performance of

either the last two functions indicated above may be
considered by the Office of Education to be a defini-
tive indication of an origination relationship.

I2

4. Agreement for Schools Which Make or
Originate Loans

A school which makes or originates loans under the
GSLP, as defined previously, must have on record
with the Commissioner an agreement under which the
school agrees to adhere to several conditions and
program requirements. Any school which makes or
originates loans on the effective date of the GSLP
revised regulations, when published in final, must sub-
mit the origination agreement within 90 days of that
effective date in order to be eligible to continue to
ni.ike or originate GSLP loans. In accordance with the
s?:' u1 , -nts the Agreement shall provide
11,

ill not make or originate student
loans uncle, , 1)1 gam to more than 50 percent of
the students who are not graduate or professional
students in attendance at the school on at least a
half-time basis. Under certain circumstances, a
school may request and receive a waiver by the
Commissioner of these provisions.
b. The school may not make or originate a loan to a
student who is not a graduate or 'professional stu-
dent who has not previously received`a loan made or
originated by the school, unless the student provides
the school with a written statement from an eligible
lender (other than the educational, institution, a
State agency, or a private nonprofit agency desig-
nated by the State) indicating that the student sought
and was denied a loan by the lender. Alternatively, a
school may obtain a sworn statement by the student
indicating that he or she was refused a loan by such a
lender for the academic period for which the loan
was sought and that the lender refused or declined to
provide a written statement of denial. A school must
inform any student seeking a loan that he or she
must make a good faith effort to obtain a loan from
an eligible lender.
c, The school must not make or originate a loan to a
student who is in his or her first academic year of a
program of postsecondary education who was not
enrolled previously in such a program in excess of
$2,500 or one half of the estimated cost of atten-
dance, whichever is less.
d. A school must not make or originate a loan dur-
ing any academic year of more than $1,500 to a-first
year student as described in (c) above unless the
proceeds are disbursed in multiple installments in
accordance with the statutory requirements.
Should school violate the statutory and regulatory

provisions ncerning the making or the origination of
loans, the institution's eligibility to participate in the
GSLP may be limited, suspended, or terminated in
conformance with the procedures established in Sub-
part H of 45 CFR Part 168, and described briefly in
Chapter 2 of this handbook.
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5. Termination of Lending Eligibility of Sch601
Lenders Based Upon Default Experience.

Section 435 (g)(3) of the Higher Education Act of
1965, as amended, provides that the lending eligibility
of any school will be terminated if it is determined that
for each of two consecutive 12 month periods,
cent or more of the original loan principal loaned by
the school to students attending that school which was
in repayment during each such period, was in default.
Under proposed regulations, the termination would
begin on the first day of October following the' Com-
missioner's determination that such a default situation
exists. Termination must last for at least one fiscal
year, and may be extended if the default situation con-
tinues to exist. This provision applic I lenders
under both the FISLP and agency
programs. It may also apply .1 school
which makes !dans to student , _; at other
schools under the same ownership.

However, the statute also provides that the Commis-
sioner may not terminate the lending eligibility of such'
a school if:

a. the termination would be a substantial hardship
to the school and there is a reasonable possibility
that the school 'will appreciably improve its collec-

r tion of loans within the next year, and
b. the termination would be a substantial hardship
to current or prospective students. In determining
whether a termination would be a substantial hard-
ship to students, the Commissioner will consider the
extent to which the school is pro vidiog opportunities
to economically disadvantaged students which are
not a,,ailable elsewhere, the extent to which the
academic programs are unique in the geographical
area, and any improvements expected in the
management of its student financial assistance
programs.

6

No termination of lending eligibility of a school may
occur without appropriate notice and opportunity for a
hearing. Procedures for the hearing are specified in the

4GSLP proposed regulations.'
School record-keeping and 'reporting requirements

relating to the enforcement of this new statutory provi-
sion will be set forth in the near future;

IV. CorpPletion Of The Insured Loan
Application

O

A. Certification

The primary task of each educational institution in
connection with the processing of a student's applica-
tion for a loan under the GSLP is to make a number of

statements and certifications concerning the student's
eligibility'fnr a loan.

For the FISL program this task is accomplished
when the financial aid officer or other authorized
school official completes sect.on II and, when applica-
pie, section III of the FISL application (OE Form 1154

----dated 7/77). The certification process is described in
Section 177.78, "Certification by a participating
school in connection with a student loan application,"
in the proposed regulations. Section 1V - B of this
chapter providesdetailed instructions on the comple-
tion of Sections II and III of the FISL. application.

For guarantee agency programs the certification oc-
curs When the authorized school official completes the
appropriate sections of the guarantee agency's applica-
tion. The application forms for various guarantee
agencies vary somewhat but must, in general, adhere
to identical certification requirements,

By completing the appropriate section of the FISL
.A1 guarantee agency program application, the financial
ai'd officer is certifying that:

1. The student is enrolled and in good standing and
maintaining satisfactory progress or is accepted for
enrollment in a program determined to be eligible
under GSLP. Determinations of "good standing"
and "satisfactory progress" are to be made accord-
ing to the school's own established policies.
2. A student is carrying or plans to carry during the
_period for which the loan is intended at least one
half of the normal full-time workload as determined
by the school.
3. The student does not owe a refund on a grant nre-
viously received under the Basic Educational Op-.
portunity Grant Program, the Supplemental Educa-
tional Opportunity Grant Program, or the State Stu-
dent Incentive Grant Program for attendance at that
school. Proposed regulations would provide
guidelines for implementing the above rule,
however, and would allow the following interpreta-
tions;

a) If a student owes a refund on a grant because
of an error by the school, he or she is not ineligible
for a loan if he or she acknowledges in writing the
amount of the overpayment and agrees to repay
the refund within a reasonable period of time.
b) If the student owes a refund on a BEOG or
SEOG, he or she will not be ineligible for a loan if
the school can recoup the overpayment within the
same academic year for vvhi'ch the loan is intended
by adjusting the subsequent BEOG or SEOG pay-
ments due the student.

4. The student is not in default on any loan pre-
viously received upder the NPSL Program or the
GSLP made for attendance at that school, unless the
student has made satisfactory arrangements to repay
the defaulted loan to theopproptlate guarantor or
holder. (Additionally., the proposed regulations
would provide that a student who is in default on a
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GSLP loan made.for study at any school may not
receive a GSLP loan unless he or she has made

'satisfactory arrangements to repay the lo all, but this
policy is not yet effective.)
Further, a school is obligated to provide:
I a statement of the academic period for which the
loan k sought;
2. an estimate of the student's cost of attendance at
the school;
3. an estimate of other financial assistance awarded
tti- the student for the period for which the loan is
sought; and
4. if the student is applying for Federal interest
benefits ..nd the adjusted family income is $25,000
or more, a statement containing a determination of
need and recommendation of loan amount to be
subsidized.
For a student attend Ind apply-

ing for Federal inter.. ."1:,,psis and
recommendation of amount that will be subsidized is
the responsibility of the Office of Education d -the ap-
propriate guarantee agency.

Each of thes,e functions is accomplished when the fi-
pancial aid officer or other authorized school official
completes Section II and, when applicable, Section III
of the FISL application. Section IV-B of this
handbook provides detailed instructions on the com-
pletion of Sections II and of the FISL application.

B. The FISL Application - OE Form
11,54

I. Introduction

A complete copy of the FISL application form along
with the instructions which accompany that document
is included in Appendix L of this Handbook.
This section of the. Handbook deals with those por-.
tions of Sections II and III of the FISL application
which need further 'clarification:, or, which experience,
indicates have frequently been completed incorrectly.

Reproduced on page 8-15 is .a reduced facsimile-of
Sections II and III of the FISL application. There are
latge numbers written.by those items in the application
which are explained in further detail below. Instruc-

-dons for completion of those items in the application
which are not disc,u4sed below appear in Appendix L.

2. General Information

It is the responsibility of the financial aid officer or
.1tlier authorized school official to complete Section II
and, when applicable, Section III of the FISL applica-
tion, and to return all copies of the application with the
attached promissory notes to the student for transmit-
tal to the lender.

4

As an initial 'procedure the school official should
carefully review all of those pprtions of the application
already completed by the student. Obvious errors
should be brought to the attention of the student so
that he or she may correct the error prior to transmittal
of the form to the lending institution.

For a FISL application; the following general con-
siderations should be kept in mind:

a) In no case may a loan, with or without Federal
interest benefits, exceed the total cost of education
less other financial aid awarded or'committed (ex-
chisive of family. support). The most common
reason that applications are rejected by the Student
Loan Processing Center is that the loan amount re-
t,uested exceeds the cost of education.
b) If a student does not wish to apply for Federal in-
terest benefit, or if he or she-cannot do so because
farnii itatiod is not available, there is
non it,:rns 8, 9. and 10 in Section I
ino section Ill of J Form 1154. In od

dition, the student should type or print "Not Apply-
ing For Federal Interest Benefits'" over items 8, 9,
and 10 of the application.

3. Guarantee Agency Programs

It the application forth. being completed is from a
guarantee agency, the following general considera-
tions should be kept in mind:

a) Some guarantee agency programs may incorpor-
ate (with some modtiications) matly of the elements
of OE Form 1154 as part of their loan application.
The concepts outlined in these instructions are still
applicable 'althdugh lenders and schools .should
follow, specific instructions accompanying those
forms:
b) All students must complete a basic loan,applica-
tion. In the case of loans guaranteed by State or pri-
vate agencies, the applicatiqn may or may not incor-
porate OE Form 1070 "Lenders Report of Guaran-.
teed Student Loan," or OE Form 1260, "Student
Loan Application SupplenTent." If further clarifica-
tion..is required for guarantee agency forms, consult
with the guarantee agency.

4. Specific Instructions for C.,mpleting
Sections II and 111 of the FISL Application

The following instructions relate specifically to, the
numbered items on the application form: as reproduCed
in IV-B 1., above.

a. Item No. 23 School Code Number: Er!er the six-
-digit number, assigned to the educational institution
by the Office of Education. Information regarding
the eligibility status and code numbers of institutions
may be obtained from the OE Regional Offices. An
application without a school code number will not
be processed for approval of insurance.

11r
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fit.

b. Item Nci: 25 Student Status: Enter 'an-,:;X" in the
appropriate block. The institution determines
whet.ler the applicant is considered a half-time or a
full time student, in accoi.,..ta.ice '.,,fith the regulatory
definitions. of those terms, eficept that all eligible
correspondence school s ,cier- are considered
half-time students and all s.udents who are less than
full-time but more than half-time are considered
half-time.
c. Item No. 26 Student Classification: Enter,an "xy
in the appropriate block. This information is 1e-
quested in order to determine theapplicant's annual
and aggregate maximum loan-limits. GSLP
S, No. 15IL No. 32, dated September 14, 1977, con-
tains guidelines for determining whether a student is
to be considered a graduate or professional stugre'lit.
The suggested definition is:

"Graduate or .,.tent means a htudent
who is pursuing a program leading to a professional or"

.graduate degree or certificate at an institution of high-
er education after successfully completing the
equivalent of at least three years of full-time study 41/'
an instution of higher education, -either prior to
entrance into the program or as part of the program it-
self."

Until final regulations containing ..a prescribed
definition of "graduate or professional student" are
effectiye, financial aid officers are urgedto use the
above definition in determining the entry for Item No.
26.

d. Item No. 27 Anticipated Date of Vraduation:
Enter the anticipated date of graduation. This must
reflect the date the student expects-Jo graduate or
comp iv. his or her present program at the-school in
which rt or she is. currently enrolled. The-date is not
intended to reflect the time a student plans to con-'
plete an education at another institution. For corre-
spondence schools, the date should coincide with the
normal ending date of the course to which the stu-
dent sPillscribed.

This date is important in calculating the Insurance
premium. Lenders, however, should not attempt to
rely on this date for determining the beginning of the
grace period since students frequently change their
educational plans.
e. Item No. 35 The Estimated Cost of Education:
Enter the itemized figures for each category of ex!.

_pence indicated on the form and the totak The total
educational costs to be incurred by the student dur-
ing the period of the loan means the tuitio' and fees
applicable to a student together with the institution's
estimate of other expenses reasonably related to at-

,. tendance, including, but not limited to, room and
board, reasonable transportation and, commuting

"costs, and costs for books and supplies. The school's
average costs for all students may be used in lieu of
individual estimates in determining the cost of
education,
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f. Item No. 36 Financial Aid for Lditti Period: List
only financial aid and other resources that are firm
commitments and which apply to the period of the
loan. Do not include assistance which may have

. been applied for but .not yet approved: Included
'should be all grants; scholarships, educational
loans, and school-awarded jobs including assistance
under all federally sponsored programs of student
financial aid. Veterans' educational benefits, educa=
tional benefits under Social Security, and resources
or financial support from the student or htis or her
family are not considered financial assistance for
this purpose.
g. Iteni No. 38 Net Cost of Education: The figure
entered in Item No. 38 is the result of a simple
mathematic,-.1 calculation (Item Nn 15 le': Ttou,

36). In no case may a loar , ;lint;

results from the subtraction of Iteti, No, 36 (Finan-
cial Aid) from Item No. 35 (Estimated Cost of
Education).
h. Items No. 39, 40, 41 Signature and Title of Fi-
nancial Aid Officer or Authorized Official: The
complete signature of the school official authorized
by that institution to complete the form is required.
Stamped, facsimile, or substitute signatures are not
acceptable. The typed or printed name and title of
the official must also be entered. If ,any of these
items are not competed properly, the application
will be rejected.

By signing the form a school official is certifying
to those conditions and requirements Iliscussed in
detail in IV-A of this Handbook, If any portion of
the certification is not correct, the school official
must not sign the form.

i. Section III Need Analysis General Instructions:
Adjusted family income is calculated by the student

in Section I (Items No. 8, 9, and 10) of the FISL ap-
plication. This figure is computed by subtracting from
the adjusted gross income of the persons whose in-
comes must be considered (as declared on Federal In-
come Tax Returns for the preceeding year) an amount
representing 10 percent of ?he adjusted gross income,
and an amount representing, the total dollar amount
claimed for personal 'exemptions on the tax returns of
thoseversons. The incomes of the parents or spouse of
the student must or must not be included in this com-
putation depending on 'prescribed conditions dis-
cussed under No. 10 below.

Financial aid officers should be aware, however,
that some lending institutions have developed an inter-
nal policy of not granting a FISL in excess of the
assessed financial need, and such lenders may request
that a school complete the need analysis section of the
application regardless of the eligibility of the student.
It should be made clear to students that, a need
analysis in such circumstances is not a requirement of
the Federal government.
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j. Item No: 37A-I-3 Compute Support: In deter-
, mining the expected family contribution, a school

may use a need analysis method approved by the
Commissioner of Education for the other BSFA
programs, EXCEPT THAT DEVELOPED FOR
THE BASIC EDUC.4TIONAL OPPORTUNITY
GRANT PROGRAM, which is excluded by statute
as an 'acceptable system for GSL.

The methods most frequently used are the American
College Testing Program System (ACT), the College
Scholarship Service System (CSS)," and the Income
Tax System (ITS). Other methbds may be used if they
produce results which on the whole, are similar to
those 'which would he produced by the systems my n
tinned

wiiose i comes are reported in Item
No. 10, Section I, of SL application must be con--
sidered iri t ed analysis. This information may be
obtaine rom the FISL application as follows:

If e student- answers-"yesr- to the first question
(Section I, Item No. 8), the income and assets of the
parents are-to be considered. If the answer is "no,"
the income and assets of the6parents are not taken
into account.

If the student is married and answers "no" to the
second question,(Section I, Item No. 9), the income
and asse of the spouse are to,be considered. If the
answer is " ", e spouse's income and assets are
not taken into account.

Indicate both the amount of the computed support
from the family and the method of need analysis used
in making this deterniination in Section III, Items No.
37A-1 and 37A-2. The amount indicated should relate
to the period of the loan.

The amount indicated in Item No. 37A -1 is the 'ex-
pected family contribution towards the cost of the stu-
dent's 'education. The amount indicated in Item No.
37A-1 is more meaningful when adjustments for the
indiVidual" eircumstances of the student are con-
siaereani the financial aid officer is expected to exer-
cise his or her professional judgment in each case and
to indicate the amount that can realistically be ex-
pected to be contributed for educational costs over the
period of the loan. The financial aid officer should
take into account geographic differences in cost of liv-
ing, actual summer earnings, family circumstances,
and other factors not always equitably treated in a na-.
tionally standardized computation. Indicate in the
space proirided in Item No. 37A-3 the fallowing num-
ber codes for reasons'used in reducing the amount of
computed family supports

a. reduction in income,
b. death or disability of wage earner,
"c. loss of job,
d. unanticipated medical or other extraordinary ex-

penses,

e. non- liquid assets (e.g.home equity),
f. cannot meet expected contribution from income,
g. other.

If code "g" is used, oriefly indicate the basis-for this
reason in the "Additional Information" or (Ai the
reverse side of the lender copy of the application.

k. Item No. 3713Interest Benefit Eligibility: The
amount indicated in Item No. 3713`, Interest Benefit
Eligibility (Item No. 35 less Item N 36 and Item
Ne., 37A-1), represents te amount /oat the school
recommends to be subsidized undef the Feder'
sured Student Loan Pr0p'ram

!whit aid be aware that a lender
may make a subsidized loan in excess of the amount
recommended by a school if the lender has reason to
believe that the school was not realistic inits_estimate____
of the family contribution as 'computed in Item No.
37A. Lenders are encouraged tb:exercise this option
by -carefully -evaluating-the information -avail ai5le-To
them in order that the most equitable judgment be ex-
ercised in pr6ceSsing a student's application. Should a
lender decide to exercise this option, it should indicate
in its t::es the basis for exceeding the amount indicated
by the school. 2

Aid officers should also be aware that a "split" loan
consisting of some portion which is subsidized and
some portion which is not subsidized is both possible
and legal. IfAhe ,lender agrees with `the school's
calculation of family contribution but is willing to
agree with the Student's request for a loan in excess of
that amount recommended by a school, then thelender
may make a subsidized loan in the amount recom
mended by the school and a nonsubsidized loan in an
amount tp the difference between Item No. 38 and
Item No.

Schools should be aware that lending institutions
may not adjust the -figures inItem No. 35 oi*No. 36.
They may adjust Item No. 37A; Family Contribution,
if they have good reason to do so. Under cums-
tan&s, however, can a subsidized loan a unt exceed
Item No. 35 less Item No. 36, minus the,a usted Item
No. 37.
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. Charter 9

Heat Prbfessiom3
Assistai,ice (HEAL) Program

A. Authority

nal

The Hean Professions /Educational Assistance
,(HEAL) Program'is authorized by section 401(b) of
the- Health Profession Educational Assistance get of
1976 (P.L. '94084), October 12,1976. (Subpart 1, Part
C of Title VII of the Public Health Service Act, as
amehded.Scticiu 727.- 739, (42 U.S.C. 294 - 294L)) '4

=7-which-la s-been-amended-bk P ..9543,-%gult 1,
1977 and P.L. 95-2f5,-December. 19, 1977.

amended) to be eligible. There is an exception fort
medical schools which dornameet the requirements of
the capitation grant prognam'thatseach school increase .

its third year cuss by 5 percent in' the 1978-79
academic year only. Foreign,schools are not eligible
undertiv HEAL program,even though they are eligi-
Isle --for they Guaranteed Studay-Loapiprogram..

3. ,Lender

Heafffi professions schools are eligible to mike
loans under HEAL. Others are'commercial lenders

Aincluding credit unions), .State agencies, insurance
.

B. .41"urpose l companies, and pension funds.,

The HEAL prograhi was established tO provide a
federally insured student loan program for graduate
students in the health profesSions attending schools of
medicine, osteopathy4 dentistry, veterinary medicine,
optometry, podiarryipublic health, and pharmacy,

C. Eligibility-

.. To qualify for a HEAL loan, aivrrower must:
1. porrower

. in general, be a citizen 6r.permanent resident Oft the-
United ,States; .

. have not...received any ether gual-anteed orfederally
insured student loan for the same)icademic year to
be'covered by'the HEAL loan;

. be accepted for enrollment as a full-time student;or
already in full-timc.attendande and in good standing
in an eligible school; or

.. participating in an accredited internship or residency
, program or eligible for deferment of repayment on

account of service -in the Armed Forces, VISTA,
ACTION,' or the National' Health Service Corps.
(This is limited to previous HEAL borrowers):

. A father requirement must be metby pharmacy stu-
dents. They must have satisfactorily completed three
years. of training:to be eligible,

2: Institution

Schools must be accredited and must have received
or have met the requirements for receipt of a Capitation
grant (as outlined in the Public Health Service Act, as

1=

4. Limitations

An eligible student may borrow up to $10,000 per
academic year to an outstanding total of $50,000. The
single exception is one wl4h limits pharmacy students
t817,500 Per academic year to an,outstanding total of
$37,500. Loans may be used only for educational ek:-

0 tuition, f.p nc 1 di ng t u on, ee ,, room an d board
boas, equipment, and-inkrest on prier loans). In ad7

1 dition, students who horrowed while in school ina...1/y
'also bVw during periods of internship, residency,
and authorized riods of defermeict, but only to pay

. ,

interest accruing prio4-IEAL loans _ 4.,. \
D. 'InterestansuranCe

There ls no :Federal interest subsidy under this =
program. Interest may no[ exceed 12 percent per year
(ANNUAL PERCENTAgE` RATE) of 'tltif unpaid
balance of the loan., Inrerest'inty be paid on an ongo-
ing basis or accrued until repayment begins. If interest is ,

accrued, it will be calf unded seirsii:annually and added
to the loan principal. An insurance premium, not to ex-
ceed 2 percent per' ear, will be charged at the time an in-
dividual loan is- processed.

E. Repayment

Repayment begins 9 to 12 months after all formal
training is completed, including that provided in ac-
credited internship and residency-prosrams. A defer-

, ment.of up to three years will be granted to borrow'ers
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who retutn to -'L:11-time study at an institution of higher
education, tr .n a-. internship or residency program,
or serve iv .e -med Forces, Peace Corps, or
specified pr .rrv, rider' ACTION or the National
Health Servic, carps after the repayment perior' has
begun..- Borrowers' may take from 10 to 15 years to
repay the loan once repayment begins.

F. Federal Payment For-Service

Borrowers may apply for Federal, paythent of both
principal and interest up to a maximum of $10,000 a
year through service in the._ National Health Service
Corps or practice in a health manpower shortage area.
This Federal payment for service will be at the option
of the(Federal government and available only to the
extent that vacancies exist in the Nationald-lealth Ser- _

,

,4
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S

vice Corps or if there Late shortage areas . in the
academic disciplinR for'.whih the borrower obtained
his or her tra,kiiing.

G. Penalties

Repayment will be carefully monitored. Under law-,
there will be no discharge of loans by bapkruptcy dur-
ing the first five years of the designated r0-, to 15-ye'ar
repayment period. Persons in professional practice
who default on their loans may have payments for any
federally- supported health care service, such as
Medicaretand Medicaickl reduced by the amount of the
loan default. If a bortt6wer breaches obligations en-
tered into under a 'Federal payment for service con-
tract, the United States Government will be entitled to
recover_damages,

N
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Chapter 10

State Student Incentive
Grant PrOgram

Program Profile

A. Statutory Authority

4

The State Students Incentive Grant program is
authorized by Section 415 of Title IV, Part A (Subpart
3) of The Higher Education 'Act of 1965, as added by
P.L. 92-318 in 1972 and amended by P.L. 94-482 in
1976 an P.L. 05-43 in 1977. The -first SSIG ap-

----pro.priawas-FY-1974-funds to be used by-the States
for studeht awards in the 1974 -75 academic year.

Program Purpose

Through incentive grants to States, this program has
encouraged establishment and expansion of State
scholarship assistance to undergraduate postsecond-
ary students with substantial financial need, thus
stimulating development and operation of a nation-
wide delivery system of Statf programs of student
assistance. By 1978, the SSIG network included all 50
states, the District of Columbia, Puerto Rico, Guam,
American Samoa, the Virgin Islands, the Trust Ter-
;itory, and the Commonwealth of the Northern
Mariana Islands. Of these jurisdictions, 27 represented
expansions of scholarship programs in existence
before SSIG was authorized in FY 1972 and the re-
maining 29 represent entirely. new State scholarship
programs.

In 1977, the State, scholarship network 'was further,
'strengthened by establishment of authorized State Stu-
dent Financial Assistance Training Programs (Sec.
493C of ride IV, Part F, HEA), to be administered by
designated SSIG agencies, in consultation with
Statewide financial aid administrator organizations, to
improve the proficiency of State and institutional fi-
nancial aid administrators.

IL Program Operations

SSIG operations vary from State to State according
to the size and maturity of scholarship programs
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managed by the individual States.
In the 1977-78 academic year; the SSIG nationwide

appropriation equalled 8 percent of the Nation's
State funded need-based undergraduate scholar-
ship/grant programs ($60 million for SSIG, compared
to $746.0 million in State funds; hccording to the Ninth
Annual Survey of the National Association of State
Scholarthip and Grant Programs). kr the various
States, the ratio of SSIG to State funds ranged, from
less than 5 percent in New York, Pennsylvania, Il-
linois, and_Vermont_to _morethan 40 -percent -in 21
States.

In States with large and mature student aid
programs, where records showing the source of in-
dividual student grants are maintained entirely in the
central §tate agency, thee institutional financial aid
officer may not always be able to distinguish whether
specific student awards include. any SSIG funds.
However, in some of the States with smaller or newer
State grant ,programs, all State- scholarships may

- routinely consist of equal parts of State' and Federal
SSIG funds, and the institutional financial aid officer
may share some of the record-keeping functions with
the State agency.

Because of the wide. variations in State programs,
student and institutional inquiries about SSIG and
other State scholarships should generally be directed
to the State scholarship agency, not to the Office pf

.Education.
To help.; institutional financial aid officers under-

stand the variety of -State practices, this section
describes some of the conditions and regulations
which affect State program operations.

A. Available Funds

States receive annual SSIG allotments (formula
grants), based on their higher education enrollments.
Allotments must be matched equally he funds from
State resources, for making initial and continuation
awards to students for attendance at eligible post-
secondary institutions.

The maintenance of effort provision requires that
State matching represent an increase in the State's
grant expenditure, over the amount spent during an



established base year (defined as the second year piior
to the State's entrance into the SSIG network).,

Tuition waivers or remissions do not qualify as
matching State dollars. However, if actual money is
transferred, it is possible that the matching require-
ment is satisfactorily met through a tuition grunt rather
than a tuition. wciiver. The fundamental question to be
answered is: Does real money actuallychange hands
from State to institution tb student; and is sucli transfer
thorough!), documented as a cash transaction in the
appropriate records at each level?

The usual practice is for the State to appropriate
funds to match its SSIG allotment. However in
unusual circumstances where appropriated funds can-
not'be used, the State may, as an interim measure, re-
quest approval to match SSIG funds with other con-
tributions from non-Federal sources (undei provisions
pf 45 CFR 100b.90-94). ,

Basic. allotments not used.. by one-State may be
reallotted to other qualified States, Within the con-
.straints of Federal appropriations,

for
are free to

safe-du-1i their own funding cycles for students in in-
, stitutions, but funds may not be carried over from one

fiscal, year toitlie next. However, they.may be used for
summer terms provided they are obligated before June
30.

B. Admidistrative Patterns

#.1- States pay their own administrative costs; hence, all
SSIG funds are used for awards to qualified students.
Administrative organization of State programs falls
into either a centralized or decentralized pattern, or a
combination of these.

Most States, par;cularly those with mature State
scholarship programs, use the centralized adniinistra-
tive pattern. The State agency receives and processes
Student applications, notifies students of awards,
verifies attendance and makes disbursements, and
keeps complete records on all student awards.

A few States, particularly those. with relatively new
State scholarship programs, use an administrative pat-
tern in which the designated State agency de-,
centralizes certain functions to participating institu-
tions. In these cases, funds available through the. State
agency are generally suballocated to eligible institu-
tions on the basis of enrollment andlor need formulas,
and the institutions recommend SSIG grant recipients
to the State agency for approval of individual awards
out of these fund allotments,

in the centrally administered State grant program,
actual student files are located in the State agency. In
the decentralized form of State administration, where
much of the student information is processed by the in-
stitutions, the institutional financial aid officer gives
the State agency the types of information and docu-
mentation needed for formal approval of individual

,t.
student awards. In either case, program oversight ac-

.

nvities may include examination of student files at the
institutions to verify attendance, levels of student aid,-

other information which is part of the audit trail
showing use of SSIG funds.

C..", Student Applications and Awards

Students apply to the State agency either direetly or
through the institution. Every award (requites the
official State agency's formal approva-1115ased on an
examination of need.

SSIG awards go to undergraduates Only. No student
will be considered an undergraduate beyond 4
academic years except for the fifth year of a 5-year

,program leading to a first degree.-
The maximum SSIG award is' $1.500 per academic

year, reduced for less than full-time but at least half-
time attendance. Half of each SSIG student award
must be from State ,(non-Federal) resources. _-

Under current legislation, initial and continuation
awards to students must be separately accounted for,

the needs of continuation students have priority.
However, this priority can be met out of all-State funds
instead of State plus Federal SSIG funds...

States have considerable freedom iii determining
whether to make a variety of differential SSIG awards
in terms of relative student need or to level fund their
SSIG awards to give a set amount to. all students who
meet the State's established need criteria.

D. State Criteria for Determining
Substantiall.Need

Student recipients are selected annually on the basis
of substantial need, under Criteria established by the
State and approved by the Commissioner: The SSIG
Regulations provide flexibility for States to facilitate
choice as well as access to postsecondary education
for both middle-income and low-income studentS. To
suggest reasonable outside limits in' determining sub-
stantial financial need. Reg.' S192.7 indicates student
eligibility limits of (1) no more than $2,800 in expected
family contribution; or (2) no less than a $90
difference between educational costs and expected
family contribution; or (3) no more than a $20,000 net
family income, or (4) other reasonably comparable
need eligibility standards. Regardless:Of which of the
above criteria the State selects, th designated State
agency is responsible for final approval of individual
student recipients, thus providing consistent patterns
of dealing with candidates from throughout the State.

In practice, the State's selected set of standards
determines the pool of applicants qualified by reason
of need to compete for individual student awards.

+) +')
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Once the State has selected its standards for determin-
ing which students meet the need criteria, the next step
is to establish procedures for selecting individual stu-
dent recipients from among the eligible pool of stu-
dents with substantial need and to determine the size
of individual awards. Most States measure need by a
single need analysis sytem (e.g., ACT, CSS, BEOG) for
all applicants in order to be consistent.
However, in decentralized programs, where institu-
tions recommend student candidates for awards, sub-
ject to approval by the designated State agency, some
States, at their own discretion, protess student applica-
tions based on different USOE-approved need
analysis systems used by the various institutions. In
any event, the designated state agency has final
authority for selection of recipients who meet the need
criteria under standards established for the State-wide
program.

E. State and Institutional Records of
Student Recipients

State agencies responsible foradministering SS1G
funds must be able to document their decisions and
disbursements, either from their uwn central records or
from institutional records or both. Variations of stu-
dent/institutional rosters are often sent back and forth
between the State agency and the institutions to verify
attendance, provide information related to student
need, document disbursement of funds to students or
student accounts, , guard against overawards, and
geneially simplify communication and facilitate the
provision of required records and reports.

To comply with the existing authorization, State stu-
dent records and accounts must identify each in-
dividual student award as "initial" or "continuation"
to permit aggregation of information by type of award.
Furthermore, State agencies approve individual
awards as initial or continuation. In making day-to-
day award adjustments to maximize use of funds, State
records must leave a clear audit trail to distinguish in-
itial and continuation award recipients and to con& m
that each award payment is received by or credited to
the student. However, with State approval and within
overall' limits established by USOE, reclaimed con-
tinuation funds may be reissued as new (initial)
awards, and vice versa, so long as the records are
clear.

Student/Institutional Eligibility

Within the broad parameters of Federal financial
aid regulations, States determine eligibility standards
in terms of their own fiscal and constitutional
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restraints. Financial aid officer; should be familiar
with these restraints in order to advise their students
and to facilitate their packaging of av'ailable aid to
meet student needs.

A. Institutional Participation

A June 1977 amendment to the SSIG authorization,
provides that, "effective with respect to any academic
year beginning on or after October 1, 1978, all non-
profit institutions of higher education in the State are
eligible to participate in the State program." Because
this provision ha., raised certain questions based, on,

aapparent conflicts between Federal legislation and
State constitutional or statutory limitations, the
EduAtion Commission of the States has suggested the
need for a technical amendment which would clarify
the provision for those States which need to resolve
constitutional luestions about aid to private schools
and respond to court decisions forbidding assistance
to bibliocentric colleges.

States are now preparing to follow procedures ap-
plicable to Federal student aid programs. In some in-
stitutions, eligibility may be limited to students in cer-
tain courses of study (for example, those which meet
the definition of higher education) or to certain kinds
of students (for example, tchecular students as dis-
tinguished from those training for religious vocations).
Some States find distinctions such as the above par-
ticulart relevant in determining eligibility of students
in vocational/technical schools or in schools .of religion.

Also, institutional participation may be affected by
the fact. that some States suballocate available SSIG
funds among the various kinds of institutions on the
basis of enrollment, need, or other criteria, including
the availability of other (nun-SSIG, State aid. In such
instances, money not claimed for scholarships in one
school may be reclaimed by the State and reassigned
to other schools,

The non-profit institution amendment does not re-
quire States to include proprietary schools as eligible
for State grants (although almost half the States make
SSIG awards available to students attending proprie-
tary institutions). However, some States now are ex-
periencing' questions about eligibility of students in
schools which change their charters from proprietary
to nonprofit without changing their programs or their
staffs,

B. Student Participation

Student eligibility for State rants differs from State
to State according to constitutional, statutory, or
policy restrictions. (Some States have legislated for-
mulas for determining assistance to individual stu-
dents.)
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Factors which may determine, whether an individtial
student is eligible for an SSIG award include the
State's definition of substantial' need, the method of
determining size of an award (including any special
restrictions on maximums), and what costs can be
covered. Some States limit awards tolhe costs for tui-
tion and fees. Some include allowances for room and
board and other costs. Soine have alloWances for com-
muters. Many State scholarship programs have restric-
tions which exclude part-time students and those who
attend schools outside the State.

A few States have reciprocal arrangements to facili-
tate student exchanges with neighboring States,
especially in unique program areas.

C. Certifying Student Academic Progress
and Fiscal Responsibility

State student aid agencies should be familiar with
institutional policy regarding the Federally required
certification of student academic progress and fiscal
responsibility; and State and institutional student aid
officials should coordinate their certification activities
to minimize overlap of records and avoid unnecessary
duplication of effort. To provide appropriate over-
sight, State agencies may ask institutions to assist in
certifying student eligibility by procedures such as one
of the following:

1. Certification or affidavit by individual student:
a. submitted with the student's application for
assistance; or
b. signed when the student accepts the assistance
award.

2. Certification by institutions (e.g., on rosters of stu-
dent'awards):

a. in centralized systems-at any time bef8re stu-
dents receive their award money; or
b. in decentralized systems-when the institution
recommends students for SSIG awards; or
c. through agreements that the institution will
notify the State agency whenever students become
ineligible.

Simple certificatio'n concerns the applicant's eligibility
to receive an award. It does not extend to ex-
Nptional cases or to subsequent refunds or defaults.
States may, at their option and with appropriate docu-
mentation, if necessary, consider the following to be
acceptable practices as a basis for certification of stu-
dent eligibility in terms of academic progress, grant re-
funds, and loan defaults:
. The State may assume satisfactory academic

progress if the student is accepted for admiision or
for continued enrollment in the institution.

. In cases where only State and Federal SSIG funds
are involved, the State policies concerning satisfac-
tory progress or refunds apply.

. In cases where BEOG, SEOG, NDSL, or GSL funds

are involved with SSIG funds in a student's financial
aid package, the appropriate program regulations
concerning satisfactory progress, refunds, or
defaults apply.

. With regard to a student owing a refund on a student
grant, a State may consider the student eligible for
SSIG payments if, during the current year, the
fund -can be eliminated through repayment by the
student or through the institution's adjustment of fi-
nancial aid payments to the student for that year.

. With regard to a student in default on a student loan,
a State may consider the student eligible for SSIG
payments if the student acknowledges the loan
default in writing and pr6,0es acceptable written
assurances that the default will be remedied within a
reasonable time.

IV. Fiscal and Reporting
Relationships With Thettate Agency

In general, fiscal and reporting relationships be-
tween participating institutions and the State scholar-
ship 'agency vary according to whether the State
scholarship programs are administered under a
centralized or decentralized pattern. In any case, the
State agency must maintain sufficient oversight to be
accountable fos disbursement of Federal funds and to
make the required reports to the Commissioner of
Education.

A. Financial Accounts

As a minimum, even in the most centralized ad-
ministrative pattern, institutions must verify student
assistance; supply assurances regarding student
academic progress, status of grant refunds, and status
of loan defaults; cooperate in packaging aid to avoid
overawards; and document student acknowledgment
of awards if funds are paid to the institution on behalf
of the recipient.

In decentralized systems, where the State agency de-
pends upon the institution to help screen applicants
the institutional records must also supply need-
analysis "documentation justify formal approval of

,indiviclua'l awards by the official State agency.
Auditable, records for SSIG must show actual

'-transfer of funds. Waivers are not acceptable.
Generally, each student award payment consists of ex-
actly, equal amounts of Federal and State funds.
However, some States make first-term awards out of
State funds and provide the Federal matching during
the second term. (The reverse is not acceptable be-
cause there would be no way to provide the State
matching fofstudents who drop out before the second
term.)

1
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Individual student awards are subject to approval by
the designated State agency; institutions may not
transfer awards from one student to another without
the approval of the designated State agency. However,
institutions and State agencies should maintain regular
communication links which will facilitate, the full
utilization of any scholarship funds which become
available later in the year.

.Whenever possible, State agencies encourage (and
request evidence of) institutional adjustments in dis-
cretionary awards to bring student aid packages within
the lirrtits of measured financial need. Where institu-
tional adjustments are not possible,-or where an over-
award is identified "after the tact" and -must be cor-
rected, the overaward limitations follow the pro-
cedures applicable to other Federal student aid - e.g.,
request a refund of any amount by which the student's
total student aid package is more than $100 above
need, when aid does not include CWS; and of any
amount by which the package is more than $200 above
need, when CWS is involved.

All SSIG funds (Federal plus State) recovered from
overawards should reissued to other qualified stu-
dents for the rele;ant award period, unless records for
the period have been closed.

If such funds are not reissued to qualified students,
the State must return the recovered Federal portion to
the Office of Education. (To provide for maximum
utilization of funds, States are encouraged to maintain
careful liaison with institutions and, where funds are
not claimed by students of where funds are recovered
from students, to take steps to award those funds to
other qualified stud4nts at the same institution or at other
institutions where there are qualified students.

B. Reports

The State ,agency requires certain institutional
reports, to document disbursement of Federal funds to
student recipients In compliance with regulations, to get
information needed to improve efficiency in the opera-
tion.of State scholarship programs, and to provide data
for Statebudgets and for annual reports to the U.S. Com-
missioner of Education.

The actual form and content of institutional reports
will vary from State to State, depending upon the size
and maturity of the State scholarship programs and
other factors. There are no standard formats or chan-
nels for these institutional reports. For example, infor-
mation about recipients by income level may come
either from the,central office records or from the in-
stitutions. Communication may follow established
procedures and forms or may be developed anew
through cooperative efforts of State and institutional
representatives.
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C. Student and Institutional Inquiries

Specific and detailed information on State scholar-
ship policy and practices, on .student and institution
eligibility, and on provisions for grants to students at-
tending out-of-State institutions is available from State
agency official contacts, as listed on the directory in
Appendix E.

V. State Student Incentive Grant
Program RegulatiOns

The program regulations are codified as CFR Title
45, Part 192. They were first published as final regula-
tions on May 31, 1974, and were amended on April 23,
1975. Special allotment procedures were published
annually and later incorporated in Regulation 192.3(f)
to cover distribution of lump sum appropriations
under the separate authorizations for initial and con-
tinuation awards. Updated and consolidated-regula-
tions were published in final form September 14, 1977.

4. The non-Federal portion of all of the grants
awarded under the SSIG Program shall come from
resources provided by the State (which may include,
but are not limited to, contributions to the State from
non-Federal third-party sources, under Regulations
contained in 45 FR 100b.91). In addition, State
funds for making awards to students under the SSIG,
Program shall represent an increase over the funds ex-
pended by the State for all student scholarships/grants
(whether or not based on financial need, and including
both undergraduate and graduate-level awards) in the
State's base year, which is the second fiscal year prior
to the fiscal year in which the State first received
Federal funds under the SSIG Program. The base year
and the "base level of effort" for your State are shown
on page 1 of this document. (It is understOod.that this
base level of effort is subject to later audit before being
finally accepted by the Commissioner.)
5. The total costs charged to the Federal Government
for the performance of this grant shall not exceed the
total amount set forth in the attached Notificationof
Grant Award, or any appropriate modification of the
grant. Expenditures of the agency may be charged to
this grant only if (a) they are in payment of an approva-
ble obligation for student awards incurred during the
grant period, and (b) they conform to the approved,
State application for Federal SSIG Program funds for
this grant period.
6. All Federal SSIG Program funds shall be expended
only for making grants to eligible undergraduate stu-
dents with substantial financial need:
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a. No portion of the granted funds shall be used
program administration.
b. The agency shall make initial awards only to
eligible students who have not previously received
awards under the SSIG Program, within the ap-
proved dollar limit appearing on the grant award
notification document.
c. The agency shall make continuation awards only
to eligible students who have previously received
either initial or continuation awards under the SSIG
Program.

d. No payment may be made to astudent under this
program unless the student (1) is maintaining
satisfactory progress in a course of study according
to the standards and practices of the institutiol at
which the student is enrolled, (2) does not owe a re-
fund on a grant previously received under the Basic
Educational Opportunity Grant, Supplemental Educa-
tional Opportunity Grant, or State Student Incentive
Grant Programs, or (3) is not in default on a loan made,
insured, or guaranteed Student Loan Programs.

4
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Appendix A

Current Regulations For
Student Financial Aid
Programs Authorized Under
Title IV Of The Higher
Education Act Of 1965, As
Amended

This appendix lists all final regulations and Notices
of Proposed Rule-making that have been published in
the Federal Register throu g une 1977 by the various
program units within the B au of Student Financial
Assistance, USOE, governing the current operation of
the Title IV student financial aid programs. Earlier
sets of regulations applicable to prior years that are
not included here.

Regulations appear in the Federal Register either as
final regulations, interim final regulations, or as a
Notice of Proposed Rulemaking (NPRM). Unleis in-
dicated as an NPRM or as interim final regulations, all
documents listed beilow are final regulations.

I. General Provisions Relating To
Student Assislance Programs-

Sections 131, , 132, and 133 of the Education
Amendments -of 1976 contain general provisions ap-
plicable to all six student financial did programs
authorized under Title IV of the Higher Education Act
of 196501 as amended (as well as to the Title IV
progYams of special services to students).. Notices of
Proposed Rulemaking (proposed regulations) imple-
menting Sections 131, 132, and portions of Section
133 were published in the Federal Register on April 8,
1977.

The regulatory material implementing Section 131.
and protions of Section 133 added three new parts to
Title 45 of the Code of Federal Regulations:

Part
1. Part 168,
part H

Subject
Sub- Procedures fol9 the

Limitation, Suspen-
sion, or Termina-
tion of Institutional
Eligibility for
Programs under Ti-
tle ly of the Higher
Education Act of
1965.

Date of Publication
December 23, 1977

2. Part 178

3 Part 178a

Student Consumer December 1, 1977
Information Ser-
vices

State Administered September 14, 1977
Pfograms-Incentive
Grants for State
Student Financial
Assistance Trailing
Programs

The material imp!ementing Section 132 was published
as fotir Notices of Proposed Rulemaking amending
applicable sections of the Basic Educational ._1ppor-
tunity Grant, Supplemental Educational Opportunity
Grant, College Work-Study, and National Direct Stu-
dent Loan Program regulations - respectively, Sec-
tions 190.75 and 190.77, Sections 176.14 and 176.17,
Section 175.9, and Section 144.15. proposed regula-
tions implementing Section 132 with respect to the
State Student Incentive Grant Program and the
Guaranteed Student Loan Program will be issued
later.

H. Basic Educational Opportunity
Grant Program - Code of Federal
Regulations Title 45; Part 190,

At the time of printing, the current Basic Grant ad -
ministrative regulations were as follows:

Subject: pate
Scope, General Difinitions, November 6, 1974
Application Procedures, and
Allowable Educational Costs

Administration of Payments December 2, 1974

Part-time student eligibility August 10, 1976
and award calculation.,
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At the time this handbook went to print, the publica-
tion date of the final regulations resulting from the
May 15, 1978 Notice of Proposed Rulemaking was'not
known. These regulations will revise and consolidate
all existing regulations other than those contained in
the Family Contribution Schedules, which are revised
annually in accordance with statutory requirements.

A list of the May 15, 1978 NPRM subparts-follows:
Subpart Subject

A Scope. Purpose, and General Definitions
B Application Procedures for Determining -Expected

Family Contribution.
C Family Contribution Schedule -, Dependent Stu-

dents
D Family Contribution Schedule - Independent Stu-

dents
E Cost of Attendance

. F Determination of Basic Grant Awards
G Administration of Grant Payments - Regular Dis-

bursements System
H Administration of Grant Payments - Alternate Dis-

bursement System

This NPRM, as well as the final regulations when
published, is available from the Division of Policy and
Program Development, Bureau of Student Financial
Assistance, U.S. Office of Education Washington,
D.C. 20202.

III. State Student Incentive Grant
Program - Code of Federal
Regulations Title 45, (Dart 192

The program regulations are codified as CFR Title
45, Part 192. They were first published as final regula-
tions on May 31, 1974; and were amended on April 23,
1975. Special allotment procedures were published
annually and later incorporated in Regulation 192.3(f)
to cover distribution of lump sum appropriations
under the separate authorizations for initial and con-
tinuation awards. Updated and consolidated regula-
tions were published in final form September 14, 1977.

IV. Campus-Based Student
Financial Aid Programs-
Supplemental Educational
Opportunity_Grants, College Work-
Study, and National Direct Student
Loans

A. The Most recent set of program regulations for
each of the three campus-based programs is a single
publication of all codified program regulations. This
document was published as Interim Final Regulations
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on August 24, 1978. It includes NDSL (CFR 45, Part
144r, CWS (CFR 45, Part 175); and SEOG (CFR 45,
Part 176).
B. In additiOn to the above documents, there are two
sets of proposed regulation applicable to these
programs:
1. Treatment of Assets of Eligible Indian or Native
American Students, NPRM, August 27, 1976, amend-
ing unspecified sections of the SEOGP, CWSP, and
NDSLP regulations.
C. Special Publications Pertaining to the Commis-
sioner of Education's Approval of Need Analysis
Systems-.

The following Federal Register publications are not
codified. They are revised annually, in accordance
with the provisions of Sections 176.13, 176.13, 175.13,
and 144.13 of the SEOG, CWS, and NDSL regula-
tions, respectively.
1. June 23, 1977 - US. Office of Education Sample
Cases and Benchmark Figures for Academic Year
1977-78.
2. October 5, 1977 - Approved list of Need Analysis
Systems for use by Institutions of Higher Education in
Applying for Funds and in Determining Awards to
Students for the Academic Year 1977-78 under the
SEOG, CWS, and NDSL Programs.
D. For each academic year the Commissioner of
Education must publish in the Federal Register a list
of public and other nonprofit elementary and second-
ary. schools at which National Defense Student Loan
and National Direct Student Lean borrowers, or both,
may receive accelerated cancellation for teaching ser-
vice. These lists are submitted by State educational
agencies in accordance with approved State plans. Be-
cause the statutory conditions governing the compila-
tion of these lists vary between Defense loans and
Direct loans, it is possible for a particular school to be
an eligible school for accelerated cancellation for
Defense loahs only, Direct loans only, or both, for a
particular academic year. The most recent published
listing at the time the Handbook went to print was a
listing published on November 6, 1975, pertaining to
teaching service during academic year 1975-76. A
combined listing for academic years 1976-77 and
1977-78 was published on June 2, 1978 and was
mailed to all institutions participating in the NDSL
Program.
E. See Section I above for additional propo d
regulations published on April 8, 1977, resulting om
Sections 131 and 133 of the Education Amen ments
of 1976 and pertaining to all Title IV stude mancial
.aid programs.

V. Guaranteed Student Loan
Program

A. There have, been 66 regulations documents



published in the Federal Register ipplementing the
Guaranteed Student Loan Program since its original
enactment as Title IV, Part B, of the Higher EducatiOn
Act of 1965, November 8, 1965. Many of these have
been announcements of the quarterly special
allowance rates. The current program regulations are

`,codified as CFR Title 45, Part 177.
B. A complilation of the complete regulations as.of
January 29, 1976 was included as Appendix C of the
Federal Insured Student Loan Program Manual for
Lenders, published on September 30, 1976. A copy of
that compilation may be obtained from the Office of
Guaranteed Student Loans.
C. Proposed and final regulations which have been
published in the Federal Register (other than special
allowapre rates) since the Appendix C compilation are
as follows:

Date and
Federal Register
Reference
November 5,
1976,
Vol. 41, No. 215,
pp. 48862 -48910

November 5, 1976
Vol. 41, No. 215,
pp. 48910 -48912

Deember 1'4.
1976 Vol. 41, No.
241, pp. 54487 -
54489

'April 5, 1978

sn

Subject
Proposed rules for general revision of
program regulations in accordance with Sec-
tion 503 of the Education Amendments of
1972 (P.L. 92-318). Includes impact of
Education Amendments of 1976 (P.L.
94-482) and a notice of intent to publish im-
plementing regulations. as well as the text of
selected provisions of P.L. 94-482.
Proposed rules to provide therommitsioner
with discretionary authority to require len-
. ders to disburse FISLP loan proceeds to bor-
rowers by means of an escrow agent.
Interim final regulation amending previous
regulations by substituting 3 presiding officer
for unavailable Administrative Law Judges at
hearings considering limitation or termina-
tion of ar; institution's or lender's program
eligibility.
Proposed rules providing inmpementation
and interpretation of the legislative amend-
ments of 1976 and 1977, and incorporating
various policy changes which do not result
specifically from the legislative amendments.
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DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE
OFFICE OF EDUCATION
BUREAU OF STUDENT FINANCIAL ASSISTANCE
AMEIVENT COVERING INSTITUTDW\LTARTICIPATION IN
PROGRAMS OF STUDENT FINANCIAL ASSISTANCE

Name of Institution

Address of Institution

IRS Employer Identification Number

(referred to below as the-"Institution") and the Commissioner of Education, U.S. Department of Health,

Edudation, and Welfare (referred to below as the "Commissioner ") agree to the terms of ARTICLES I, IL Y1
and XII, and the other ARTIcTFs of this agreement that are applicable to each program identified in
AtTICLE I.

ARTICLE I. SCOPE OF COVERAGE

1. This Agreement covers the Institution's eligibility to participate in each orthe following checked
programs:

( ) BASIC EDUCATIONAL OPPORTUNITY GRANTS PROGRAM (BEOG) - Regular Disbursement System 20 U.S.C. 1070a;

45 CFR Part 190.

( ) BASIC EDUCATIONAL OPPORTUNITY GRANTS PROGRAM (BEOG) - Alternate Disbursement System A U.S.C. 1070a;
45 CFR Part 190 Subpart H.

( ) NATIONAL DIRECT STUDENT LOAN PROGRAM (NDSL)* - 20 U.S.C. 1087ra- 1087ff; 45 CFR Part 144.:

C ) GUARANTEED STUDENT LOAN PROGRAM (GSLP) - 20 U.S.C. 1071-1087-4; 45 CFR Part-177...

( ) SUPPLEMENTAL^EDUCATIONAL OPPORTUNITY GRANTS PROGRAM (SEOG) - 20 U.S.C.,1070b; 45CFR Part 176.

( ) COLLEGE WORK STUDY PROGRAM (CWS) - 42 U.S.C. 2751-2756; 45 CFR Part,175, Subpart A.

( ) JOB LOCATION AND DEVELOPMEM PROGRAM - 42 U.S.C. 2756a; 45 CFR Part 175, Subpart a.

* The National Direct Student Loan Program is a continuation of the National Defense Student Loan Program
authorized by Title II of the National Defense Education Act of 1958,'as mended. (20 U.S.C. 4217429)

2. The Institution agrees to comply with the statute of each program checked, any applicable proviiion
of the "General Provisions Relating to Student Assistance Programs" found in Title IV-F of the Higher
Edmation Act of 1965, as amended (20 U.S.C. 1088-1088g) ("General ProvisiOns") and any. regulations, as
they become effective, implementing those statutory reqUirements.

3. The Institution agrees toouse the funds advanced to.it under each program for the Purposes spefified
in, and:in accordance with the provisions set forth in, the statute authorizing the program, the "General
Provisions", and the regulations in effect implementing that program statute and the "General Provisions...

4. The Institution agrees to comply with Title VI of the Civil Rights Act of 1964, as amended, and the
regulations implementing that act445 CFR Part 80 and 81 (discrimination on the basis Of race, color, or
national origin);. Title IX of the Eduction Amendbents of 1972and its implementing regulation, 45 CFR'
Part 86 (discrimination on the basis of sex); and section 504 of-the Rehabilitation Act of 1973, 45 CFR
Part 84 (discrimination on the basis of physical handicap).

ARTICLE II. PROVISIONS APPLICABLE TO ALL PROGRAMS

The institution agrees to perform thefunctions and activities required to be performed under
paragraphs 2 and 3 of ARTICLE I of this agreement. These' functions and activities include, but are
not limited to:

1. Student Eligibility
, ,

Before paying. any money under any'program (other than the Guarani-Pea Student Loan P J9Lam), the
Institution agrees to:

-

(a) determine that a student is'eligible under the specifid program regulations for that j-
assistanCe, and 0

(b) have on file the required executed affidavit of educational purpose.
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Before providing any information-to a lender under the Guaranteed Student Loan Program, the
Institution agrees to determine that a student is eligible for that loan.

2. Administrative Allowance

If an Institution receives an administrative allowance under any program,) it agrees Lc use those
funds to carry 6ut the Student Consumer Information requirements set forth in section 493A of the Higher
Education...Act of 1965, as amended, and the Student Consumer Information Services regulations, 45 CFR 178.
The Institution agrees to use any administrative allowance remaining after it carries out those activities
to admini-s`ter the Federal student financial assistance programs.

ARTICLE III. BASIC GRANTS PROGRAM - REG.ILAR DISBURSEMENT SYSTEM

r.
The Institution agrees to perform the-functions

regulations (45 CFR 190, Subparf.G). These functions
actiyities set forth in Subpart G of the p t:v am

include, but are not limited to:

1. determining the eligibility of students receive awards,
2.

3.

computing the amount of Basic Grants a ding .to Subpart F of e,e. program regulations .

and the payment schedule provided by the ioner,
documenting and'verifying the informatio the Student Eligibility Report for students
-sellactedrby the

4. paying funds to the student ectly or e student's ac9unt,
5. recovering award oveipayments, and
6. maintaining records and accounting for funds.

ARTICLE Iv." BASIC GRANTS PROGRAM - ALTERATE DISBURSEMENT SYSTEM

.059.
Under the Alternate Disbursement System the Institution 'Agrees to perform the functions set

in Subpart H of theprogram regulations. (45.CFR 190, Subpart H). These functions include:
.

providing each student, upon request, with thr4 appropriate form needed to calculatg,
the .student's award,

providing information necessary for the amputation and disbursement of awards
including oamEirmffig that the student is eligible for a payment/
certifying.the accuracy of the infoNmati.on supplied by the student,
maintaining re6brds relati66 to a Basic Grant recipiait's enro1lm4nt status,
costs of attendance and period of enrotIment, and

5. providing.aocess to the. Commissioner of his designate to those records.

1.

ARTICLIEV. NATIONAL DIRECT STUDENT LOAN - SPECIFIC PROVISIMS

forth

1. The Institution agrees to,establish and maintain a National Direct Student Loan fund (Fund) for the
purpose of makingjoans eligible studentA. .eAny student loan Fund establishe_!lnder an agreement under

1. Section 2C4 of Title II. c&f the National Defense Education Act of 1958, as amended, is considered estab-
lished under Section 463 Title IV, Part E, ot the Higher Education Act of 1965, as amended. Any
asset of that Fund is considered to be an asset of the Fund established upder'this.Agreenent.)

2. The Institution agrees to deposit promptly inthe4und:

(a) Federal Capital Contributions received by the Institution,
.(b) an amount from its own funds, equal to not less thakone-ninth of the Feral

qontvibutions(nstitutional capital contribution),
(c) dollections of principal and. interest-on loans made from the Fund,
(d) penalty charges collected according to Subpart B of the program regulations,
(e) payments made ,to the Institution by the ComMissioner as a result of-aancellations

an loans made'after June 30, 1972 (DirectIcems),.
(f) my other earnings of the Fund, and
(g) short,term interest-free loans made by the Institution to the Fund in anticipation

of oollecticns.
'

3. The

(a)

(b)

(c)

w(d)

(e)

Institution agrees.to-usg3the Fund only for: . I

loans to'studenis in accordance with the program regulations,
an adninistrative allowance in accordance with ABM= II, paragraph 2 of this

progam regulation

Agreement,
costs of litiga 'and other collection costs as specified in-Subpart C of the

Capital.dietribu as provided in Subpart A of the program regulations, and
repayment to the institution of the short-temin loans made in accomeamevdth
subparagraph.2 (g) of this Amticle. ,

,

4.. The Institution agrees to use due diligenee'in the colledtion of loans made fran the Fund 4coording
to the requirements of Subpart C of the program regulations., If a loan has been in default foi1.4at least

years despite the Institution's exercise -of due diligence, the Institution may assign its fights to
'the note to, the United States Government without recompense.
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5. The Institution agrees to submit7a report.to the Cammissioner. least a semi-annual basis
indicating the total number of loans made from its Fund which are in d t for 120 days for loans
repayable in monthly installments or for 180 dayS for loans repayable in s frequent installments.
and ,

6. The Institution agrees to make loans from the FUM reasonably available (to the extent of available
funds in the FU d) to all eligible students in need thereof.

ARTICLE VI. GUARAMEPED STUDENT 1,641- SPECIFIC PROVISIONS

1. The institution agrees to comply with all program statutes and regulations.

2. This Agreement.dces not authorize the Institution make loam under the Guaranteed Student Loan
Program.

ARTICLE VII.- SUPPLEMENTAL EDUCATIONAL OPPORTtNITY GRAMS - SPECIFIC PROVISIONS

1. The Institution agrees to consider the source of a student's income and that of any individual or
individurlis upon wham the student relies primarily for support and agrees to make an appropriate review
of the. assets of the student and these individuals in determining whether the student has exceptional
financial,need:

2. The Institution, either'on its own or'in cooperation with other eligible institutions, agrees to
undertake a vigorous effortto identify youths of exceptional financial need and encourage tnall.t0
continue theiF educatiOnrbeyond secondary school through the development of close liaison with high
school prinolpalslocunselors and community leaders. The Institution agrees, to the extent feasible,
to make conditional commit mults for Supplemental Grants to qualified seceindary.students who, but for
such grants, would be unable to receive a postsecondary education. In making commitments, the
Institution further, agrees to place special emphasis upon students in grades 11 or lower who show
evidence of academic or creative promise.

3. The Institution agrees to make Supplemental Grants reasonably available (to the extent ofavailable
funds) to all eligible students.

ARTICLE VIII. COLLEGE WORK-STUDY PROGRAM - SPECIFIC PROVISIONS

J.. The Institution agrees-tO.conduct a program of part-time employment for
."-for the Institutidwitself (except in the case of a proprietary institution

work.in the public interest fot a Federal, State, or local public'agency or
organization under'an arrangement between-the Institution and the agency or
is not considered in the public interest ifi

eligible students in raork
of 'higher edrioation), or

a private non"-profit

organization. That work

(a) it is primarily for the benefit of the members of a limited membership organization (such
.as a credit.union, a fraternal. or religious order, or a cooperative)'; rather than for the
public,at'large,

(b) it is to'be performed for an elected official other than as Oart.of the regular administration
of Federal, State, or local.government'-, or
it is work.for which the political affiliationlof'the student is taken into
consideration.

. e
2. In selectingstudents for employment, the,Institu
the greatest financial need, taking into account gr
or private sources.,_

,,,

.

.

on agreespegive preference to students with
assistance provided the student from any

3. The Institution agrees to furnish employment only to a student who:'

(a) had financial need;

(bJ Shows evidence of academic or.creative promise and capability of maintaining good standing
in that course of study while employed; and

(c) has been accepted for enrollment at-the institution as at least a half-time student or, in
the case of.a student already-enrolled an and attending the institution, is in good standing
and in attendancethere'as at least a half-time student. .

4. (a) Thelnititution agrees that the Federal share =of theempensation of students employed under
this Agreement will not exceed 80 percent of such compensation. ("Federal share" means the C6 funds .

allocated to the institution.)
(b) The Commissioner may approve a Federal share of more than 80. percent of the compensation under

conditions:Jset forth in Subpart A ok the program 'regulations where the Institution 'has been officially.
designated a "developing institution of higher education," or the Institution can demonstrate that at
least 50 percent of4itS students who are enrolled as at-least half-time students have_pprents whose '

annual adjusted 'gross ihdbme is leps than $7,500.

5. The Institution agrees that no student employed in the Collegelibrk-Study Program will be required .

to terminate:that,empIoyment during a semester (or otherregUlar enrollment period) at 'the time inpame
'derived from any additional employment:together with the'College Wark-,Study income is in excess of the

st
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amount detthrtined to be needed by the Student for that semester (or otn'e'r regular enrollment.period).
However, when that excess income equals $200 or more, continued etployment under the College Work-Study
Program must not be subsidized with funds allocated to the Institution under this part.

6. The Institution agrees that employment under the College Rork-Study PLegLam will be made reasonably
available (to the extent of the available funds) to all eligible students in the Institution in need
thereof, and that equivalent employment offered or arranged by th&' Institutionwill be media reasonably
aiilable (to the extent of ayailable.funds) to all students in the Institution who desire employment.

7. An area vocational school agrees to the provisions of paragraph (1) through (6) of this Article and
further agrees that a student in that school is eligible to participate in theCollege.Work-Study Program
only if the student:

(a) Has a certificate of graduation fran a school providing secondary education or the recognized
equivalent of that certificate (GED) ; and

(b) Is pursuing a program of education or training which requires at 1Paqt six months to complete
and is designed to prepare the student for gainful employment in a recognized occupation.

AATICLE IX. PROVIETINACE OF EFFORT - SEOG AND CWS PROGRAMS ONLY

f. For each award year in which an Institution receives an .allocation underthe Supplemental EducatiOnal
Opportamity Grants Program or the College Work-Study Program,. theanstibition agrees to spend from its A
own scholarship and student aid programs, from sources other than funds received under this'AgreeMent, an

t which is not less than its three year base level amount. The base level amount is calculated in
with the maintenance of effort section of the Supplemental Educational Opportunitypants

Program and Collect Work -Study PLuyl.am regulations (45 CFR 176 and 175 respectively)'.

2, This Agreement is not a new agreement for purposes of the maintenance of effort requirements set
forth in the Supplemental Educational Opportunity Grants and College Work-Study Program regulations. .

ARTICLE X: *JOB LOCATICN AND DEVELOPMENT PROGRAM - SPECIFIC PROVISIONS

In establishing a Job Location and Development Program, or in expanding its own existing prograys,
the Institution agrees to &Imply yith the conditions set forth in 45 CFR 175 Subpart B which include,
but are not limited to, the folloWing:

1. The Institution certifies that the Federal funds used for this program can realistically be
expected to help generats student wages exceeding-in the aggregate the.amounts of these Federal
funds.

. 11, 1 -

2. The Federal share of the cost of any Job Location andDevelopment program, will not exceed 80
percent of the program's cost.

3. The Institution will continue to spend in its own job location and development programs, from
sources other than funds received under Subpart B of the program regulations, not less than the
average' expenditures per year made during themost recent three fiscal years preceding the
effective date of this Agreement,

4. The Program will locate and develop jobs for students during and between periods of enrollment
and will not locate or develop jobs for students td Obtain upon graduation.

5. The Program wi4. not:

(a) locate or develop jobs at the Institution, or
(b) displace currently employed workers- or impair existing contracts for services.

6. The Institution will sulanitr annual report to the Coamissioner providing:

a) the uses made of funds provided for the Job Location and Development Program
regulations, and

(b) an evaluation of the effectiveness of the program in benefittAng
the Institution.

7. If fundSare used to contract with7other organiiatiop, the contract will include a iate
performance standards

8. The effective date of,the Job Location and Development Program will be the later of (a) July 1,
1977 or (1,1 the date on which this progra6 is initiated-by the Institution.

ARTICLE XI. AC JP DURATION

Except for the Job Location and Development Program discussed in MIME X, this Agreement is
effective on_the date executed by the Cainissioner. This Agreement supersedes any prior Agreements
betWeen'the Doti iesioner and the'Institaltion concerning the administration of any Title IV program
covered by this Mreement.
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2. This Agreement.terminates:

4")

(a) Cnt.the date the Institution undergoes a charge of ownership which results in a chalge
. of contro)., or

(b) On June 30th of the award year in which the Institution undergoes a certification review.

3. A certification review means a formal appraisal by the Commissioner cf the Institution's financial
responsibility and administrative capability to administer and participate in the programs covered by
this Agreement.

4. The Commissioner or the Institution may terminate this Agreement under a program regulation or under
the Limitation, Suspension or Termination regulations (45 CT1 168). In the even* of termination by either
party, the termination will become effective on the 6ate specified by the applicable regulation.

AATICLE XII. SIGN] ti

As Chief Executive Officer of this Institution, I agree that this Institution, its branch campus(es)
(if any) and its represent4tives will comply with all laws and program regulations applicable Under this
Agreement,

Signature of Chief Executive Officer Data

Name

Title

This agreement includes the following Branch CampUs(es):

Name(s) and.Address(es) of Branch Campus(es)'

75

IRS -EI Number

For the Ccumassioner Date

1 )t.)



STUDENT AFFIDAVIT

(For the Basic Educational Opportunity Grant, Supplemental Educational Opportunity Grant, College WorkStudy,
National Direct Student Loan, Guaranteed and/or Federally Insured Loan Programs)

TO THE APPLICANT FOR FEDERAL STUDENT FINAN-
CIAL ASSISTANCE

Section 498 of the Higher Education Act (20 U.S.C. 1088g)
requires that each recipient of a grant, loan, or loan guarantee
under the Basic Educational Opportunity Grant, Supplemen-
tal Educational Opportunity Grant, National Direct Student
Loan or Guaranteed/Federally Insured Student Loan Pro-
grams file an affidavit stating that money attributable to such
a grant, loan or loan guarantee will be used solely for ex-
penses related to attendance or continued attendance at an
institution of higher education. The amount of compensation
received from employment under the College Work-Study
Program is based qn a student's need for such funds to
attend an institution of higher education, thus earnings from
that program must be used solely for expenses related to
attendance at such an institution. A student participating in
the College Work Study program shall file an affidavit to that
effect. .

WHERE TO FILE THE AFFIDAVIT

A notarized copy of this form is to be filed with the institu
tion or agency which provides the funds to the applicant
under these programs. In other words, if you receive a
Federal grant or loan from an institutioncf higher education
an affidavit must be filed with that institution. If you ob-

tain a Guaranteed or Federally insured loan from a bank or
other lending agency, the form must be filed with that bank
or lending agency. The institution or agency will insert the
affidavit in your records.

NOTE: The student must tign this affidavit in the presence
of a notary or other person legally authorized to administer
oaths or affirmations. This person must also silo the
affidavit.

NUMBER OF COPIES/

You may need to file more than one copy of this affidavit
in case more than one institution or agency is providing
money to you. If you receive a grant from an institution
of higher education and Wan from a bank, a notarized
copy of the affidavit must be filed with both the ins F tion
and the bank. if you receive a grant, work-study assis nce,
and a loan from an institution of higher education, on Y one
copy of the affidavit must be filed with the institution.

WHEN TO SUBMIT THE AFFIDAVIT

The affidavit must be submitted before or at the time you
receive financial assistance from the institution or agency.
The certificatieT is effective for the academic period
covered by the student financial aid award you are
receiving.

1

SEAL

AFFIDAVIT

I hereby affirm that any funds received under the Basic
Educational Opportunity Grant, the Supplemental Educa-
tional Opportunity Grant, the College Work - Study,, the
National Direct Student Loan, or the Guaranteed/
Federally Insured Loan Programs will be used :solely for
expenses related to attendance or continued attendance at
the institution below. I further and stand that I am
responsible for repayment of 9 profited amount of any
portion of payments made which cannot reasonably be
attributed to meeting educational expenses related to the
attendance at that institution. The amount of such
repayment is to be determined on the basis of criteria
set forth by the U.S. Commissioner of Education.

I affirm that, to the best of my knowledge, I do nct owe a
repayment on a Basic Educational Opportunity Grant, a
Supplemental Educational Opportunity Grant, or a State
Student Incentive Grant previously received for study at the
institution below. To the best of my knowledge, I am not
in default on a National Direct Student Loan made at the
institution or any Guaranteed/Federally insured student
loan guaranteed.or insured by the Commissioner or by a
guarantee agency for attendance at that Institution.

(Na of Institution)

Date:
Signature (sign only in presence of Notary)

Academic period covered by award(s) 19 to 19
(month) (year) (month) (year)

'Subscribed and sworn before me this day of

My commission explies

135

, 19.

(Signature of NOtbry Public)

(Address of Notary Public)
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4 Li AU Hoc 1-regunt ft,: Change in Curter,: OE APpruved Autnot,ration
(USe between'reporting periods 7/1/70 thru 6/30j 79)

5 June Revised (Use only rf June 30 report previously hied)

SECTION I GENERAL INF.ORMAT(31i1Compleie onlyonly.il rprObnatlorr below is incomplete or'incoriecT)

4. Institution NAME and ADDRESS

(28) i I Chec, ',ere when NAME. and/or ALJUVIE.SS has changed and inc.,. ale (43.48) 98. No. of 197879 Par; tune fiErri7. recipients

'(79-lei g Dale or Submission. /
daY year

(35-42) 9A. An.,,,,; ,41 19/0 /9 Par1 HI r, . reLipleols

changes below

1(49) 10. SIGNATURE

Official responsible for this PR GRESS REPORT (Sign item 10)
5 Name:
6 Title
7 Phone

.

SC C 1,;;.# if l'ilLIIII-04131111 below fiscomplyth.t. inctilieto

WARNING. Any Person who knowingly makes a false statement or
misrepresentation can this form may be subject to a fine of up to
31(1,000 or to imprisonment of up to 5 years or to both under DrO.
visi,)ns of the United Stares Criminal Code. Such Provisions may in
Clu.le. among others 18 U.S.C. 1001.

(50) 11 Type 011,1011010n:

1 Univers ty

2 Other I-year

3 At least 2.yr. but less than 4-year

4 At least 1-yr. but less than 2-year

5 At least 6 mos., but less than 1 -yr.

(51) 12. Control:

1 PubliC

2 Private, non-profit

3 Private, profit making

(52.54) 13 U S Congresuonal District:

1978-79 Undergraduate
Enrollment

PerCtn1 Living
Cr- . :a.-npus

(55-60) 14. A. Fuji -time: (61-63) B. Full - tine:

(64 -69) 15. A. Part-time.

(74.75) 17, Len oho( Academic veer (from 7/1/78 to
5/30/79 or equivalent on which charges
below are based-

months

(70-72) B. Part -time:
18.

% 2(7)
(9.16)

73) 16. Accreditation Status:

1 Fully Accredited

2 Candidate

3 Corresprindent

4 "3 Letters"

Specify Agency:

(17.24)

Average institutional Charges per Full -time
Undergraduate Student For 1978.79.

Tuition and Fees iln-State) A. $
Rohm (On-Campus) 8. S

25-32) Boa,d (On-Campus) - C. $
For 1979-80 (Estimated)

(33 -40) Tuition and Fees (In-State) D. S

(41-48) Room (On-Campus) E. $

49.55) Board (On-Campus) F. $

slu rv()N. sT TI)SUl Al4T 110Ift hi ION 151, inst%.cfliins. Show riot leis only Do NOTsfoond Cents

Amount (A) No, of BEOG Recipients (B)

3(7)(916? 19.
19 Gross Expeischhures (ctual payments to studants to date 'or current academic year)

(25-32) 20.
20. Less Recover., .,to date for current academic year only)_ _ _ _ _

(41-43) 19 - 20 . 21.
21. Net Expenditures

$ (17-24)

$

$

ESTIMATED DEMAND FOR ADDITIONAL FUNDS (for remainder of current academic year):
(57-64) 22.

72. Amount for Present ReciPlents .

23. Amount for Additional Recipients Expected to Qualify (65-72) 23.

$

$ (73-80)

24. Total Estimated Expenditure and Recipients
4(7)(9-16) 21 + 22 + 23' 24A.

(for ENTIRE academic year: 7/1/78-6/30/79) 198 + 238 - 248.

$

(17-24)

(25-32) 25.
25. Current OE Approved Authorization per USOE records as of._

(for academic year 7/1/78-6/30/79)
(33-40) 24 . 25 . 26.

26. Institution's Estimated Authorization Adjustment

$

$ +-
(41-48) 27.

27. Number of Studiint Eligibility Reports Previously Submitted
(49-56) 28.

28. Number of Student Eligibility Reports Submitted with this Report
29. Total Number of Student Eligibility Reports Submitted (57-64) 27 + 28 - 29.

30. Tape Number (for Institutions utilizing taps exchange Program)

(20 USC 1070a,45CFR 19021). OE FORM 255-36/78 PREVIOUS EDITION IS OBSOLETE.

1 '
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Further nemies ot uther bern.fits may, but not necessarily, be withheld under this program unless this re
port is completed arid filet, as required under existing law and regulations (20 USC 1010a, 45 CF R 190.81).

INSTRUCTIONS FOR PREPARING PROGRESS REPORT
OE FORM 255 36/78

Progress Reports are the vehicle through which necessary adjust
mints to the initial authorization of BEOG funds are made, based on
the actual demand for funds as reflected by the enrollrnent of actual
entitled students at the institution. .Progrt'ss Reports are ,also in
tended to monitor the allocation of Basic Educational Opportunity
Grant funds for a given funding period and to report the payment of
these' funds by institutions to student mcipients. Progress Reports
must be filed for accounting periods ending October 31, February
28, and June .30. Those reports must be forwarded to USOE by
November 15, March 15, and July 15, respectively.. In addition, Ad
Hoc reports may be submitted once per reporting period, if it
becqmes necessary for an institution to obtain an adjusted &it/Ionia
tion amount to receive additional funds. Tile June 30 Progress Re
port, is intended to be the final report of expenditures of BEOG
funds.

The following should be rioted with regard to the completion of the
Progfess Reports:

A. Accurate Completion of the Progress Report is essential to insure
that BEOG funds for your students are received without lengthy
delays. You should read the following instructions carefully
before entering the infolnation requested for each item. You
should respond to all applicable questions on the Report form.

B. If you are a Central Administrative Unit reporting for several
campuses or schools, you must be certain to include information
oily for those campuses or schools eligible to participate in the
BEOG program and included 'in your Current BEOG Letter of
Agreement with the Office of Education. ,

C. When estimates of your school's need for additional BEOG funds
-.are requested;the-esti es should be as realistic and accurate as

possible. Since all approp 'ate BEOG commitments to students
will be honOred, no system tic advantage will accrue from over.
requesting of funds. If you equest excessive funds you may ex'
perience a delay in the auth rization of the fundsyou will realis-
tically need for your stude is as a result of editing and review
procedures in USOE.

D. The Progress Report is a four part form. The processing, file, and
SER copies, along with the SERs, should be mailed to:

Basic Grant Program
P.O. Box 2468
Washington, D.C. 20013

The SEAs are submitted to document the disbursements you have
made since filing your last Progress Report (see instructions,
Items 27, 28, 29). You should retain the fourth copy of the
Progress Report for your records. Do not mail SE Rs separately.
They must accompany a Progress Report. Separately mailed SERs
will be returned, to the sander.

,

If you have ciuestions concerning the Progress Report, please contact
your Area Representative on (202) 245.1271 for assistance.

PREFACE

On the regular Progress Report, complete .all items. On the corn'
putergenerated form, complete all blank spaces and any informa-
tion which is incomplete or incorrect.

IDENTIFYING DATA

Item 1. BEOG ID No. (Previously referred to as OE Vendor No.)
Enter the six digit number assigned to your institution by the U.S.
Office of Education. This number appears on your BEOG Authoriza-
tion Letter. If you are not sure of your number, contact your Area
Representative.

Item 2. EIN No. Enter the twelve digit number assigned to your
institution by the U.S. Office of Education. This number appears on
your BEOG Authorization Lener. II you are not sure of your
number, fornact your Area Representative.

NOTE: YOU MUST ENTER YOUR CORRECT EIN ANQBEOG ID
NUMBERS FOR FUNDS TO BE ,ADVANCED TO YOUR STU
DENTS IN A TIMELY FASHION. TO INSURE ACCURACY, USE
THE NUMBERS AS THEY APPEAR ON YOURBEOG AUTHOR,
ZAI ION LETTER.

Item 3. Report Type. Progress Reports must be regularly filed for re
poi tiny periods endly on October 31, February 28, and June 30. In
addition, "Ad Hoc" Requests may he filed once per reporting period
whsn an institution wishes consideration for a revised Authorization
Amount. However, filing an "Ad Hoc" Report about the same time
as regularly scheduled Reports will often delay the processing of ad
justed Authorization Letters. Check the "Ad Hoc" box if this is a
report to request an authorization change at a time other than a
regularly scheduled report date. If an authorization adjustment is
required after June ;30 and a June 30 Progress Report has been filed,
do not use "Ad Hoc.," use "June Revised. '

SECTION l: GENERAL INFORMATION

Item 4. Name/Address. Enter the -name and full address, including
zip code of your institution.

Note: If the name and/or address of your institution differs from
that shown on your BEOG Official Authorization Letter. check the
box.

Items 5, 6, 7. Responsible Official. The institutional administrator
who is officially responsible for the Progress Report must sign the
Report in Block 10. This must be the individual who is authorized
by the institution to submit the Progress Report and who is re-
sponsible for the accuracy and completeness of the report. This
person's name, title, and phone number must be entered in the
appropriate space.

Item 8. Submission Dote. Enter the date this report is submitted.
Use numbers only (i.e., November 12, 1978 should be entered as
11/12/78).

Item 9A. Amount for Part-tirrie BEOG recipients. Enter the dollar
amount for recipients horn line 19A who are part tirne students.

Item 98. No. of Pa Itime BEOG recipients. Enter the number of
recipients from line 19B who are part time' students.

Item 10. SIGNATURE. If the form is not signed it will not be pro-
cessed.

SECTION II

Item 11. Institution Type, Enter the correct number for the insti-
tution type that best describes your school.

Item 12. Control. Enter the correct number for the institution con-
trol that best describes your school.

Item 13. U.S. Congressional District. Enter the number of the U.S.
Congressional District of the reporting school.

Item 14A. 1978-79 FullTime Undergo duate Enrollmern. Report
the total number of undergraduate stuoents who are enrolled on a
fulltime basis for the 1978-79 academic Year. Do not include full-
time equivalents.



Item 148. Percent of Full-Time Enrollment Living on Campus. Enter
the percent of your full-time undergraduate enrollment that will be
living on campus for the 1978.79 academic year.

Item 15A. PertTime Undergraduate Enrollment. Report the total
number of undergraduate students who are enrolled for less than a
full-time course load fas defined by the institution) for the 1978-79
academic year. If the institution has no part-time students, enter
zero.

Item 158. Percefit of PartTime Enrollment Living on Campus. Enter
the percent-of your part-time undergraduate enrollment that will be
living on campus for the 1978-79 academic year.

Item 16. Aicreditation Status. If you have status with a nationally
recognized accrediting agency, enter the name of the organization
and check the type of status which is currently held (full accredita-
tion, candidate or correspondent).

If you have no such status, but have received a certification letter
from the Office of Education, confirming the eligibility of your
school for this program via the acceptance of credits from your in-
stitution "on transfer by not less than three institutions which are so
accredited ..." indicate under the eligibility via "3 letters" response.

Item 17. Cersgth of Academic Year. Give the length in months of the
academic year on which the average charges in Item 18 are based.

Item 18. Average Institution Charges. Enter the average institutional
charge per full-time undergraduate student for in-state tuition and
feet, on-campus room and on- campus board for each of the
ace lemic years indicated. If on-campus room and/or on-campus
board are not available at your school, enter "N/A" in the approp-
riate spaces. Also enter "N/A" in Tuition and Fees for 1979.80 if
school will not be operating in that academic year.

SECTION III: STATUS OF AUTHORIZATION.

This is a cumulative report. 't is required that you report both. the
dollar amounts (rounded to the nearest whole dollar-do not show
cents) and (where appropriate) the corresponding number of BEOG
recipients in each category.

Items 19A, 1913. Gross E, enditures. In Item 19A, enter the total
amount of BEOG funds you have paid but and/or credited to stu-
dents' accounts from July 1 of the current academic year to the end
date of the period this report covers. Fos reporting purposes, this
amount should not exceed the current OE approved authorization
(Item 25A). In Item 19B, enter the total unduplicated number of
recipients to whom these funds were paid.

Item 20. Dollar Recoveries. In hemp, enter the total amount of
funds recovered from BEOG recipients to date of this report. Such
recoveries would include funds restored to the Basic Grant account
at the institution for (1) student withdrawals or terminations which
result in credits to the BEOG account or (2) student refunds to the
institution, Only those recoveries as of the end date of the period
which this report covers should be entered. For PRIOR YEAR RE.
COVERIES contact your Area Representative for the proper form.

Item 21A. Net Expenditures. In Item 21A, enter the net expendi-
tures (both direct payments and credits to student accounts) made
to BEOG recipients during,jhe current academic year up to and in-
cluding the current period. This figure is obtained by subtracting
Line 20A from Line 19A.

Item 22A. Eailnietod Demand for Additional Funds (for present
recipients for remainder of 1978-79 academic year). This item is to
reflect your requirements for funds ln addition to those already ex-
pended, as reported in Item 21A, to meet the need of student re-
cipients currently enrolled at your Institution for the remainder of
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the 1978.79 academic year. To arrive at this estimate, fotoi the
amount of BEOG funds obligated to students as the "expected ills
bursement" in Section 4 of the Student Eligibility Reports you have
processed to the date of this report. SirbtraLt from that figure the
Gross Expenditures on Line 19A. Adjust this figure by sulitrac hog

. estimated additional recoveries (based on your experience to date)
for the remainder of the academic year. Enter the re.,ulting figure on
..ine.22A.

Items 23A, 238. Estimated Additional Recipients. Enter the tr il
amo nt of funds you estimate will be necessary to covr the nerds
,of new (not currently enrolled or processed) BEOf ; Pcipier '5,
wit are likely to be eligible during the remainder of ,'1, 1978 .,1
academic year. In arriving at this figure, keep in mind th,t these n i

students may not be eligible for a fall BEOG award, since a pm, 1

of the academic year has expired.

In Item 238, enter the number of students involved in arriving at the
figure in 23A.

Item 24A. Total Estimated Expenditures. Enter the total amount of
funds you estimate will be necessary to fund all BEOG recipients for
the entire 1978.79 academic year. This figure is obtained by adding
Lines 21A, 22A, and 23A.

Item 248. Total Estimated Recipients. Enter the total estimated
number of BEOG recipients for the entire academic year. This num-
ber is obtained by adding items 19B and 23B.

Item 25A. Current OE Approved Authorization. This is the USOE
approved BEOG Authorized Amount indicated on your most recent
USOE Authorization Letter.

Item 26. Estimated Authorization Adjustment. If Item 25A is greater
than Item 24A, subtract Item 24A from Item 25A and enter the dol-
lar amount, circling the () prefix.

If Item 25A is smaller than Item 24A, Subtract Item 25A from Item
24A and enter the dullar amount, circling the ( +) prefix.

This figure should represent the total additional funds you estimate
will be necessary to fund your BEOG recipients for the remainder of
the academic year. A new Authorization Letter will be produced in-
dicating this change.

Item 27, 28, 29. Student Eligibility Reports Submitted. A Student
Eligibility Report (SERI, reflecting each of your BEOG recipients'
entitlements for an award, must be submitted to document your
payment of their awards. These SERs are to be submitted with regu-
larly scheduled as well as Ad Hoc Progress Reports, and should not
be sent separately. Separately mailed SERs will be returned to the
sender.

In Item 27, enter the number of SERs you have submitted prior to
this report (if any). In Item 28 enter the number of SERs submitted
with this Progress Report-to reflect students who have begun partic-
ipation in the BEOG program since your last Progress Report was
submitted. Also included in this item will be new SERs for students
who are already participating in the program during the current
academic year who have had their awards adjusted on the basis of a
revised SER.

In Item 29, enter the total number of SERs you have submitted to
the date of this report This is the sum of Items 27 and 28 and
should equal or exceed Item 19B. .

These SERs should be packaged and mailed with all three copies of
the Progress Report.

Item 30. Tape Nulfibar. For institutions utilizing the tape exchange
program enter the tape number which corresponds to the number of
Student Eligibility Reports reported in item 28 above.'

j 1 9 )



THE BEOG PROGRAM INFORMATION
AND MONITORING SYSTEM

The Progress RVp.ort you are being asked to complete is an important part of a total system for allocating BEOG
funds to participating institutions, monitoring their disbursement to entitled students and providing reporting
information for the program. For those institutions that may not be familiar with this system, it is outlined as
follows:

1. A file of eligible institutions was establishedbased on legislatively prescribed eligibility criteria for institutions
to participate in the BEOG program. This file is based on documentation from the Accreditation and
Institutional Eligibility Staff of OE.

2. Your school's interaction with the BEOG Program Information and Monitoring System (PIMS) began when you
received, as an institution eligible to participate in the BEOG program, a mailing from OE which included
instructions for calculating student BEOG awards from their Student Eligibility Reports (SER's), a Payment
Schedule for making award determination, and a Letter of Agreement for establishing your school'.
participation in the program. When the Letter of Agreement was signed and returned to OE, your school
became a participating institution.

3. Next, your school was allocated an initial ceiling amount of BEOG funds which could be drawn from the
Departmental Federal Assistance Financing Systems (DFAFS) in order that the first BEOG award payments
might be made to your entitled students. This initial ceiling amount was communicated in the Authoriiation
Letter you recently received and an institutional BEOG account was established for your school with the
DFAFS.

4. DFAFS then utilized one of two methods for paying BEOG funds to your school: the Letter of Credit or Cash
Request System. The Letter of Credit method allows the school to draw funds, up to the ceiling amount, from
the Federal Reserve System through a local commercial or federal reserve bank. This procedure is established
through special arrangement with DFAFS. The Cash Request System, which is the procedure normally used,
permits the school to draw funds, up to the ceiling amount, on a monthly basis from the Treasury Department,
through DFAFS, using a monthly cash request procedure. Schools using this procedure submit a Grantee's
Monthly Cash Request 'form to DFAFS for funds to cover estimated cash expenditures on a monthly basis.

. DFAFS, upon receipt of this form, will schedule a payment (U.S. Treasury'check) to reach the schco: during
the first week of the month for which cash is requested.

Questions regarding payment to schools only should be directed to:

PHEW/OS/Federal Assistance Financing Branch
00 Fishers Line

c/o Rockwall Building, Rm. 833
Rockville, Maryland 20B57

Whenever you contact FAFB, you should refer to the Award Recipient E IN and document number as shown
on your BEOG Authorization Letter.

5. The funding of the Basic Grants Program for your institution may involve multiple funding authority, more
than one Appropriation and Common Accounting Number (CAN). The utilization cif funds shown in the
Progress Report does not require differentiation of the source of funds under separate CANs, however, you are
required by the DFAFS to separately identify expenditures where more than one fundiiig authority has been
utilized.

6. The year-end reconciliation of expenditures, required under the Grantee Quarterly Report of Expenditures,
should coincide with the final report of expenditures shown on the June 30 Basic Grants Progress Report.
End-of-year reconciliation and closerout of financial systems, Basic Grants, Office of Education and DFAFS is
facilitated by the reporting of compatible information.
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7. The enclosed Progress Report is the mechanism through which the initial BEOG ceiling amount may he
adjusted to reflect the demand for an increase in BEOG funds to pay entitled students who actually enro'l at

" your school (or a possi e decrease if fewer entitled students enroll than was anticipated). Therefore, the
accurate completion the Progress Report is essential in insuring that an adequate flow of RFOG funds is
accurately directed to each school so that entitled students whO enroll in participating schools may he. paid
their awerds in a ti ly fashion.

In addition, the Progress Report also collects a minimum of institutional identifying data which is neces.siiry for
initial ceiling allocation, mailing and report purposes. The Progress Report information is retained in the
institutional file and is also used to adjust institutional ceilings through the DFAFS.

8. SER's reflecting award information for each student to whom an award is paid are forwarded to OE at the wile
.ime as the Progress- Report is filed. These data are used to document your. requests for authorization adjust
ments and to form an informational base from which the contihuous eligibility and award status of students
may be monitored and from which reports may be generated.

These individual award records*will also be identified by the institution which the student is attending. A
BEOG Student Validation Roster will be generated at the end of each award year and mailed to each school
attended by BEOG award recipients. Schools will verify each student recipient's status and the actual award
amount each received and return the roster td, 0E.,This information, when compared with Progress Report data
and actual BEOG institutional accounting data, will setae to reconcile each school's BEOG accounts at the end
of the year. It will also serve to monitor the status of individual student award recipients.

9. Data will be drawn from each of the system components and the SER processing system to provide reports for
informational, program evaluatio,,, and planning purposes.

The above components are integrated into a total BEOG Information and Monitoring System which is designed to
effectively serve the needs of everyone involved in the BEOG program, includinvtudents, institutions, and the
federal government. Timely submission of all institutionally based reports (the Pr,ogress Report, the Student
Validation Roster, etc.) is essential to the efficipnt operation of the system. This system is graphically illustrated.

BEOG PROGRAM INFORMATION AND MONITORING SYSTEM'

Student

BEOG Application'

SER

Monthly Cash Request
or Letter of Credit

' BEOG
Application
Processing

Participating
Institutions

Institutional Agreement

OE
Authorized Ceilings

Deport manta I

Federal Assistance
Financing System

(DFAFS)

Authorization Letters

Progress Reports, SERs

End of year student roster
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A

Congress,

OE Staff,
Other Publics

Tresisury
Department or
Federal Reserve

System
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Appendix B-11

Instructions for Completing
The Student Validation
Roster

Section I Instruction

In Section I please comply with the following in-
structions. One or three lines have been printed for
each BEOG award recipient. For purposes of iden-
tification, the student's name, social security number
(or BEOG identification number, if social security
number was not available), date of birth, and transac-
tion number as indicated on the Student Eligibility
Report (SER):have been provided. The roster is pre-
pared in alphabetical student name order for your con-
venience. Prior to completing Section I, review the
Roster Reconciliation Worksheet (Section III) so that
all required totals can be accumulated in conjunction
with.entering the Section I data. A ample worksheet to
accumulate these figures is shown at the end of the in-
structions for Section I;

Single Line Entry

The purpose of a single line entry on the Validation
Roster is to obtain the total disbursement of the BEOG
funds to each student. To accomplish this, we have
provided space on the right 'side of each line entryfor ent
on one of the three types of validation information.
The validation is accomplished as follows:

1) Determine whether the student was enrolled at
your institution (i.e., a SER was submitted to
USOE by your institution for this student). If you
have No Record of the student at your institution,
enter "NR" under "Status". On your Preliminary
Reconciliation Worksheet enter the "Expected
Disbursement" shown on the roster in (A). No
further action is required.

2) If you submitted a SER to USOE for the student,
compare the "Expected Disbursement" printed on
the roster to the amount of BEOG funds disbursed
per your records.

a) If the two amoants are equal, enter a check
mark in the small box under the heading "Total
Disbursement".

b) If the two amounts are not equal, enter the ac-
tual amount of BEOG funds disbursed in the
larger box under the "Total Disbursement". On
your Preliminary Reconciliation. Worksheet
enter the Expected Disbursement shown on the

roster in (C) and the correct Total Disbursement
in (D).

c) If the student withdrew prior to payment of any
BEOG funds or refunded all BEOG funds
received, enter zero in the larger box under the
heading "Total Disbursement". On your
Preliminary Reconciliation Worksheet enter the
"Expected Disbursement" shown one the roster
in (C).

3) Determine if deletions are required for any in-
dividual students who appear more than once on
the roster.

a) If the social security number, name, transaction
number, Scheduled BEOG Award and institu-
tion attended are identical, enter "Delete"
beside the entry(ies) you wish to have removed
from your roster. On your Preliminary Recon-
ciliation Worksheet, enter the "Expected Dis-
bursement" shown on the roster in (B). Do, not
use the "Delete" designation for students for
whom you have No Recorc since these students
require special processing by USOE' and must
not be deleted.

b) If funds were paid to the student under more
than one SER transaction number or Eligibility
Index, validate each entry on the roster accord-
ing to the instructions in (2) above. The sum of
the Total Disbursement amounts for all entries
for one student should not exceed the highest
Expected Disbursement. Include the number of
such extra multiple entries (i.e. entries over one)
in the non-duplicate extra record count (F) on
the Preliminary Reconciliation 'Worksheet.

Please exercise one of the optioUs described above to
confirm the validation status of each student listed on
the roster.

For each award recipient, we have also provided some
of the key data fields from the SER. If, in the process
of reviewing the roster, you should discover an error in
one or more_of these please _make- carrections -b-yrrect
crossing out the erroneous data and entering the cor-
met information above it. This is particularly impor-
tant for students wits incorrect Social Security num-
bers or Date of Birth, or whose Scheduled BEOG
Award or Expected Disbursement was recalculated
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after submission of the SER due to a change in the fac-
*tors affecting these 0,elds. This will assist us in main-
taining and reporting accurate information regarding
BEOG award recipients. The data under the "USOE
USE ONLY" heading corresponds to the student iden-
tifier from the bottom of the SER.

Three Line Entry

A three line entry on the Validation Roster for an in-
dividual student designates those BEOG award reci-
pients for whom discrepancies were detected in the
data supplied on the Student Eligibility Report (SER).
Because of these inconsistencies, we have made cer-
tain assumptions about the data elements found to be
in error. These assumptions have been made in an
effort to facilitate the correction process.

We realize that some of the assumptions may be due to
USOE processing errors as well as errors made in the
reporting of data on the SERs.

In addition, the assumptions may lead to further er-
roneous conditions. For this reason, we would ap-
preciate a careful review of each assumption made and
submission of corrections when necessary.

The first line provides student, identification and
award data collected from the SER. The second line
contains the SER award data as it appeared after ap-
plication of the computer assumptions. The third line
is provided for entry of any corrections you wish to
make to the information shown on the second line. If
no correction is entered for a particular data field, we
will assume that the field immediately above is accur-
ate.

The final function to be performed for three line en-
tries* is io"indicate the total disbursement of BEOG
funds to each student. Please follow the validation in-
structions provided above for the single line entry.

When completing the Total Disbursement field, use
the Expected Disbursement shown on the second line
to determine the appropriate entry. Please be certain to
take one of the 'actions described for each student
listed on, the report.

We should emphasize the importance of a careful
review of each of the assumptions made on the data
reported to USOE on the Student Eligibility Report.
Your assistance in determining the accuracy of this in-
forniation will be most appreciated.

Preliminary Recontiliation Worksheet

(B)(A)
Expected Disburse-
ment Shown on
Rester for NR Stu -
dents

B-22

Expected Disburse-
ment Shown on
Roster for Dupli-
cates Being Deleted

(C)

Total $ =
No. of NRs

(D)
Total Disbursement
for Students
Receiving Amt.
Other Than ED
Shown on Roster
Total -=

Total S =
No. of Deletes =.

(E)
Total Disbursement
for Students Nut
Appearing On
Roster

Total S =
NO, of Adds =

Section 11 Instructions
Check the appropriate box if you do/do not have any
additional SERs to submit with the Validation Roster.
Submission of SERs with the Validation Roster is
restricted to cases, where the SER was properly submit-
ted with a Progress Report but does not appear on the
roster or was inadvertently omitted. You may not sub-
mit SERs for students who did not meet the eligibility
and enrollment deadlines established by Basic Grant
regulations. If you do submit_additional SERs, enter
the number you are submitting 'and the sum of the
Total Disbursement from these SERs in the space pro-
vided and in (E) on your Preliminary Reconciliation
Worksheet. Also enter the disbursement actually
received by these students on each SER submitted.
After completing Section III, and IV if needed, ac-
cording to the instructions below, sign the Validation
Roster, enter your title and telephone number and mail
to USQE. Special Note: If the Validation Roster is
received at USOE without a signature, it will be
returned to the institution.

Total S =

(F)
Count of Extra
(Non-Duplicate)
SERs On Roster

Section III Instructions
The Roster Reconciliation Worksheet has been
designed to assist you in reconciling disbursement to
incaidual students, as reported in Section I, with the
summary expenditure and recipient count data
reported on your latest Progress Report.

As Section I is completed, the figures indicated on the
Preliminary Reconciiiation Worksheet (page 3) should
be accumulated. These totals should then be posted to
Section III as follows:

1. Add dollar total for (A), (B), (C) and enter sum
in IIIA-Line 2.
2. Enter (D) in IIIA-Line 4.
3. Enter dollar total for (E) in IIIA-Line 5.
4.. Enter student count in (A) in IIIB-Line 2A.

Expecttd Disburse-
ment SWown on
Roster for Students
Receiving Amt.
Other Than ED
Shown

5. Enter-student count to (B) in IIIB-Line 2B.
6. Enter student count in (E) in IIIB-Line 5.
7. Enter (F) in 7.

Important: If (D) includes disbursements to any 3tu-
1ci+A,in excess of the highestScheduled BEOG Award



as shown or as corrected on the roster, attach a letter
explaining how the overaward(s) occurred and any
steps being taken to recover the excess awards.

After posting-the figures above, follOw the instructions
on thy Roster Reconciliation Worksheet. To facilitate
completion of this Section, the calculations for the
total Expected Disbursement and the number of stu-
dents shown on the roster are computer-printed for
your convenience.

The results of Section III will determine ifyou need to
file a revised June 30 Progress Report to reconcile
your account. ShOuld you need assistance in complet-
ing the Preliminary Reconciliation Worksheet or Sec-
tion III, contact your Area Representative. Your
cooperation in this important part-of the fiscal control
requirements of the Basic Grant Program will expedite
completion of the processing cycle for this academic
year at your institution and permit prompt preparation
of your final roster and Authorization letter.

Section IV Instructions

In the event that revised June 30 Progress Report is
needed in order to reconcile your account, Section IV
provides'a Progress Report facsimile'to allow you to
make any changes that were not made when filing your
original June 30 Progress Report, Please use the same
instructions that were used when completing your
1976-77 Progress Reports except as noted here. Note:
if you have not filed a June 30 Progress Report, you
should use Section IV to do so at this time.

Progress Report Facsimile

Line 19: Gross Expenditures
Report the total amount disbursed to BEOG recipients
in (A); report the total number of recipients receiving
BEOG funds in (B). The recipient count must be the

same as Section IIIB-Line 8, i.e., the number of un-
duplicated students on the roster.

Line 20: Less Recoveries
Report the total amount of BEOG funds recovered
from recipients in (A); report the number of recipients
returning BEOG funds in (B). Any student from whom
a total recovery (i.e., a zero disbursement in Section I)
has been received should be included in this count and
in 19B.

Line 2IA: Net Expenditures
Report the total amount expended for BEOG awards
(line I9A minus line 20A). This amount must be the
same Z.3 the amount in Section IIIA-Line 6 as ac-
domulated from the individual student entries. Show
whole dollars only; do not report cents.

Lines 22 and 23: Estimated Demand for Additional
Funds
All items (22A, 23A and 23B) must be reported as
zero. No entry required.

Line 24: Total Estimated Expenditures
Report the same amount as Line 2IA for 24A; report
the same recipient count as Line 19B for 24B.

Line 25: Current OE Approved Authorization
Report the USOE Approved BEOG Authorization
amount indicated on 'your most recent USOE
Authorization Letter for academic year 1976-77.

Line 26:Institution's Estimated Authorization Adjust-
,ment

Report the difference between Lines 24 and 25 circling
the plus for increase or the minus for decrease.

Lines 27, 28, 29: SERs Submitted
Report as indicated. The number reported on Line 29
must be the same as the SER count in Section IIIB-
Line 6.

Line 30:
Sign as indicated.

1 rJ
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Appendix C

This is an explanation of how the figures which ap-
pear in the 1978-79 Payment and Disbursement
Schedules were computed. We have written this in
response to questions from people within the Bureau
as well as in the'field regarding the methods by which
the Payment Schedule amounts were computed. Please
note that this is for your information only,and working
with the Payment Schedule does not require complete
knowledgeof these prdtedures.

As you may know, maximum awards for the Basic
Grant Program will increase from$1,400 to $1,600 for
the ;978-79 award -period. However,due to the
nature of the-budget appropriation for 1978-79 and the
language of the authorizing legislation for the
Program, the amounts which appear in the Payment
Schedule were calculated in, a somewhat differfnt
manner than in the 1977-78 award period. The pur-,
pose of this memo is to explain the steps involved in
the calculation of 'those figures.

Full-funding

Under the law, full funding Basic Grant entitlements
are prescribed to be the lesser of:

1) $1,800 minus Expected Family Contributions
(EFC);
2) Half of Cost;
3) Cost minus EFC. and,
4) They may not be less than $200.

Less than Full-funding

Scheduled reduction. If appropriated funds are at a
levsuch that full entitlements cannot be met, the law
frovides a schedule of reductions. Under this
schedule, awards of the neediest students are reduced
the least. The maximum award at scheduled reduction
with an $1,800 ceiling is $1,350. _

Above scheduled reduction. Appropriated funds
may be at a level that enables awards to be higher than
those at scheduled reduction buts than the max-
imum award, i.e., $1,351. to $1,799. In this case the
'legislation states that an entitl;mtent which is reduced
under scheduled reduction provisions, should be in-

creased "in proportion to thy: degree to-which that en-
titlement is unsatisfied."
Below scheduled reduction. If the funding level is
lower than that reqUired for scheduled reduction, then
all awards are reduced by a constant factor from those
calculated at scheduled reduction, This award level is
called "pro-rata reduction."
For the 1978-79 award period, the Basic Grant
Program is funded at an award leverwhere the max-
imum is higher than at scheduled reduction, bin less
than full funding: i.e., $;:600. The requirement that a
given sthedireU reduction awafd be increased "in pro-
portion to the degree to which that entitlement is un-
satisfied" results in the following calculation steps:

I. Calculate the full-funding entitlement.
2. The full-funding award may not be less than

$200. Thus, the !bllowing conditions must be
met:

(a) entitlement of step No. 1 is not less than
$200;

(h) need (COST- EFC) is not less than $200;
(c) half of cost is not less than $200;
(d) a full-funding part-time award, i.e.., the

least of steps (a) through (c) above multiplied by
.50 or .75, is not less than $200. .

If any of these conditions are not met, the
award rs zero. This step prevents students from
receiving awards at reduced funding who would
not be eligible at full-funding.

3. Reduce entitlement by multiplying the result of
step No. 1 times the appropriate factor shown in
the following schedule of reductions;

FF Entitlement
$1,000 or more
$801 - $1,000

, $601 - MOO
$600 or less

Reductiot, Factor
.75
.70
.65
.50

4. Calculate the "unsatisfied entitlement"'as step
No. 1 minus step No. 3.

5. Multiply unsatisfied entitlement by .556.
6. Add the results of step No. 5 to the scheduled

1 5 C-1



reduction entitlement determined in step No. 3.
Compare the results of step No. 6 to half of the
student's cost of attendance and the student's
"need" (need equals cost minus EFC). The stu-
dent's Scheduled Award is the lesser of the
three.

8. If appropriate, a part-time reduction is applied.
9. If the award of step No. 7 or step No. 8 is less.

than $50, the student's award (Expected Disbur-
sement) is zero.

The following are case examples that follow this
step-by-step procedure through the award calculation.

It should be noted that the result- of the example
calculation may differ slightly from the amounts that
appear on the 1978-79 Payment and Disbursement
Schedules. This is because the awards in the
Schedules are calculated on the basis of a series of
eligibility index and cost of education ranges, using the
midpoints of each range. As a result, the worksheet
award may vary above ot below the Pay-
ment/Disbursement Schedule award to a small degree,
depending on the specific eligibility index and cost of
education used.

C-2



1978-79 Payment/Disbursement Schedules
Worksheet

Eligibility Index (EFC)
Cost of Education =
Enrollment Status =

1. Full-Funding (FF) Award:
The lesser of:
FF Entitlement ($1,800 minus EFC) =

Half of Cost =
Need (Cost minus EFC)
Reduce for part time, if
appropriate
If any cf the above is less than
$200, Award at FF or Reduced-Funding
equals zero.

2. Reduced Entitlement:
FF Entitlement multiplied by
appropriate peccentage =

3. Unsatisfied Entitlement:
FF Entitlement minus Reduced
Entitlement

2

X

41 Unsatisfied Entitlement multiplied .556
by adjustment factor =

5. Above-Reduced Entitlement:
Reduced Entitlement plus result of
Step #4 =

6. Full-l'ime Reduced Award equals the
lesser of:

Above-Reduced Entitlement (Step #5)
Half of Cost
Need

(the result of Step #6 would appearin
the full-time Payment Schedule)*

7. Reduce Full -Time Award for part time,
if appropriate:
(the result of Step #7 would appear in
the_part-time DisbursementSchedules)*

8. If result of Step #6 or Step #7 is
less than $50, then student's Expected
Disbursement equals zero: Expected Disbursement =

Reduction Percentages

a). $1,000 or more 75%
b) $801 to $1,000 709/
c) $601 to'$800 654
d) $600 or 50%

Amounts may be slight( different
from the Payment and Disbursement
Schedules because of the use of
cost and eligibility index ranges
in the Schedules.
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Example 1

1978-79 Payment/Disbursement Schedules
Worksheet

Eligibiay Index (EFC)
Cost of Education =
Enrollment Status =

1. Full-Funding (FF) Award:
The lesser of:
FF Entitlement ($1,800 minus EFC)

Half of Cost =
Need (Cost minus EFC) =
Reduce for part time, if
appropriate =
If any at the above rs less than
$200, Award at FF or Reduced-Funding
equals zero.

2. Reduced Entitlement:
FF Entitlement multiplied by
appropriate percentage =

3. Unsatisfied Entitlement:
FF Entitlement minus Reduced
Entitlement =

4. Unsatisfied Entitlement multiplied
by adjustment factor =

li800 o go

v200';000
=..-=

.000 x I:0 = 1 SOO

I Soo x =

1180.0_ 1,35o

LI-50 x .556

5. Above-Reduced Entitlement:
Reduced Entitlement plus result of
Step #11_

6. FullTime Reduced Award equals the
lesser of:

AboveReduced Entitlement (Step #5) =
Half of Cost =
Need =

(the result of Stg`p #6 would appear in
the full-time Payment Schedule)*

7. Reduce Full-Time Award for part time,
if appropriate:
(the result of Step #7 Would appear in
the part-time DisbursementSchedules)*

8. If result of Step #6 or Step is
less than $50, then student's Expected
Disbursement equals -.ero:

Reduction Percentages

If entitlement is:
a) $1,000 or more 75%
b) $801 to $1,000 70%
c) $601 to $800. 65%
d) $600 or less 50%

Opp

11-50

25a

1,_35* 260 //boo

600
.2.412120

461"212 000

I &cox 1. 1,600

IE booxpected Disbursement =

*Amounts may be slightly different
from the Payment and Disbursement
Schedules because of t' I use of
cost and eligibility index ranges
in the schedules.
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Example 2

1978-79 Payment/Disbursement Schedules
Worksheet

Eligibility Index (EFC) 'TOO
Cost of Education = _41_3.,241.111, _.
Enrollment Status = __3/4,FTUne

1. Full-Funding (FF) Award:
The lesser of:
FF Entitlement ($1,800 minus EFC) =

Half of Cost =
Need (Cost minus EFC) =
Reduce for part time, if
appropriate =
If any of the above is less than
$200, Award at FF or'Reduced-Funding
equals zero.

2. Reduced Entitlement:
FF Entitlement multiplied by
appropriate percentage =

3. Unsatisfied Entitlement:
FF Entitlement Minus Reduced
Entitlement =

4. Unsatisfied Entitlement multiplied
by adjustment factor =

5. Above-Reduced Entitlement:
Reduced Entitlement plus result of
Step #4 =

6. Full-Time Reduced Award equals the
lesser of:

Above-Reduced Entitlement (Step #5) =
Half of Cost =
Need =

(the result of Step #6 would appear in
the full-time-Payment Schedule)*

7. Reduce Full-Time Award for part time,
if appropriate:
(the result of Step #7 would appear in
the part-time Disbursement Schedules)*

8. If result '..)f Step #6 or Step #7 is
less than $50, then student's Expected
Disbursement equals zero:

Reduction Percentages

If entitlement is:
a) $1,000 oY more
b) $801 to $1,000
c) $601 to $800
d) $600 or less

1A81)_o_ 1,5"oo =

3,200 1,500
X .75 =

3oo x ,so =

300_ 150=
1.50 x .556

150 + 83 =

.213 x .75

300
t 600
701)
_2.25

4

/so

150

233

233
les0-0-
IrToo

_25"

175

Expected Disbursement 211 fig

75% Amounts may be slightly different
from the Payment and Disbursement
Schedules because of the use of
cost and eligibility index ranges
in the Schedules.

70%
65%
50%
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Example 3

'1978-79 Payment/Disbursement Schedules
Worksheet

Eligibility Index (EFC)
Cost of Education =
Enrollment Status =

1. Full-Funding (FF) ,Award:
The lesser of:
FF Entitlement ($1,800 minus EFC) =

Half of Cost =
Need (Cost minus EFC) =
Reduce for part time, if
appropriate =
If any of the above is less than
$200, Award at FF or Reduced-Funding
equals zero.

2. Reduced Entitlement:
FF Entitlement multiplied by
appropriate percentage =

,)c.

3. Unsatisfied. Entitlement:
FF Entitlement minus Reduced
Entitlement -=

4. Unsatisfied Entitlement multiplied
by adjustment factor =

5. Above-Reduced Entitlement:
Reduced Entitlement plus result of
Step #4 =

6. Full-Time Reduced Award equals the
lesser of:

Above-Reduced Entitlement (Step #5) =
Half of Cost =
Need =

(the result of Step #6 would appear in
the full-time Payment Schedule)*

7. Reduce Full-Time Award for part time,
if appropriate:
(the result of Step #7 would appear in
the part-time Disbursement Schedules)*

8. If result of Step #6 or Step #7 is
less than $50, then student's Expected
Disbursement equals zero:

Reduction Percentages

If entitlement is:
a) $1,000 or more
b) $801 to $1,000 70%
c) $601 to $800 65%
d) $600 or less 50%,

100

litoo - 100 = ptiop
Vroo 2

__9200
100 = voo

_100 x _1.6 =_00

Ox .75 I 27g

i 70o - Isan di-25

*25 x .556 =

I/2:75 + 236= Oris

x 1.0

1,526_

illoct 900

Expected Disbursement =4100

75% 'Amounts may be slightly different
from the Payment and Disbursement
Schedulet because of the use of
cost and eligibility index ranges
in the Schedules.
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DEPARTMENT OF HEALTH, ED4ATION, AND WELFARE

OFFICE OF EDUCATION

REGIONAL ADMINISTRATORS, STUDENT FINANCIAL ASSISTANCE

REGIONS I-X APRIL 1978

REGION I

Connecticut

Maine

Massachusetts

New Hampshire

Rhode Island

Vermont

Mr. William T. Logan, Jr.

Regional Administrator

Student Financial Assistance

Office of Education, DHEW

John F. Kennedy Federal Building

Boston, Massachusetts. 02203

REGION 11 Mr. Josue Diaz

New Jersey Regional Administrator

New York Student Financial Assistance

Puerto Rico Office of Education, DHEW

Virgin Islands 26 Federal Plaza

Panama Canal / New York, New York 10007

Zone

TEL: 617-223-7205

FTS: 8-223-7205
REGION VI

Arkansas

Louisiana

New Mexico

Oklahoma

Texas

TEL: 212-264-4045

FTS: 8-264-4045-3952
REGION VII

Iowa

Kansas

Missouri

Nebraska

Dr. Arthur Lee Hardwick

Regional Administrator (acting)

Student Financial Assistance

Office of Education, DHEW

1200 Main Tower Building

Dallas, Texas 75202

TEL:*214-767-Q59
FTS: 8-729-4359

Mr. J. William Keifer, Jr,

Regional Administrator

Student Financial Assistance

Office of Education, D,HEW

601 East 12th Street

Kansas City, Missouri 64106

TEL: 4-374-5875
FTS: 8-758-5875

REGION III

Delaware

District of

Columbia

Maryland

Pennsylvania

Virginia

West Virginia

Mr. Robert Smallwood

Regional Administrator

Student Financial Assistance

Office of Education, DHEW

Post Office Box 13116

3535 Market Street

Philadelphia, Pennsylvania 19101

TEL: 215-596-1018
FTS: 8-596-1018

REGION IV Dr. Carmen L. Battaglia

Alabama Regional Administrator

Florida Student.Financial Assistance

Georgia Office of Education, DHEW

Kentucky 101 Marietta TowerThird Floor
Mississippi Atlanta, Georgia 30323

North Carolina

South Carolina

Tennessee

mommamommeme

TEL: 404-221-5008,5009

FTS: 8-242-5008,5009

REGION VIII

Colorado

Montana

Nortk Dakota

South Dakota

Utah

Wyoming

Mr, Irwin E. Kirk

Regional Administrator (acting)

Student Financial Assistance

Office of Education, DHEW

11037 Federal Office Building

19th and Stout Street

'Denver, Colorado 80294

REGION IX Mr. Charles F. Hampton

Arizona Regional Administrator

California Student Financial Assistance

Hawaii Office of Education, DHEW

Nevada 50 United Nations Plaza

American Samoa San Francisco, California 94102

Guam

Trust Territory of the

Pacific Islands

Wake Island

TEL: ,303-837-4128

FTS: 8-327-4128

TEL: 415-556-8382
FTS: 8-556-8382

REGION V Mr. Francis J. Yanni

Illinois Regional Administrator

Indiana , Student Financial Assistance

Michigan Office of Education, DHEW

Minnesota 300 South Wacker Drive

Ohio Chicago, Illinois 60606
Wisconsin

TEL: 312-3534127

FTS: 8-353-5127 REGION X Mr, W. Phillips Rockefeller TEL: 206-442-0434

Regional Administrator FTS: 8-399-0434Alaska
Student. Financial Assistance

Oregon Office of Education, DHEW

Washington Arcade BuildingM.S. 1506

1321 Second Avenue

Seattle, Washington 98101
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Appendix E

J

Directory Of State Student
Assistance, Agency Officials
Responsible For Admiriistering State
Student incentive Grant (SSIG)
Funds

Officials arm designated' as follows: Senior Agency
Official (a), SSIG Program Official(s) (P), and Fiscal
Officer (F). Central OE Officials are listed at the end of
this birectory.

ALABAMA
Dr. John F. Porter, Jr. (A) (F) Execu-
ti.c Director'

Tom A. RoberVM, Coordinator
Alabama Studetit Assistance
Program

. -

+tfr4LASKA'
:.Dr, Kerry D'Romesburg (A) Exeau-
ti4e Director

Ms. Mary Ann Isturis (P)Student Fi-
nancial Aid Officer

Bill Gillespie (F) Financial Officer

ARIZONA, .

(Vacant) (A) (T) Executive Dirocloi.~

Dr. Richard Erbschloe (P) Assistant
Direct& for Programs and Ad-
ministration

e I
ARKANSAS
Dr. M. Olin Cook (A) Director

Dr. Tom Spencer '',(-P) Associate
Director of Cominruriity College\

Robert McCormack (P) Associate
Director for Finance

CALIFORNIA
Arthuz S. Marmaduke (A) Director

Ms.. Driitha (P)-Deputy
Director

Fred Brill (F)Adminfitrative Service
Officer

-COLORADO
Dr. Lee Kerschner (A) Executive
Director

Ms. Lindsa; Baldner (P) Director of
Student Services

ADDRESSES
Alabama Commission on
Higher Education; One .6
Coat Square, 221
Montgomery, Alabama
36104

T1:(205) 832-6555

Alaska Commission on
Postsecondary Education;,
Pouch F, State Office
duitaing Juneau, Alaska
999811
# Tel: (907) 465-2855

Arizona Gammission ggfpr
Postsecondary, Educati;
1650.W. Alameda Drive,
Room 115 Tempe,
Arizona 85282
-.Tel: (602) 271-3J OP

Department Of 'Higher
Eudcation; 1301 West Se-
venth street Littje Rock,
Arkansis 722014

Tel: (501)'.371-1441,
Ext. 23

CtIlifornia Student Aid
commission; 1410- 5th
-Street --Sacramento,
California 95814

(916).445-0880

Colorado Commission on
Higher Education; 1550
Lincoln pStreet, Room 210,
Denver, Colorado 80203

Tel: (303) 892-2723

Jack Armstrong (F) Director, Busi-
ness Services

CONNECTICUT
Dr. Samuel Gould (A) Chancellor of
Higher Education Pro Team

Romeo Bern:er (P; Associate Direc-
tor for Student, Financial Assistance

,Dr. Robert Bokelman (F) Fiscal
Officer

DELAWARE
Kenneth C. Madden (A) State
Superintendent

Harry M. Peyser (P) Executive
Secretary Higher Education Scholar-
ship Council

lohtt Ryan (F) Assistant Superinten-
dent Administrative Services Branch

DISTRICT OF COLUMBIA
Albert P. Russo (A) Director

(I) Ms. Jacqueline Johnson (P)
Assiitant Director for State Agency
Affairs

,:'(2) Shepard Cohen, Controller (F)
Office of the Controller

'FLORIDA
Ralph, b. Turlington (a) Commis.
sinner "`

..

Donald Smading (p) Program Direc-
tor

Ted J. Meredith (F) Department of
Com er Student Financial Aid

6

,

Board of Higher Educa-
tion; 340 Capitol Avenue,
P.O. Box 1320 Hartford,
Connecticut 06101

Tel: (203) 566-3910

Department of Public In-
struction John 0, ToWn-
send Building Dover,
Delaware 19901

Tel:(303).678-4620

Department of Humati
Resources Government of
the District of Columbia;
1305 E. Street, N.W.,
Room 420 Washington,
D.C. 20004

Tel: (202) 629-5443

(1) Department of Human
Resources Government of
the District of Columbia;
1329 E Street, N.W.; Suite
1023 Washington, D.C.
2000:4

(2). Department of Human
Resources GovernMent of
the District of Columbia;
801 North Capitol Street,
N.W., Room 513
Washington, D.C, 20002...

Tel: (202) 629-3216

Department of Education
State of Florida; 563 Knott
Building Tallahassee,
Florida 32304

Tel: (904) 4 87-1800
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GEORGIA
Dr. Donald E. Payton (A) (T) Execu-
tive Director

Tel: (404) 393 -7!08

R6bert R. Mc Cants; Director
Division of Student Services

Tel: (404) 393-7253

Ralph D. Roberts (F) Director of
Fiscal Affairs

Tel: (404) 393 -724 I

(P)

HAWAII*
Dr. Fujio Matsuda (A) Pr:esident

Nils Ueki (P) Administrative Officer

Kenji Sumida (F) Director of Fi-
nance

IDAHO
Milton Snits" (A) Executive
Director

Ms. Delia M. McManus ( P)Scholar-
ship Office

Stephen Keto (F) Fiscal Officer

Or. Jos;ph D. Boyd (A) Executive
Virector

James A. Eanes (P) Director of State'
Student Grant Program

Ralph Godzick: (F) Assistant Execu
tive Director Fiscal Affairs and Ad-
ministration

William L. Hilton Director Infor-
mation Services

INDIANA
James E. SuLday (a) (P) Acting
Executive Secretary

IOWA
Ms. Willis Ann Wolff (A) Executive
Director

Gary W. Nichols (P) Director Stu-
dent Aid Programs

KANSAS
Dr. John Conrad (A) Executive
Director

Gerald R. Bergen (P) Student
Assistance Officer

Phillip Arnold (F) Budget Officer

Georgia Higher Education
Assistance Authority; 9

LaVista Perimeter Park,
Suite 110 Tucker, Georgia
30084

State Postsecondary
Education 'Commission
University of Hawaii, 210
Bachman Hall; 2444 Dole
Street Honolulu, Hawaii
96822

Tel: (808) 948-7487

Office of State Board of
Education Len B. Jordan
Office Building, Room
307; 650 West Staie Street
Boise, Idaho 83720

Tel: (208) 384-2270

Illinois State Scholarship
Commission; 102 Wilmot
Road Deerfield:. Illinois

160015

Tel: (321) 945-7040
945-1500, Ext. 201

Illinois State Scholarship
Commission; 203 North
Wabash Avenue, Room
2118 Chicago, Illinois
60601

Tel: (312) 793-3745

Indiana State Student
Assistance Commission
EDP Building, 2nd Floor;
219 North Senate Avenue
Indianapolis, Indiana
46204

Tel: (317) 633-5445

Iowa Higher Education
Facilities Commission;
201 Jewette Building 9th
and Grant Avenue Des
Monies, Iowa 50309

Tel: (515) 281-3501

Board of Regents, State of
Kansas Merchants na
tional Bank Tower, Suite
1416 Topeka, Kansas
66612

Tel: (913) 296-4827

Not participating to the SSI. AI Pr gram for IV 1401
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K ENTUCK I
Paul P. Borden (A) (F) Executive
Director

Ms. Marleen Ingle (P) Deputy Direc-
tor of Grant Program

Ms. Brenda Fulkerson (T)Coordina-
tor for Student Financial Aid

LOUISIANA
Richard W. Petrie (A) (P) Execu-
tive Director

Ms. Billie R. Ritter (F) Fiscal Officer

MAINE
H. Sawin Millets, Jr. (A) Commis-
sioner

Harold M. Grodinsky (P) Coot-
dinatyr Student Aid Programs

Phillip Dumont (F) Director of Fi-
nance

Af.4 R YEA ND
Dr. H. Kenneth Shook (A) (P)
Executive Director

Ms. Patricia A. Schmidt (F) Fiscal
Associate II

MASSACHUSETTS'
Leroy Keith (A) Chancellor

Graham R. Taylor (P) (F) Vice
Chancellor for Student Affairs

MICHIGA N
Dr. John W. Porter (A) Superinten-
dent of Pubiic Instruction

Ronald 1, Jursa, Director Student
Financial Assistance Services

Aaron Hall (P) Supervisor of
Scholarship and Tuition Grant
Program

Robert Mc(err (F) Associate Super-
visor for "Business and Finance

,IHNNESOiA
Dr. Clyde Ingle (A) Executive Direc-
tor

Margaret Dean (P) Coordinator
of State Scholarship and Grant
Programs

Arlon Haupert, Director (F) Ad-
ministrative Services

ISSISSIPPI*
James Harold McMinn (A) (P) Ex-
ecutive Director

Ms. Damian Mercier (F) Manager.
Fiscal Affairs

Kentucky Higher Educa-
tion Assistance Authority;
691 Teton Trail Frankfurt,
Kentucky 40601

Tel: (505) 564-7990, Ext. 26

Louisiana Higher Educa-
tion Assistance Commis-
sion; P.O. Box 44 12 7.
Capitol Station. Baton
Rouge, Louisiana 70804

Tel: (504) 389.5491

State Department of
Education and Cultural
Services State Department
of Education Building
Augusta, Maine 04333

Tel: (207) 289-2541

State Scholarship Board;
2100 Gui!Jord Avenue,
Room 206 Baltimore,
Maryland 21218

Tel: (301) 383-4941

Massachusetts Board of
Higher Education Park
Square Building, Room
632; 31 St. James Avenue
Boston, Massachusetts
02116

Tel: (617) 727-5366

Michigan Depatment of
Education; P.O. Box
30008 Lansing, Michigan
48909

Tel: (517) 373-3394

Minnesota Higher Educa-
tion Coordinating Board
Capital Square Building,
Suite 901; 55() Cedar
Street St. Paul, Minnesota
55101

Tel: (612) 296 -5715

Governor's Office of Joh
Development and Train-
ing; P.O. Box 4300
Jackson, Mississippi
39216

Tel. but ) 981 2635



.VIISSOURI
Dr. J. Bruce Robertson (A) Commis -
sione r

Richard C. Stillwagon (P) Direc-
tor of Student Aid Programs

T. Michael Elliott (F) Assistant Com-
missioner for Budget

Dr. U.wrence K. Pettit (A) Commis-
siorxr of Higher Education

William J. Lannan (P) Director
of Special Projects and Community
College Coordinator

John Noble, Jr. (F) Financial Deputy

NEBRASKA
Dr. William S. Fuller (A) (P) Execu-
tive Director

Ms. Katheryn Hayes (T) (F) Ad-
ministrative Assistant

NEVADA
Dr. Donald H. Baep ler (A) (F) Act-
ing Ahancellor

Ms. Mary Lou Moser (P) Budget
and Research Analyst

NEW I1,4 NIPSHIR
Dr. James Busselle (A) Executive
Director

Ronald Wilson (P) (F) State Finan-
cial Assistance Coordinator

NEW JERSEY
Dr. T. Edward Hollander (A) Chan-
cellor

Dr. Haskell Rhett (P) Assistant
Chancellor for Student Assistance
and Special Projects

George Cole (F) Director of Ad-
ministrations

NEW MEXICO
Dr. Robert A. Huff (A) Executive
Secretary

Thomas E. Wilson (P) Assistant
Postsecondary Coordinator

Ms. Lou Holmes (F) Fiscal Officer

NEW YORK
M%.. Eileen Dickinson (A) President

Michael Cruskie (P) Vice Presi-

dent Research and Policy Analysis

Peter Grant (F) Supervisor of Higher
Education Services, Corporation Ac-
count,

Missouri Department of
Higher Education; 1130
East Elm Jefferson City,

4 Missouri 65101
Tel: (314) 751-3940

Office of the Commis-
sioner of Higher Educa-
tion; 33 Last Chance
Gulch Helena, Montana
59601

Tel: (406) 449-302-1

Nebraska Coordinating
Commission for
Postsecodnary Education;
301 Centennial Mall South
P.O. Box 95005 Lincoln,
Nebraska 68509

Tel: (402) 471-3847

University of Nevada
System; 504 Marsh
Avenue Reno, Nevada
89508

Tel: (702)784-4901

Postsecondary Education
Commission; 66 South
Street Concord, New
Hampshire 03301

Tel: (603) 271-2555

Department of Higher
Education; 225 West State
Street Trenton, New Jersey
08625

Tel: (669) 292-8770

(I) Department of Higher
Education state Scholar-
ship Commission 1474
Prospect Street Trenton,
New Jersey 08625

Tel: (609) 292 -4646

Board of Educational Fi-
nance Legislative-Ekecu-
five Building, Room 201
Santa Fe, New Mexico
87503

Tel: (505) 827-2115

New York State Higher
Education Services Cor-
poration Tower Building,
28th Floor Empire State
Place Albany, New York
12255

fel: (518) 474-4898

Tel: (518)474-3712

Lorenz Worden (F) Director of
Higher. Award and Loan Program

Tel: (518) 474-3712

NORTH CAROLINA
Stan C. Broadway (A) (P) Executive
Director

No Fiscal Officer Designated

NORTH DAKOTA
Kenneth Raschke (A) Commissioner

Clark J. Wold (P) (T) Director North
Dakota Student Financial Assistance
Agency

Floyd B. Case (F) Director of Fiscal
Affairs North Dakota Student Finan-
cial Assistance Agency

OHIO
Dr. James A. Norton (A) Chancellor

Charles W. Seward, III (Pl(T) Direc-
tor, Student Assistance

Henry Whitcomb (F) Director of Fi-
nancial Management

OKLAHOMA
Dr. E.T. Dunlap (A) Chancellor

John Hopkins (P) Tuition Aid Grant
Coordinator

Walter Williams (F) Loan Officer

OREGON
Jeffrey M. Lee (A) Executive Direc-
tor

Gary Weeks (P) Deputy Director

Ms. Elizabeth Hands (F) Senior
Budget Analyst of Budget Depart-
ment

PENNSYLVANIA
Kenneth R. Rceher (A) Executive
Director

Earl R. Fielder, Chief (P) Research
and Plans

Samuel Johnson Deptay Director
Tel: (717) 787-1910

Dr. J. Edward Rican, Chief (F) Ad-
ministrative Serve ,-s

RHODE ISLAND
Thomas C. Schmidt (A) Commis-
sioner of Education

Don Galamage (F) Deputy Assistant
Commissioner for Budget

(I) John Madigan (P) (T) Coordina-
tor

1f;

North Carotin State
Education Assistance
Authority Box 2688,
University Square West'
Chapel Hill, North
Carolina 27514

Tel: (919) 929-2136

3oard of Higher Educa-
tion 10th Floor, State
Capitol Bismarck, North
Dakota 58505

Tel: (701) 224-2960

Ohio Board of Regents; 30
East Board Street, 36th
Floor Columbus, Ohio
43215

Tel: (614) 466-7420

OklabOma State Regents
for Higher Education; 500
Education Building State
Capitol Complex
Oklahoma City, Oklahoma
73105

Tel: (405) 521-2444',
Ext. 37

Oregon State Scholarship
Commission; 1445
Willamette Street Eugene,
Oregon 97401

Tel: (503) 686-4166

Pennsylvania Higher
Education Assistance
Agency Towne House
Harrisburg, Pennsylvania
17102

Tel: (717) 787-1937

Rhode Island Department
of Education; 199 Pro-
menade Street Providence,
Rhode Island 02908

(I) Rhode Island Depart-
ment of Education Office
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SOUTH CAROLINA
R. Laine Ligon (A) (P) Director
of Tutition Grant Agency

Grady L. Patterson, Jr. (F) State
Treasurer of South Carolina

Tel: (803) 758-7695

SOUTH DAKOTA
Dr. Ronald Reed (A) (P) Secretary

Ms. Addle Hayes (F.) Assistant
Secretary for Finance

TENNESSEE
Kenneth Barber (A) (T) Executive
Director

Howard T. Wall (P) Grant Ad-
ministrator

Ms. Emma Willson (f) Grant
Management Officer

TEXAS
Dr. Kenneth H. Ashworth (A) Com-
missioner Coordinating Board

Mack C. Adams, Head (P) Division
of Student Services

Ms. Jane Innis (P) Director of Grant
Programs

James McWhorter, Head (F) Divi-
sion of Administration

UTAH
Dr. Terre! H. Bell (A) Commissioner

Harden Eyring (P) Assistant
Commissioner Director of Planning

Dr. Howard Nielson (F) Associate
Commissioner of Finance

VERMONT
Ronald J. Iverson (A) Executive
Director

Don Vickers Director of Administra-
tion

Don Bernier (P) Director Grant and
Scholarship Division

Herb Kingsland (F) Controller

VIRGINIA
Dr. Gordon K. Davies (A) (F) Direc-
tor

Barry M. Dorsey (P) Coordinator
Federal Programs and Planning Ad-
ministration

Dr. Sharon Bob (P) Associate Coor-
dinator Federal Programs and P1an-
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of Student Assistance
Roger Williams Building,
Room 202 22 Hayes Street
Providence, Rhode Island
02908

Tel: (401) 277-2050

South Carolina Tuition
Grants Agency; 411
Keenan Building Colum-
bia, South Carolina 29201

Tel: (803) 758-7070

Department of Education
and Cultural Affairs State
Capitol, Office of the
Secretary Pierre, South
Dakota 57501

Tel: (605) 224-3134

Tennessee Student Assis-
tance Coporation; 707
Main Street Nashville,
Tennessee 37206

Tel: (615)741-1346

Texas College and Univer-
sity System; P.O. Box
12788m Capitol Station
Austin, Texas 78711

Tel: (512) 475-4147

Utah System of Higher
Education; 807 East South
Temple, Suite 204 Salt
Lake City, Utah 84111

Tel: (801) 533-5617

Vermont Student Assis-
tance Corporation; 5
Burlington Square
Burlington, Vermont
05401 ,

Tel: (802) 658-4530

State Council of Higher
Education for Virginia;
700 Fidelity Building 9th
and Maine Streets Rich-
mond, Virginia 23219

Tel: (804) 786-3951

ning Administration
Tel: (804) 786-8654

WASHINGTON
Patrick Callan (A) Executive Coor-
dinator

Carl Donovan (P) Deputy Coordina-
tor

Ms. Sharyn Ward (F) Administrative
Officer

WEST VIRGINIA
Dr. Ben L. Morton (A) Chancellor

John F. Thralls (P) Director of Stu-
dent Services

Tel: (304) 348-0111

Ms. Randi Brooks (F) Accountant
Bookkeeper

Tel: (304) 348-2101

WISCONSIN
James A. Jung (A) Executive Secre-
tary

---Richard H. Johnston (P) Ad-
ministrator Division of Student Sup-
port

Richard S. Severson (F) Data Pro-
cessing

WYOMING
(Vacant) (A) (P) (T) Executive Direc-
tor

No Fiscal Officer Designated

AMERICAN SAMOA*
Mrs. Mere T. Betham (A) Director of
Education'

Sill M. AtuataSi (P) Program Official

Lealofi Uiagalelei (F) Fiscal Officer

GUAM*
Dr. Rosa Carter (A) (P) President

Cesar R. Pereyra (F) Vice President
Business Affairs

PUERTO RICO
Luis E. Gonzalez-Vales (A) Ex-
ecutive Secretary

Eduardo Bermudez-Davila (P) Coor-
dinator, Fiancial Aid

Andres Medina Pena (F) Acting Fi-
nance Officer

TRUST TERRITORY* and COM-
MONWEALTH OF THE NORTII-
ERN MARIANA ISLANDS*
David Ramarui (A) Director of
Education

Harold W, Crouch (P) FiscI/Federal

Council on Postsecondary
Education; 908 East 5th
Street Olympia,
Washington 98504

Tel: (206) 753-3571

West Vriginia Board of
Regents; 950 Kanawha
Boulevard East
Charleston, West Virginia
253'01

Tel: (304) 348-3101

State of Wisconsin Higher
Educational. Aids Board;
150 East Gilman Madison,
Wisconsin 53702

Tel: (608) 266-1095

Wyoming Higher Educa-
tion Council' 1720 Carey
Avenue, Boyd Building
Cheyenne, Whyoming
82002

Tel: (307) 777-7763

Department of Education
Pago Pago, Americam
Samoa 96799

Tel: (Overseas) 63 -5237

University of Guam Board
of Regents; P.O. Box EK
''igana, Guam 96910

Tel: (734) 2177

Council on Higher Educa-
tion; Box F, U.P.R. Station
Rio Piedras, Puerto Rico
00931

Tel: (809) 765-6590, Ext. 26G

Headquarters, Department
of Education Trust Ter-
ritory of the Pacific Islands
Saipan, Mariana Islands



Program Coordinator

Terry Edvalson (T).

Herman 91,errero (F) Shop and
Studt. :.ervices Officer

VIRGIN ISLANDS
Dr. Gwendolyn E. Kean (A) Com-
missioner

(I) Dr. Rehenia A. Gabriel (P)
Director Pupil Personnel Services

Ms.. Shirley D.' Richardson (F)
Departmental Business Manager

96950 Central SSIG Staff - Office of Education
Tel: (Saipan) 9780

Virgin Islands Department
of Education Charlotte
Amalie St Thomas, Virgin
Islands 00801

(1) Virgin Islands Depart-
ment of Education; P.O.
Box 630 St. Thomas,
Virgin Islands 00801

Tel: (809) 774-0100,
Ext. 271

Not participating in the SSFAT Program for FY 1977

Dr. Richard L. McVity
Director
State Student Incentive Grant Program
7th and D Streets, S.W., Room 3674 - ROB No. 3
Bureau of Student Financial Assistance
U.S. Office of Education
Washington, D.C. 20202

Program Officers:
John Finiwick
Lanora Smith
Telephone: (2)2) 245-2201-2-3 and 245-2354

Richard M. Millard
Director of Postsecondary

Education
Ms. Nancy M, Berve
Associate Director
Education Commission of the States
300 Lincoln Tower Building'
1860 Lincoln Street
Denver, Colorado 80203

Tel: (303) 893-5200
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Appendix F.

Sources Of Information on the Guarmiteed
Student Loan Program

Alabama
Acting Regional Administrator
Student Financial Assistance
Office of Education, DHEW, Region IV,
101 Marietta Tower Third Floor ,

Atlanta, Georgia 30323
(404) 221-5008

Alaska
Director
Alaska Commission on Postsecondary
Alaska State Education Department
Pouch F, State Office Building

Juneau,Ataska 9g8111--

Arizona (See California)

Arkansas
Student Loan Guarantee
Foundation of Arkansas
Suite 515, 1515-West 7th Street
Little Rock, Arkansas 72202
(501) 371-2634

California
Acting Regional Administrator
Student Financial Assistance
Office of Education, DHEW, Region IX
50 United Nations Plaza
San Francisco, California 94102
(415) 556-1630

Colorado
Acting Regional. Administrator
Student Financial Assistance
Office of Education, DHEW, Region VIII
Federal Office Building,.Box 3608
19th and Stout Streets
Denver, Colorado 80294
(303) 837-4128

Connecticut
Executive Director
Connecticut Student Loan Foundation

(1
5 Pratt Streets
artford, Connecticut 06103
03) 547-1510

Delaware
Director

Delaware Higher Education Loan Program
c/o Brandywine College.
Post Office Box 7139
Wilmington, Delaware 19803
(302) 478-3000 Ext. 34

District of Columbia
Director
D.C. Student Loan Insurance Program
1329 E Street, N.W., Room 1005 .

Washington, D.C. 20004
(202) 638-1063 or 1020

Florida (See Alabama)

Georgia
_ _ Executive Director

Georgia Higher Education Assistance Corporation
9 LaVista Perimeter Park
2187 Northlake Parkway
Tucker, Georgia 30084
(404) 393-7241

161J

Hawaii (See California)

Idaho (See Washington)

Illinois
Administrative Director
Illinois Guaranteed Loan Program
102 Wilmot Road
Deerfield, Illinois 60015
(312) 945-Vu40

Indiana
Acting Regional Administrator
Student Financial Assistance
Office of Education, DHEW, Region V
300 South Wacker Drive
Chicago, Illinois 60606
(312) 353-5127

Iowa (See Missouri)

Kansas
Director
Higher Education Assistance Foundation
51 Corporate Woods
9393 West 110th Street, Suite 405
Overland Park, Kansas 66210
(913) 648-4255

Kentucky (See Alabama)
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Louisiana
Executive Director
Louisiana Higher Education Assistance Commission
Post Office Box 44127, Capitol Station
Batoo Rouge, Louisiana 70804
(504)389 -5491

Louisiana (Vocational Students Attending
State Schools)
United Student Aid Funds, Inc.
200 East 42nd Street
New York, New York 10017
(212) 661-0900

Out of

Maine
Federal State Coordinator
State Department of Education & Cultural Services
Augusta, Maine 04330
(207) 289-2475

Maryland
____F_xecutive-Director

Maryland Higher Education Loan Corporation
2100 Guilford Avenue
Baltimore, Maryland 21218
(301) 383-4150

Massachusetts
President
Massachusetts Higher Education Assistance Corpora-
tion

' 1010 Park Square Building
Boston,;Massachusetts 02116
(617) 426-9434

Michigan
Director
Michigan Higher Education Assistance Authority
309 North Washington Avenue
Lansing, Michigan 48902
(517) 373-0760

Minnesota
Director
Minnesota Higher Education Assistance Foundation
1100 Northwestern Bank Building
55 East Fifth Street
St. Paul, Minnesota 55101
(612) 227-7661

Mississippi (See Alabama)

Missouri
Acting Regional Administrator
Student, Financial Assistance
Office of Education, DHEW, Region VII
601 East 12th Street
Kansas City, Missouri 64106
(816) 374-5875
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Montana (See Colorado)

Nebraska (See Missouri)

Nevada
Superintendent of Public Instruction
Nevada State Department of Education
Carson City, Nevada 78901
(702) 885-5700 Ext. 270

New Hampshire
Eiecutive Dir for
New Hampshire Higher Education Assistance Foun-
dation
143 North Main Street
Concord, New Hampshire 03301
(603) 225-6612

New Jersey

New Jersey Higher Education Assistance Authority
1474 Prospect Street, Box 1417
Trenton, New Jersey 08615
(609) 292-3906

New Mexico (See Texas)

New. York'
President
New York Higher Education Services Corporation
Tower Building Empire State Plaza
Albany, New York 12255
(518) 474-5592

North Carolina
Executive Director
North Carolina State Education Assistance Authority
Post Office Box 2688
Chapel Hill, North Carolina 27514
(919) 929-2136 or 966-5236

North Dakota (See Colorado)

Ohio
Executive Director
Ohio Student Loan Commission
50 West Broad Street, 8th Floor
Columbus, Ohio 43215
(614) 466-8716

Oklahoma
Chancelloi
Oklahoma State Regents for Higher Education
500 Education Building
_Slate _Capitol_Complex
Oklahoma City, Oklahoma 73105
(405) 521-2444



Oregon
Executive Director
Oregon State Scholarship Commission
1445 Williamette Street
Eugene, Oregon 97401
(503) 686-4166

Pennsylvania
Director
Pennsylvania, Higher Education Assistance Agen_y
660 Boas Street, Towne House
Harrisburg, Pennsylvania 17102
(717) 787-1932

Puerto Rico
Acting Regional Administrator
Student Financial Assistance
Office of Education, DHEW, Region II
26 Federal Plaza, Suite 406
New York, New York 10007
(21'i) 264-4045

Rhode Island
Executive Director
Rhode Island Higher Education Assistance Corpora-
tion
187 Westminster Mall
Room 414, Box 579
Providence, R1,ocic Isiand 02901
(401) 421-4964 Ext. 1834

South Carolina. (See Alabama)

South Dakota (See Colorado)

Tennessee
Executive Director
Tennessee Student Assistance Corporation
707 Main Strr et
Nashville, Tennessee 37206
(615) 7' 4 1 - 1 3 4 6

Texas
Acting Regional Administrator
Student Financial Assistance
Office of Education, DHEW, Region
1200 Main Tower Building
Dallas, Texas 75202
(214) 655-3811

Vermont
Director
Vermont Student Assistance Corporation
5 Burlington Square, 4th Floot
Burlington, Vermont 05401
(802) 658-4530

Virginia
Executive Director
Virginia State Education Assistance Authority
Suite 311, Professional Building
501 East Franklin Street
Richmond, Virginia 23219
(804) 786-2035

Washington
Acting Regional Administrator
Student Financial Assistance
Office of Education, DHEW, Region X
Arcade Building M.S. 1511

_1321 Second Avenue
Seattle, Washington 98101
(206) 442-0460

West Virginia
Acting Regional Administrator
Student Financial Assistance
Office of Education, DHEW Region, III
Post Office Box 13716
3535 Market Street
Philadelphia, Pennsylvania 19101
(215) 596-1027

Wisconsin
Director
Wisconsin Higher Education Corporation
115 West Wilson Street
State Office Building
Madison, Wisconsin 53702
(608) 266-0887

Wyoming (See Colorado)

American Samoa (See California)

VI Guam (See California)

Trust Territory (See California)

Utah
Director
Utah Higher Education Assistance Authority
807 East South Temple, Suite 301
Salt Lake City, Utah 84103
(801) 533-5617

Virgin Isla:ids
Acting Regional Administrator
Student Financial Assistance
Office of Education, DHEW, Region II
26 Federal Plaza, Suite 406
New York, New York 10007
(212) 264-4045



Appendix G

Self-Evaluation Checklist

The following self-evaluation checklist is an
unofficial version of the revised program review
checklist. It is included in this Handbook to provide a
means for schools to evaluate their own administration
of Federal financial aid programs, and as a means of
informing schools of the kinds of questions that would
be asked during an actual program review.

I. General Program Administration

2.

3.

a. What is the level and composition (profes-
sional - clerical) of staffing in the financial ,id
office?
*b. During what hours is tht financial aid office
open-to-students?
*c. Has the institution designated an official who
has the responsibility for coordinat;on of the
various Federal programs among themselves also
Federal programs with the non-Federal
programs?
d. Does the FAO (staff) regularly attend profes-
sional conferences and workshops?

a. Is there a financial aid committee?
b. If so, what is the composition of that commit-
tee?

*a. Are major functional responsibilities
(Piogram/Fiscal) .divided so that a single in-

,
dividual does not bear sole responsibility fOr the
entire administration of the programs?
*b. Are the functions of authorizing funds and
disbursing funds divided in such a fashion that no
one office has responsibility for both functions
with respect to any particular student aided?
c. Is there a systematic method by which recipient
lists, withdrawal/graduation lists, and any adjust-
ments are furnished to the fiscal office?

*4. Does_ the institution have written priorities and
procedures (including appeals) established in
selecting students to receive aid?

5: Are adMinistrative files current and do the files
contain:
a. Eligibility Letter(s) frotp Division ofEligibility
and Agency Evaluation (DEAF)?
b. Terms of Agreement and extensions for each
program? Is the inOtution aware of the expiration
date of each Agreement or extension?
c. Program Allocation Letters?
d. Program reports (Fisc-Ops Report, Default
Report, Progress Reports, Student Validation

"Represent" questions which are linked h, statuairy tlir regulatory requirements.

Report, Student Confirmation Reports, DFAFS
Quarterly Report)?

e. NDSL Interim Regs. (11/24/76) (8/24/78)
SEOG Interim Regs. (11124/76) (8/24/78)
CWS Regs. (09/01/76) (CWS NPRM 9/28/77)

(8/24/78)
BEOG Regs. (08/10/76) (06/11/76) (04/04/75)

(12/02/74) (11/06/74) BEOG
NPRM (6/15/78)

GSL Regs. +2/20/75) (1/29/76) (8/14/75) (GSL
NPRM 5/5/78)

Consumer Info. Regs. (12/i/77)
LS&T Regs. (12/23/77)

f. Notification of review action on institution's
applications and appeals?
g. NDSL List of designated low-income schools
publish-id-In-We Federal Register?
h. Current Student Financial Aid and BEOG
handbooks?
i. NACUBO manual?
j. NDSL collections manual?
k. DFAFS manual?
1. DFAFS Quarterly Reports?
m. HEW Audit Guide?

6. Are the following forms/documents available for
examination?

a. Financial Aid Brochure
b....Financial Aid Application
c. Catalog
d. Student Master Record Card
e. Affidavit of non-support
f. Affidavit of Educational Purpose
g. NDSL Note (new), Disclosure Statement, and
Repayment Agreement
h. Notification and Acceptance Forms
i. CWS Time Sheet/Records
j. Manual of Institutional Financial Aid Volicies
k. Enrollment Agreement
1. Written Refund Policy
m. Current Student Budget el Supporting Data
n. Evidence of Payment

*7. In non-proprietary institutions, does the admis-
sions policy allow for admitting students who
have not completed high school or a GED, but
who are beyond the age of compulsory atten-
dance? 1

7a1 In the case of proprietary schools, does the in-
stitution admit only students possessing a high
school diploma or GED certificate.

8. a. What is the institution's definition of an
enrolled student?

b. Is there a systematic method by which the
enrollment status of the student is verified
before disbursement is made?
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9. What is the institution's normal academic year?
*10. How does the institution define satisfactory

progress?
*1 i. Is there a systematic method by which the finan-

cial aid office verifies the status of a student in
good standing?

12. How does the institution define full-time, three-
quarter time and half-time students?

I 3, a. Is there a systematic method by which the
student financial .aid office (and lender where
appropriate) is notified when a student with-
draws or drops courses?
b. What method does the institution use to
determine a withdrawal date when a student
does not formally withdraw?
c. What is the dropout rate at the institution?
d. Is the NDSL collections person notified
when a student withdraws?
e. What procedures exist for assuring notifica-
tion to lenders of GSL recipients' cessation of at

-least- half:time-studies?
* 14. a. Does the institution have a written refund

policy?
b. Is this policy systematically applied?
c. How does the institution proportion the re-
funds to the various program accounts?

* 15. Which institutional official(s) notarizes the
following:
a. GK. applications?
b. Affidavits of Educational Purpose?

* 16. What needs analysis system is used?

Consumer Information Requirements

For schools receiving an administrative cost
allowance, does the information" prepared for
dissemination to students include descriptions
of:
a. Programs authorized under Title IV?
b. Programs administered by the State in which
the institution is located and the institution's
own programs?
c. Procedures and forms for applying for aid,
student eligibility requirements, recipient selec-
tion criteria, and eligibility criteria for the above
programs?
d. Rights and responsibilities of students
receiving aid under the Federal Financial Aid
Programs?

*2. For schools offering vocational courses of
study, is the appropriate information included
on employment and salaries and is the student
determined to be able to benefit from such
study?

3. Is information provided to prospective GSL
students as to complete dc.,cription of programs
and facilities offered?

G-2

III. Analysis of Student.Financial Aid
Files

Does each student file take into consideration
the amount of BEOG a student is entitled to
receive, whether that student has applied for a
BEOG or not, when making an award of cam-
pus based funds?

2. Does each student folder contain the following
documentation for each year of award:
*a. Financial aid application if appropriate?
*b. Citizenship or resident status?
*c. Information on any prior aid received at
another institution?
*d. Valid SER (institution copy)?
*e. GSL Application, if appropriate?
*f. Completed parent's/student's financial,
statement?
*g. Computed need analysis using the system(s)
approved by the institution in the Terms of
Agreement?
*b. Clear data which show an accurate bit, bet
for the student?
*i. Clear data which readily permit a deter-
mination of resources and student's need?
*j. Written documentation when changes have
been made in the family resources and/or the
student's computed need (preferably signed and
dated by source of information?
*k. An award letter?

(1) Dated?
(2) Listing all campus-based and other ap-
plicable aid awarded? (BEOG' eligibility
considered even if student has not applied?)
(3) Signed by the Financial Aid Officer?
(4) Award period indicated?

*1. A dated acceptance of award signed by the
student?
*m. A notarized Affidavit of Educational Pur-
pose?
*n: Appropriate certification or documentation
of student's indpendence?

3. Is there evidence that students' awards are
packages so that:
*a. No student's total aid awarded exceeds
need?
*b. NDSL awards do not exceed cumulative
limits?
*c. No SEOG is less than $200 or greater than
$1,500 for an academic year?
*d. SEOG awards do not exceed cumulative
limits?
*e. A student receiving an SEOG award meets
the definition of "exceptional financial need
(family contribution + 50% of need)?"
*f. An SEOG award is apporpriately matched
with other eligible aid?

SEOG awards are proportionately reduced
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for periods less than an academic year?
4. If an adjustment should be necessary in the

award package is there evidence that the institu-
tion makes appropriate adjustments to the fi-
nancial aid package within the term or the
award year involved?

5. Summer CWS earnings:
.*a. If student works on CWS during a summer
period, or other period during which she/he is
not enrolled, are costs incident to employment
considered to be 20 percent of the student's
gross earnings or $300, whichever is less?
*b. Is there written documentation in-the stu-
dent's file if costs incident .to employment ex-
teed the lesser of $300 or 20 percent?
*c. Do such earnings not exceed the lesser of
$600 or 40 percent in all cases?

*6. Does the institution's Basic Grant cost of educa-
tion reflect the allowable expenses?

*7. Was the appropriate payment schedule or dis-
bursement schedule used by the institution
(enrollment status and current year) for the
period involved?

* 8. Is there a valid Student Eligibility Report (SER)
secured prior to disbursement of BEOG funds?

*9. Are the SERs properly completed, dated and
signed by the institutional representative?

* 10. Were BEOG awards calculated correctly?
*11. Were proportional reductions of Basic Grants

made where required for part-time students?
*12. When the student's acadeinic year crosses two

fiscal year's, have two SERs been secured and
proper prorations been made?

* 13. Are appropriate records maintained regarding
GSL students' academic standing and courses
taken?

14. For student withdrawals, is there evidence of
proper applications of the appropriate refund
policy?

IV. Programmatic Section

Are written job descriptions avaifible on the
CWS positions?

*2. Are job categories appropriate, i.e., are re-
ligious, political and displacement provisions
satisfied?
Does off campus employment meet the public in-
terest test?

4. Off campus CWS agreements:
*a. Is there a current written agreement on file
for each off -campus agency participating in the
CWS program?
*b' Are agreements properly executed with
only private non-profit or public institutions?
*c. If the institution is proprietary, is it clear
that all CWS employment is Mth off-campus

"i

employers which satisfy the conditions above?
*d. Are agreements dated?
*e. Do the agreements follow the model as set
forth in Appendix B of the CWS regulations?

5. Minimum wage regulations: -
*a. Is the institution paying the current
minimum, wage to CWS students?
*b. If less, and if the instiution is a private in-
stitution, does it have current approval from the
Department of Labor, Wage and Hour Divi-
sion, to pay subminimum wages?
*c. If less, and if the institution is a public in-
stitution, (1.) does it have approval which was
effective on June 24, 1976, from the Wage and
Hour Division to pay subminimum wages even
though that division no longer makes this deter-
mination for public institutions, or (2) has the
institution requested approval from the Com-
missioner to pay subminimum wages?
Payroll regulations:
*a. Is there a system to limit the earnings of in-
dividual students to the amount awarded?
*b. Under the system are the earnings posted on
a current basis?

7. Restrictions on CWS earnings:
*a. Do all CWS students work not more than an
average of 20 hours per week (excluding sum-
mer 40-hour week CWS employment)?
*b. If some CWS students are working in. excess
of an average of 20 hours per week, but not
more than 40 hours per week, is there written
documentation that the student's financial need
remains so great it cannot be met from a job of
20 hours per week?
*c. If students are employed beyond the 40
hour limitation, are the excess hours paid solely
from other than Federal CWS funds?
*d. Are such funds taken into account in deter-
mining the resources of that student?
*e. Are CWS wages reasonable and appropri-
ate in light of local circumstances and type of
employment?
*f. If the institution places CWS students with
its private profit making services (food services,
security services, etc), does the contract between
the institution and the service agency
specifically provide for the employment of a
specific number of the institution's students,
their selection by the institution and the deter-
mination of each of the students' rate of pay?

8. Is the hourly wage not tied to class status
(junior, senior, etc.) and need?

9. Time cards:
*a. Are CWS time cards submitted at least
monthly?
*b. Does the time card contain a certification
by the student's supervisor stating that the stu-
dent has worked the number of hours listed?



*c. Does the time card contain a certificationby
the student's supervisor of whether the work has
been performed in a satisfactory manner?
d. Does the student sign the time card verify-

ing the hours worked?
* 10. Does the institution observe the $100 limitation

on overaward and the $200 limitation on over-
award resulting from employment in two or *4.
more concurrent jobs with one of these jobs
being work-study?

V. General Fiscal Administration

Is the institution aware that an audit of its cam-
pus-based student financial aid programs must
be performed not less frequently than once every
two years?

*2. Has the institution submitted the required reports
(fiscal operations report, progress reports, stu-
dent confirmation reports, NDSL default reports,
and DFAFS quarterly reports, etc.) on a timely
and accurate basis?
Has the institution retained all program records
for the' required minimum of five years?

*4. Are appropriate files and records protected
against fire and theft?

5. Are administrative files up-todate and contain-
ing:
a. Program allocation letters?
b. Copies of required program reports?
c. Program and Applicable Regulations, including:

NDSL Interim Regs. (11/24/76) (8/24/78)
SEOG Interim Regs. (11/24/76) (8/24/78)
CWS Regs. (09/01/76) (CWS NPRM 9/28/77)

(8/24/78)
BEOG Regs. (08/10/76) (06/11/76) (04/04/75)

(12/0204) (11/06/74) (BEOG
NFRM 615/78)

GSL Regs. +2120/74) (1/29/76) (8/14/75) (GSI:.
NPRM 5/5/78)

Consumer Info. Regs. (12/77)
LS&T Regs. (12/23/77)

d. NACUBC Manual

*3.

VI. Audit Trail

1. Are the amounts of the allocatioikand
authorization letters correctly entered as a-
counts receivable?

2. Do the DFAFS monthly cash .P,quests appear
reasonable for one month's (or terms's) disbur-
sement?

*3. Are there adequate accounting records in the in-
stituticn to assure the integrity of the Federal
funds and to provide a clear audit trail? Once
the institution receives a Treasury check for
dollars requested, is there:
a. Evidence of deposit of the Treasury check in
an account identified as being for Federal
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*5.

*6.

*7.

*8.

9.

funds?
b. A transfer of funds indicated to individual
program accounts either through subsidiary
control legers or bank accounts?
c. Evidence of disbursement to students before
funds are transferred to an institutional operat-
ing account?
Does the institution have an adequate system to
insure that BET, CWS, NDSL, and SEOG ex-
penditure:. are controlled within the current
year's allocation/authorization grant letters?
Has the institution:
a. Included, in the name of any account in

. which Federal fundS are deposited, the fact that
fiederal funds are deposited therein, or,
b. Sent a letter to the bank(s) listing the specific
accounts in which Federal fund's are deposited?
SEOG Fund Disbtirsement:
a. Is there evidence that the institution's SEOG
payments are disbursed in pro-rata amounts
corresponding to the number of semesters, tri-
mesters, 'or quarteri in the institution's
academic year? Or,
b. If the institution does not use such academic
periods, is there evidence that such funds are
disbursed at least twice a year with at least half
of the payment 'made after the midpoint of the
academic year?
NDSL Fund Disbursement:
a. Is there evidence that the institution's NDSL
payments are disbursed in equal amounts cor-
responding tq the number of semesters, tri-
mesters, or' quarters in the institution's
academic year? or,
b. If the institution does not use such academic
periods, is there evidence that such funds are
disbursed at/least twice a year with at least half
of the payment made after the midpoint of the
academic year?
BEOG Fund Disbursement:
a. Is there evidence that the institution's BEOG
payments are disbursed in. equal amounts at
least once at the beginning of each semester, tri-
mester, orquarter in the institution's academic
year? or, i

b. If the institution does not use such academic
periods, is there evidence that such funds are
disbursed in equal amounts at least twice a year,
with one payment made at the beginning of the
academic year and one payment made at mid -
point ?.
('WS Time Cards:
*a. Are CWS time cards submitted at least
monthly?
*b. Does the time card contain a certification
by the student's supervisor stating that the stu-
dent has worked the number of hours listed?
*c. Does the time card %.:Inta in a certification by
the student's supervisor of whether the work has
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been performed in a satisfactory manner?
d. Does the student sign the time card verify-

ing the hours worked?
* 10. Are CWS payments made by the institution at

least once a 'month?
* I I . Is at least the Federal portion of the CWS wages

paid by check or similar instrument which may
be cashed by the student on his own endorse-
ment without further restriction?

* 12. If the institution's CWS share is paid by check,
is it disbursed to the student at the same time the
Federal share is disbursed?

* 13. If the institution's share is in the form of tuition,
fees, services, or equipment for an academic
period during which the student is employed, is
that share contributed prior to the close of the
student's final pay period?

*14.. If the institution's share is in the form of prepaid
tuition,. fees, services, or equipment for a
forthcoming 'academic period, does the ittltitu-
tion give the student a statement of this share
prior to the close of tit.: student's last pay
period?

* 15. Is there sufficient documentation at the institu-
tion to support all payroll disbursements?

* 16. Do the institution's accounts show that CWS
funds are used only for:
a. Payment for the Federal share of compensa-
tion to students?
b. Transfer to SEOG?
c. Payment, of allowable administrative ex-
penses?

17. Is the appropriate, ratio of institOonal funds on
deposit at, the time of each CWS payroll disbur-
sement?

*18. Does the accounting system shs.i.h that SEOG
funds are used only for:
a. Payment tr, students?
b. Transfer to CWS?
c. Payment of allowable administrative ex-
penses?

*19. Does the accounting system differentiate be-
, tween initial year and continuing year funds?

*20. Is the institution aware that direct transfers from
the institution's Initial Year award to Continu-
ing Year award (and vice versa) are not
allowed?

*21. If the institution participates in tl CWS and/or
SEOG programs, is it meeting its Maintenance-
of- Level -of- Effort requirements? Cite years for
which base was calculated.

*22. Does the institution understand that cash or any
expended grant authority in BEOQ, SEOG and
CWS remaining at the end of an award period
cannot be used to increase the spending
authority (grant letter or authorization letter
amount) for the subsequent year?

*23. Are the following NDSL records maintained at

the institution?
a. General journal?
b. Cash Receipts Journal?
c. Cash Disbursements Journal?
d. Cancellation Jouranl?
e. General Ledger?
f. Subsidiary Ledge of Student Accounts?

*74. Is the institutional matching portion (1/9 of
Federal share) deposited into the NDSL fund

.on or before the time that the Federal share is
deposited?

*25. Are loan payments evidenced in the institution's
records by cancelled checks or vouchers?

*26. Are signed receipts obtained each time a BEOG
or SEOG payment is credited to a student's ac-
count?

*27. Is the school's refund policy in writing and ap-
plied correctly in conjunction with Guaranteed
Student Loans and BEOG?

28. , To whom are FISL refunds sent?
29. What accounting procedures do the institution

use to keep track of undisbUrsed loans or por-
tions of loans?

VII. NDSL Collections

*1. Do the institution's follow-up activities include
the use of skip-tracing?

*2. Is there evidence that if the institution is still
unable to, obtain payment from the borrower,
that it
a. Utilizes the services of a collection agency;
or,
b. Performs collection activities with its own
personnel; or,
c. Resorts to litigation?
Does the institution understand that reasonable
litigation and collection costs may be charged to
the NDSL fund?

*4. Does the institution understand that it has tile
responsibility to make decisions relative to can-
cellation and defernient which may not be
delegated to any billing service, collection,
agency, or other fiscal agent? .

J If the institution uses a billing .service, does it
understand that it cannot use a collection agen-
cy owned or controlled by that billing service?
Has the institution maintained all financial aid
repayment records on National Direct/Defense
Student Loans for at least 5 years beyond the
date on which the individual borrower's ban
has been completely repaid, cancelled or
assigned to the Office of Education?

7. Does the school have the NDSL list of desig-
nated low-income schools published with
FEDERAL REGISTER? The . NDSL Collec-
tions Manual?

NM& 1#111NOW
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*8. Does the institution use the appropriate
promissory note form?

9. Is there evidence that the institution Provicle5 to
the borrower not later than the time a pro'hi559-

..
ry note is signed, a full disclosure ehis rights
and obligations and Truth in Lending irifortna-
tion whenever a loan is made?

* 10. Is there evidence that each borrower reeeive5 an
exit interview prior to leaving the institutio1i?

*11. Does the exit interview procedure:
a. Provide the borro.ier with a detailed ex-
planation of the borrower's rights and Obliga-
tions?
b. Provide the borrower with a copy Pf the
repr.,yment schedu! specifying the total elllount
of the loan and the dates and amounts of iristall-
ments as they become due?

* 12. If a borrower leaves the institution withoilt. a
notice, are there procedures for mailbag tht bor-
rower a copy of the note and other materials
that would have been in the exit intervic-Nt,v,..,and,--
advising the borrower of the repayment
schedule?

*13. Does the institution maintain a written record of
the exit interview including a copyof ize-;;3Y-

ment schedule signed by the borrower?
*14. Does the institution hci:e procedures for con-

tacting each borrower no less than three tinies
during his 9-month grace period?

* 15. Is there evidence that the institution has
established and maintained regular billing and
follow-up procedul-es for the period ify which

any outstanding balance remains unpaid?

VIII. State Student Incentive Grant
Program

The State Student Incentive Grant Prograrn
matching formula grants available to states to stimul-
ate the establishment and expansion of State financial
assistance programs ar.E1 the investment of State
resources in scholarship/grants for undergraduates
with substantial financial need.

Participating status can use one or a combination of
two student application and grant award Procethires.
Approximately two-thirds of the State operaticrls are
centrally administered. These agencies:

(1) 'receive applications for financial assistance
directly iTOM financially needy students;

. (2) inform ;hem of their awards (if found eligible);
and
(3) upon notification of their attendance at art in-
stitution, make student /institutional payineots of
grants.
In the remaining states, funds are sub-allocated:I to

eligible institutions on the basis of strdent enrollment
need formula. The institution receives funds for Stu-

. dent grant payments after submitting documents
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rMecting reci. "mended applicants who meet the cri-
teria. for approval by the State agency and after such
grants, hi* been approved by the State. agency.

Unlike the centrally administered SSIG programs
v./here the actual student files are located in the State
agency, the files in the decentralized systems are main-
tained at the institution. However, the statute places in
the State agencies the responsibility of administering
the SSIG Program. The program regulations require,
the,refore, that each participating State is subject to the
audit and retention requirements of the Office of
Education General Provisions.

Since the states are the designated recipients of the
program, program reviAs of the SSIG will have to be
conduct d at the state agencies regardless of whether
the Sate operates a centralized or decentralized'
system. Naturally, whatever the level of involvement in

SSIG Administration at an individual institution the
program review would include examination of the
operation of the program to the extent possible. The

followin _questions would be utilized at _a State agency
in their entirety and utilized at an institution to ale ex=
tent appropriate under the circumstances. -

*1. a. What are the eligibility criteria for students
Who receive grants?
b. Does the State have a systematic procedure
for verifying, the eligibility information?

2. a. What are the State's standards for determining
substantial financial need?
b, Are these standards consistently applied?

3. Which approved needs analysis system is used by410
the State?

4. What types of schools may a student receiving an
SSIG attend?

5. Does'the amount of funds expended by the State
kir the non-Federal portion of SSIG awards for
each fiscal year represent an additional expen-
diture for that year over the amounts expended by
the State for grants to all students attending in-
stitutions of higher education during the base year
used in the maintenance of effort requirements?

6. a. Are Federal funds used to pay no more than 59
percent of the aggregate amount of individual Stu-
dent grants made wider the program?
b. Are State matching funds made in a timely-
manner from appropriate sources?

7. Do student, grants exceed the limit of $1500 per
academic year?

8. Are distinctions between Initial year and Con-
tinuing Year funds properly maintained?

9. Is the recipient maintaining satisfactory progress
according to the standards of the institution at
which the student is enrolled?

10. a. Does the recipient owe a refund on a grant
previously received at that institution under the
BEOG,,SEOG, or SSJG program?
b. Is the recipient in default on a loan made, in- 410
sured, or guaranteed under the NDSL or GSL
program for attendance at that institution?



Exit interview

Thp exit interview will normally include the Presi-
dent, Financial Aid Officer, Fiscal Officer and' any
other involved institutional personnel. Since this meet-
ing will serve a "summary" of findings, it should he
well organized and be comprehensive.enough so that
no surprises will appear in the formal written report.

Weaknesses in program ma lagernent should be
identified and possible ways of improvement should
be offered.

Strengths in program management should also be
recognized and the Program Officer should be as sup-
portive of the financial aid program as possible. Also
an expression of appreciation for helpfulness of the in-
stitution and the level of cooperativeness of the institu-
tion should be acknowledged. In short, the presence of
a "positive" attitude from the Program Officer is vital
to the effectiveness and impact of the program review.

In situations where the program officer has dis-
-covered serious program violatiOns,. _certainly the
seriousness of the problems should be conveyed to in-
stitution officials. The subsequent prtgam review report
will be the official transmittal of all finds and recommen-
dations.

Specific statements and questions which are
answered during the meeting should be carefully
noted, so that the written confirmation will folloW the
oral responses.

Program Review Report

The purpose of the program review report is to com-
municatehe relevant findings of a review relating to
any problems the institution may be having with the
administration of student financial aid programs. It is
expected that the presentation of the institution's ad-
ministrative strengths and most good management sug-
gestions will be coveied in the, exit interview. This
strategy is not designed to de-emphasize technical
assistance and positive feedback to the institutions, but
is dictated by the necessity to utilize with maximum
efficiency the limited time of the Program Officers.

The work sheets and the completed field document
should provide the reviewer with the necessary docu-
mentation to prepare .a report within no more than 30
days after the review in the vast majority of cases. A
review finding no program administration exceptions,
or exceptions only in classes I and II, would refailt in a
letter confirming the findings and instructions given to
the institution's officials during the exit interview. No
regulatory citations would be necessary. The institu-
tion should be requested to respond within 30 days of

receipt of such a letter with assurances that any re-
quired corrective steps have been completed. or
specifying when stv:h steps will be completed.

A review which uitcovers findings in classes. III , VI
would rr-q' uire a more detailed aid rigorous report.
This report should be narrative in form and under each
finding there should oe a summary of each finding, a
specific example(s), with citations for the applicable
program regulations. The recommendations for action
should be clearly related to the appropriate finding so
that the institution will understand both the require-
ments and underlying reasons for such requirementS..
This report should be completed within 30 days of the
review and the institution's response should again be
submitted 30 days after receipt of the report.

A. special copy of the report or letter should be pre-
pared with the appropriate aficlit codes placed in the
margin= beside each finding. If the report is prepared by
a Regional Office, the annotated report should be sub-..

mated to the Pfogram Review Branch, Division of
Certification-and-Review, in Washington, 13,C-. A copy
of Central Office review reports. are transmitted to the
appropriate Regional Office. This information will be
necessary for the combined, audit - program
review/program abuse information system being im-
plemented in DHEW.

Follow-up On Institutional Response

The transmittal of the report on the Program review
normally requests a response within 30 days of receipt.
In the event that a response is not received within the
specified time period, with all due considerations
given, the institution should be contacted and the
reason for non-submisSion of a response ascertained.
In a small number of cases the reason for lateness may
be unwarranted. Regional Officer staff should con-
sider whether a request to the Director, Division of
Certification and Program Review for an Emergency
Action under the LS&T authority is appropriate in
these circumstances.

Once the institutional response is received, it should
be reviewed carefully to ensure that all recommenda-
tions are adequately treated.

Institutions with no Major Exception Cited

If the institutional response is considered adequate
and reasonably in compliance with the recomme'nda-
tions-in the report, then the case may be closed. The in-
stitution should receive a brief letter confirming that
alirequirements have been met.

If additional information or clarification is needed,
the reviewing officer'should then follow through with
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the institution until a satisfactory response is negoti-
ated and the case can be closed. All correspondence
and conversation with institutional officials regarding
the review should be included in the institution's
review 1!le and copies sent to the Program Review
Branch ('Washington).

Institatio5.s with Major Exceptions Cited

The basic procedure of reviewing the response for
adequacy and reasonableness, documenting all con-
versations and keeping copies of all correspondence in
the institutional file should be followed for institutions
with major exceptions cited. However, since the
resolution of these reviews will undoubtedly be more
complex and since some will result in institutional fi-
nancial liabilities, a greater amount of diligence and
effort on the part of the Program Officer will be re-
quired in these situations.

A great many of these reviews may include the re-
quirement for an independent audit to be conducted by
the institution. It will be the responsibility of the
Program Officer in these cases ;o determine an ap-
propriate completion date of,the audit, and to be sure
that the specific program proCedures are being applied
properly during the conduct of the audit. Also, coor-
dination and consultation with the HEWAA may be
necessary, since the audit must be accepted by the
HEWAA before the BSFA can be officially cognizant
of the contents of that Pudit report.

The Compliance iiivision and the Office of In-
vestigations may also} be involved in a number of the
institutional follow-ups and close coordination needs
to be maintained with those offices to insure transmit-
tal of the proper information.

In general, the institutional responses in these catego-
ries should be scrutinized and wherever there
is any question or justifiable reason to doubt a
response, there should be no hesitation on the part of
the reviewing officer to request supporting documenta-
tion from the school.

Needless to say, the resolution of reviews involving
major exceptions will often require considerable
modifications of standard procedures. Considerable
tact, judgment, and re,). ..efulness will be a definite
requirement in dealing with these situations.

Taxonomy of Program Abuse

The classes of errors listed in this section are not in-
tended to be mutually exchnive. Conceivably, it would
be possible for one institution to have errors in each of
the classifications. Obviously, a class V situation is
more serious than class II occurrence. The precise
point Fit which at class goes to the next level is
primati\ily a judgment call exercised by the responsible
Program Officer.

I. Exceptions to Good Field Practices:

The institution has not implemented- certain good
management practices having wide acceptance in the
student financial aid community or which have been
adopted by professional associations as conducive to
responsible administration.

Examples:

(I) No financial aid committee
(2) Lack of an annual calendar of financial aid ac-

tivities.'
(3) Financial Aid Office not open throughout the

day
(4) No formal procedures for student grievances

BSFA Act ions:

The reviewer should disseminate information, pro-
vide re:,ornmendations and explain how implementa-
tion of th se practices can assist the institution in ac-
complishing its goals and provide for more effective
administration. The review report would be a letter
confirming the findings and recommendations.

II. Violations of Compliance
Requirements:

The institution has faiied to take actions that are
clearly required by statute or regulations, yet it has the
basic data necessary to assure that the students aided
were needy, met other eligibility requirements, and
that the funds were expended only for allowable pur-
poses.

Examples:

(1) Absence of award letters or student acceptance
documents

(2) All functions of determining eligibility and dis-
bursing funds are in a single office

(3) Lack of NDSL exit interview procedures

BSFA Actions:

The reviewing office should communicate in the
exit interview and by letter the compliance require-
ments nat have been met and receive written
assurance of their impleinentation as a condition of
continued participation in the programs.

III. Liability Limited and Determined:

The, institution has failed to Gbtain supporting data,
take actions, or made incorrect judgments in the basic
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areas of student eligibility requirements appropriate
expenditures, or matching requirements, and the
failure is (a) limited in scope, (b) precisely determined
through a site visit (program review)or other definitive
means, and (c) judged to be extraordinary to otherwise
generally acceptable pro ceudres.

Examples:

(1) Two cases of SEOG awards not meeting the
definition of "exceptional financial need" in a
review sample of SEOG awards for a year

(2) Absence of needs analysis in 10 percent of
reviewed folders

(3) The institution has failed to deposit its institu-
tional share when the last two deposits of
Federal Capital Contribution were made to the
NDSL funds

(4) In a review of a large number of SEOG awards,
two cases were found where the "matching re-
quirements" were short by, for example, $300 in
each case due to improper funds being con-
sidered as matching

(5) One overaward in the sample of reviewed
folders

(6) Ten percent of the sample indicates missing or
improperly executed Affidavits of Educational
Purpose

(7) Twenty percent or fewer files with missing
receipts

BSFA Aet ions:

The program review report should communicate the
extent of the liability to the institution. The recom-
mendations of the reviewing office in situations where
the liability is $50,000 or more are subject to the
review and approval of the Chief, Program Review
Branch (Washington). The draft report should be sub-
mitted to the Chief of the Program Review Branch for
an expedited response to the issuing Region. Written
evidence that the institution has made restitution and
implemented policies or procedures to preclode
further liability of the type identified should be
received within 30 days of the institution's receipt of
the report.

IV. Liability Underter 'ned but
Reconcilable:

The institution has failed to obtain data, take action,
or has made incorrect judgments hi the basic areas of
student eligibility requirements, appropriate expen-
ditures, or matching requirements. -The failure is of
such Scope that it cannot be determined with reasona-
ble certainty during a program review but it is judged
to be reasonably determinable by additional actions

taken by the institution (including requirements for
special independent audit reports at the institution's
expense).

Examples:

(1) Fifty percent of all SEOG awards reviewed did
not meet the definition of "exceptional financial
need"

(2) Absence of needs analysis in a significant num-
ber of the reviewed folders

(3) Overawards in a large number of reviewed
folders

(4) Failure to provide any institutional capital
deposits to the NDSL fund

(5) More than ten percent of sample indicates miss-
ing or improperly executed affidavits

(6) More thaii twenty percent of sample indicates
missing receipts

BSFA Actions:

Subject to the approval of the Chief, Program
Review Branch (Washington), the reviewing office
may negotiate with the institution to arrive at a
mutually acceptable plan for the institution to deter-
mine the precise extent of liability and make restitu-
tion. Such a plan might include the institution itself
reviewing all cases of a certain type to determine
liability, or, in a more complex situation, an institu-
tional commitment for a certified audit within a precise
time span. The plan must be in writing, contain actioil
steps, have a precise time for implementation, and
represe A a firm institutional commitment to restore
determined liabilities.

V. Liability Undertermined and
Unreconcilable:

The institution has broad failures to obtain data,
take action or has made incorrect judgment in the
basic areas of student eligibility requirements, ap-
propriate expenditures, and matching requirements to
the extent that they are not likely to be determined
without extensive reconstruction and audit work.

Examples:

(1) Absence of any substantial student eligibility
documentation in a large percentage of cases

(2) No fiscal ledgers
(3) No traceable expenditure records
(4) Little or no evidence of student receipt of funds

BSFA Actions:

The reviewing office should refer these cases to the
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Director, Division of Certification an Program
Review for further action. Precise documentation, "a
bill of particulars," should accompany the referral and
the reviewing office may recommend the action it con-
siders appropriate.

VI. Potential Fraud:

The institution is suspected of dererring Federal
funds for its own purposes or suspicion exists of intent
to deliberately circumvent basic Federal requirements.

BSFA Actions:

The reviewing office should refer these cases to the
Director, Division of Certification and Program
Review for further action. In general, the reviewing
office should submit copies of documents indicating
possible fraud whenever possible. The following are
examples of circumstances which indicate, or may in-
dicate, fraudulent activity.

(1) Falsification of information_ and records
(2) Signatures which appear to be forged
(3) Commingling of Federal funds
(4) Records inadequate for review (no audit trail)
(5) No power of attorney (GSL)
(6) Awards to ineligible students or students in in-

eligible prograils
(7) Information secured from students, employers,

or reports by other Federal and State agencies
Examples of documents which may assist the further

investigations include:
(1) Copies of canceled checks, or ledger entries of

any unauthorized transfer of Federal funds to
institutional accounts.

(2) Names of student and social security numbers
in cases where there appears to be a pattern of
refund liabi'ity, or other identifying informa-
tion in cas,:s where disbursements to non-
enrolled or fictitious persons are involved.
Brief and precise description of any weak-
nesses in fiscal controls where there is suspi-
cion, but not concrete evidence, that federal
funds ma,/ have been diverted for institutional
orpersor, al putrnses.

(4) A copy of the institution's current and any pre-
vious catalogs.
A copy of the institution's financial aid policy
and procedures.

(6) Name of key official(s) at the institution in-
volved in student financial assistance
programs.
List of as many students receiving financial
assistance through BSFA programs as possi-
ble.

(8) Copy of institution's refund policy if not in-
cluded in institution's catalog.

G-10

(3)

(5)

(7)

1 (,_)

(9) Complaint letters
(10) Program review reports and any other reports

relevant to the review.
(11) Copy of correspondence between OE and the

institution.

Program Review Codes

General Program Fraud and Abuse

1301 Custody of Federal Funds*
02 Previous reported corrective action not

adopted
03 Violation of conditions of participation by in-

stitution
03A Violation of compliance requirements*

04 Violations of conditions of participation by stu-
dents
04A Violation of compliance requirements*

General Prcgram Regulatory Violations

1308 Administrative expense claim exceeds limit
09 Maintenance of minimum level of effort not

met
10 Students charged nonuniform tuition and fee
11 Other regulatory vidlations or deficiencies *

1 IA Violation of program regulations*

General Program Accounting Deficiencies

1315 Records inadequate for audit
1315A Maintenance of records*

16 Letter of Credit report not reconcilable to other
records

17 Cash balances in excess of need
18 Audit disagrees with financial report---
19 Subsidiary accounts inadequate
20 Student ledgers tinadequately or improperly

posted
21 Interprogram transfer improper or excessive
22 Other accounting deficiencies

22A Inaccurate and incomplete ::formation*

General Program Administrative
Deficiencies

1323 Written operating procedures not available
24 Written refund policy lacking or not followed
25 Institution not diligent in obtaining refunds
26 Other administrative deficiencies

26A Need to segregate personnel duties*
26B Need additional staff*



General Program Student Records
Deficiencies

NDSL Specific Deficiencies

1415 Delinquency rate excessive
1330 Student need docUmentation inadequate 16 Collection procedures inadequate

31 Affidavit of educational purpose not on file 17 Interest computations erroneous
32 Other student records incomplete or missing 18 Cancellation inadequately documented

19 Institution Capital contribution untimely or not
provided

General Program Award Processing 20 Promissory notes incomplete or absent
Deficiencies 21 Prcmissory notes not Droperly safeguarded

22 Sum of loans exceed allowable maximum
1336

37
Awards to ineligible students
Awards to students in ineligible programs

23 Loans exceeds maximum limits during first two
years

38 Awards miscalculated 24 Loans made to nursing students
39 Awards made for less than program minimum 25 Other NDSL deficiencies *
40 Awards exceed program maximum
41 Other awarding deficiencir;

SEOG Specific Deficiencies . BEOG Specific Deficiencies

1401 Awards nct sufficiently matched 147.8 Awards not paid in at least two equal payments
02 Signed acknowledgement of award not on file 29 Award credited to student without signed
03 Direct transfer of funds between Iy - Cy or Cy - receipts

Iy 30 SER data not verified with other student data
04 Other SEOG deficiencies * 31 Other BEOG deficiencies *

CWS Specific Deficiencies

1406
07

Federal share of compensation exceeds 80%
Institutional 20 percent, untimely or not pro-

GSLP Specific Deficiencies

vided 1435 Loans disbursed prior to commitment
08 Federal share of earnings not paid by check 36 Loans disbursed to "no shows" after 90 days
09 Students work over 40 hours p: week 37 Loans made or disbursed without due
10 Students employed by ineligible agency diligence
11 Records not available to support wages paid 38 Interest charged to government excessive
12 Other CWS deficiencies * 39 Sale or transfer of ineligible/uninsurable loans
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Student Name

Program Enrolled In

CAMPUS-BASED WORKSHEET.

H.S. Diploma

SSN

A/Y Reviewed

Citizen or Perm. Res.

* * * * * * * it * * * * * * * * -"a * 1"; * * * * * * *

'GENERAL INFORMATION IN FOLDER

Institutional F/A application? _______

F/A transcript in folder?

Stud. affid. signed? ____ Notarized?

Indep. stud. certified or waiver?

Changes in need asal. or award documented? ____ _

AWARD LETTER

Award letter dated'

Award letter signed by FAO?

All financial aid lisfed7

Signed acceptance by stud 7

* * * * a * tii * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *

SEOG

Family contrib. less than 50% of
cost of education?

Award at least $200 and not over
$1500 a year _______

SEOG within 50% of need?

Award within aggregate limits of
$4000; and 4 yr. lira. observed? _______

SEOG matched with eligible aid'

PROGRAMS

NDSL

Cumulative maximum observed'

Promissory Note? Signed?

Truth in Lend. Statemt. Signed? _

Tirne cards kept'

Signed by supervisor'

Payroll voucher'

* * * * * * *

F/A NEED AND AWARD

Total Fin. need? $

*
4

tr

tr Method: Ck. to Stud.
1

DISBURSEMENTS

Cred. to acct.
2 3

BEOG $______ CWS -4 (Arno.int & Date)

SEOG OTHER $_ BEOG $

NDSL $ -4 Signed Rec.

TOTAL AWARD $ SEOG $

Signed Rec.

NDSL
Does award exceed need
by more than $100? CWS $
($200CWS)

G-I2

-t$ OTHER $

rl
V IL)

CWS

4 RECOVERIES

4 Date W/D
4'

N/A



BEOG WORKSHEET A/Y Reviewed

Student Name Soc. Sec. No

Program Enrolled in Length

Enrollment Date for Current Academic Year Year in BEOG Program

High School Diploma Citizen or Permanent Resident

SER

Cost of Education on SER Eligibility Index

Breakdown: Scheduled Award

Tuition & Fees Expected Disbursement

Room & Board Award calculated correctly?

Miscellaneous Full time 3/4 Tim.-.! 1/2 Time

Data reported bystudent appears to be reasonable?

Attendance confirmed before disbursement?

Student Affidavit signed? Notarized?

DISBURSEMENT

Disbursement Method: By check to student By credit to's,account

Payment Date Amount Signed Receipt REFUNDS

1
Date of withdrawal

2

3

4

5

6

Total

Uomments:

====111

Tuition refund to student $

BEOG recovery $

Calculated correctly'
Recovery entered

3asic Grant Cash Account ___
P.rogress Report

(heIn Is of reviewer
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Appentix I

411 State Student Incentive
Grant Program

FY 1978 STATE:

PAYMENT r,YSTEM:

BASIC ALLOT-
MENT: $

MAINTENANCE
OF EFFORT:

Base Year: FY
Base Level of
Effort (Subject

to Audit) $
(See paragraph 4,
below)

Speoial Terms and Conditions
Governing Administration Of The
State Student Incentive Grant -

Program By State Grantee Agency

The Federal funds granted to the State scholar-
ship/grant agency (hereafter referred to as "the agen-
cy") designated on the attached Notification of Grant
Award (OE Form 6030) shall be administered in ac-
cordance with the following specific terms and condi-
tions, which are incorporated in that grant by
reference:

. The agency shall administer a program of matching
Federal and State scholarship/grant funds designed to
expand existing State programs or establish new'State
programs, referred to hereafter as the "State Student
Incentive Grant (SSIG) Progrkin,"under which initial
and continuation grants of up iN $1500 ($750 Federal
share) per academic year for attendance et postsecon-
dary educational institutions are provided to eligible
undergraduate students who demonstrate substantial
financial need.
2. The agency shall be considered to be the "single
State agency" required to administer the SSIG
Program under Section 415C(b)(1) of the Higher
Education Act of 1965, as amended; and it shall be the
only agency designated within the State to administer
the SSIG funds awarded to the State, provided that the
agency may utilize the services of one or more sub-
agenices, including postsecondary educational institu-
tions, acting on its behalf and at its discretion in carry-

, ing otht individual functions or activities under its

SSIG Program. Whether or not it utilizes the services
of sub-agents, however, the agency shall remain pri-
marily responsible for the proper administration of all
asrectc of its SSIG Program, including final approval
of individual student awards.
3. The agency shall annually establish criteria, pur-
suant to the requirements of Section 415C(b)(3) of the
Higher Education ),,et of 1965, as amended, defining
"substantial financial need" of students for assistance
under the SSIG Program; such criteria shall be subject
to annual approval by the U.S. Commissioner of
Education under the provisions of Regulaticies con-
tained in 45 CFR 192.7 and 192.8.

e. Because the Fis al Year 1978 SSIG Program ap-
propriations were rnbined for both initial and con-
tinuation awards, ates have been permitted to ex-
ercise discretion, wtieir-making application for FY
78 SSIG Program funds, in suballocating the funds
allotted to each State for Fiscal Year 19-79 as be-
tween those two categories of student awr.c4F,'. Final
regulations governing such suballocatir%i,-, were
published in the Federal Register on September 14,
1977 (45 CFR 192.3(f). The agency specifies on
Line 12 of its FY 1977 applic-,' on the amount of its
allotment which is estimates .,Auld be suballocated
for making initial awards, and on Line 19a of its ap-
plication, the amount of its allotment which it esti-
mates would be suballocated fbr making continua-
tion awards. The cited special procedures provide
for review by the Commissioner, on or before Sep -
tember 30, 1978, of these estim ted suballocations.
Not later than September, 1978, herefore, the agen-
cy shall report to the Commis loner, any revisions
which are to be made to the estimated suballoca-
tions specified in its application; provided, that no
revisions will -be authorized by the Commissioner
which will cause the agency to exceed the total
award indicated in the attached notification, or any
modification of the grant, or which will cause the
total authorized nationally for initial awards in FY
78 to exceed the $50 M authorized ceiling for those
awards. If the Commissioner shall determine, as a
result of this review, that the agency's FY 78 allot-
ment will not be fully utilized, it may reduce that
allotment accordingly and reallot these unused
funds to other States with remaining unmet need for
SSIG Program funds. ,
f. The agency shall not make further revisions, sub-
sequent to 9/10/78, in the amounts of its FY 78 SSIG
Program allotment to be suballocated for making in-
itial and/or continuation awards; provided,
however, that if the agency shall deem it necessary at
the close of the grant period to make further
minor adjustments between these suballocations, in
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order to avoid underutilization of funds granted to it
for FY 78 and to maximize the number of students
receiving grants, it may, at its option, provide for a
final reyision in its previous suballocations, amount.
ing to not more than five (5) percent of the total FY
78 SSIG Program funds granted to it, provided such
adjustment will not result in exceeding the $50 M
ceiling on initial awards referred to in paragraph e,
above, in which case the Office of Education
reserves the right to disapprove such revisions, in
whole or in part.:

7. While no SSIG student awards shall be made to stu-
dents enrolled in correspondence schools, the SSIG
institutional eligibility policy includes 2-year and 4-
year public and private colleges and universities, com-
munity and junior colleges, vocational schools, techni-
cal institutes, acctedited proprietary schools, hospital
schools of nursing, and others. Pursuant to the provi-
sions of Sec. 415C(b)(4) of the HEA, as amended and
45 CFR 192.4(f), for academic years beginning Octo-
ber 1, 1978, or the:eafter, all nonprofit institutions of
higher education listed in the most recent edition of the
publication "Postsecondary Institutions Eligible for
the Basic Educational Opportunity Grant Program."
8. Some States also make awards which students may
use at institutions located in other States. If the State
wishes to determine whether a specific public or pri-
vate nonprofit institution has been recognized as eligi
Die for student aid by the Office of Education, the State
should contact the Division of Eligibility and Agency
Evaluation in the Bureau of Higher and Continuing
Education, U.S. Office. of Education, Washington,
D.C. 20202.
9. The agency shall maintain adequate program and
fiscal records and shall submit any reports which are
required by ,;c Commissioner in order to carry out his
functions under the SSIG Program. The agency's
records shall, in particular, demonstrate the mainte-
nance of a clear audit trail reflecting the maintenance
of separate fund accounts to document the receipt and
disbursement of equal Federal and State matching
contributions to the SSIG Program. These records
shall demonstrate equality of Federal and State match-
ing zontrinutions, both in total, and also on a grant -by-
gr2.nt basis, so that each student grant awarded under
the SSIG Program shall be made up of exactly equal
Nrtions of Federal z..nd State matching funds (in addi-
tion to any supplemental awards which the agency may
choose to make to any student frOm 100% State
funded sources).
10. The agency shall furnish access to representatives
of.the Secretary and the Commissioner, and to repre-
sentatives of Comptroller General of the United States,
for purpoes of audit and examination, to any books,
documem., papers and records of the agency that are
pertinent to this grant, at all reasonable times during
the requirA period of retention of such records. Sub-
mission by mail of specimen documents of the types
enumerated in this paragraph may be -Nuested by the
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SSIG Program.
NOTE: The Notification of Grant Award document
contains specific i&iitification numbers which must be
used for fiscal transactions (and related inquiries) with
the Federal Government. The Entity Number or EIN
(Employer Identification Number, developed by the
Internal Revenue Service) uniquely identifies the reci-
pient State agency. The Document Number identifies
the specific Federal grant under this program. Besides
Grant authority for the disbursement); the CAN (Com-
mon Accounting Number), which .dicates the specific
Federal account against which the disbursement is
drawn; and the Object Class Number, which indicates
the specific purpose or use of the Federal funds (for
examPre, the 41. prefix indicates a grant).

Reports

The Grantee shall submit to the OE Finance Divi-
sion the reports listed below in conformity with the
quantity and due dates shown.

A. PERFORMANCE REPORTS (OE Form 1288-1, attached to
Financial Status Report - HEW 601T - see below)

Type of Report
Final Report

Quantity
3

Due Date
30 days after the
close of the Fiscal
Year.

B. FINANCIAL STATUS REPORT (HEW FORM 601 T) (mailed
to Office of Education, Finance Division, I iscal Services
Branch, Room 3089, 400 Maryland Avenue, S.W.,
Washington, D.C. 20202)

Type of Report Quantity Due Date
Final 3 30 days after the

close of the Fiscal
Year.

C. QUARTERLY REPORTS (Letter of Credit Payment System
only; mailed to same address as HEW 60IT above)

ype of Report
602T

603T

Quantity Due Date
3 Within 15 working

days following each
Quarter

3 Within 15 working
days following end
of each Quarter

Conditions For Payments

The Notification .of Grant Award document indi-
cates specific payment system to be used, pro-
:edure r requesting tunds, and contact point for in-
quiries regarding payments under the award. The
officially designated State scholarship agency respon-
sible for SSIGP may be under any of the following
payment 7VSterns:

OE Le.Aei,- of Credlt may be used if the grantee is
pail of the State Department of Education and if the
State is I lot affiliated with the DHEW disbursement
system known as DFAFS (see below).



DFAFS (Departmental Federal Assistance Fi-
nancing System, formerly NIH System) is used
through special arrangements between the State fis-
cal office ani DHEW.

NOTE man, e Thionent yr sh,., 11 on fir, 6. ant 41, emrrlt

Direct Payment, via U.A. Treasury check, may be
used by certain designated State agencies. Federal
funds are requested by submitting form HEW 604 -
T, "Request for Advanc; or Reimbursement."



(Name of State Agency)

19... 19_ SSIG Student Institutional Roster

Report Date:

SAMPLE

Institution

1

Other TotalSocial R Family
State Financial Financial CostSecurity F 0 D Contri Net I S.S.I.G, Matching Aid Aid ofNumber P . Last Name First Name C I bution income C Amount Amount Amount Amount Education

1.

2.

3

4.

5.

6.

7.

8,

9,

10.

11.

12.

13.

14,

1E.

16,

17.

18.

19.

20.

21.

22

23.

24.

25,

26.

27.

28.

29.

30.

D
F.Fullime student
P.Part.time student

Approved.

State Scholarship Officer

t1 Dependent student

I.Independent student
I =Initial award

C-Continuation award

I have examined this report and to the best of my knowledge and belief

the information provided herein is true and correct.

Financial Aid Officer

11.0ncampus resident student

0.0Lampusi resident student



OFFICE OF EDUCATION
OFFICE OF GUARANTEED STUDENT LOANS

WASHINGTON. D.C. 20202

FEDERAL

INSURED
STUD I
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APPLICATIO

TITLE IV-B
HIGHER EDUCATION ACT OF 1965, AS AMENDED
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EQUAL ('R VI )IT OPPORTUNITY ACT NOTICE

The Federal Equal Credii Opportunity At prohibits creditor.; from discriminating against credit :Applicant- on th-bit -ice of race. color. religion. national oritin. sex. marital status. age (provided the applicant has the capactt..
contract in accordance with applicable State law t; be ause all or part of the applicant's income derives from any putt-he assistance program, or becaus.e the applicant has in good faith exercised any right under the Consumer Credit Pro-tection Act. 'Fbe federal agency that administers conmliance with this law concerning this creditor is designated below.

A Federal Reserve System
211th Street and Constitution Avenue. N.W.
Washirwon. D.C. 20551

)ffice of tte- Comptroller of the Correney
491) L'Enfant Plaza East. S.W.
Washington. D.C. 20219

C Federal Deposit Insurance Corporation
550 17th Street. N.W.
Washington, D.(7.20429

D Federal Home Loa; hank Hoard
101 Indiana Avenue. N.W.
Washington. 20.552

E National Credit Union 'Administration
2025 M Street. N.W.
Washington. D.C. 204:t6

F Federal Trade Commission
6th Street and Pennsylvania Avenue. N.V.'.
Washington, D.C. 205l0

PRIVACY ACT NOTICE

The Privacy Act of 1974 (5 U.S.C. 552a) requires that an agency provide the following notice to each individual whomit. asks to supply information:

1. The authority for collecting the requested information is sections 429(a) (1) and 428(a) of' the Higher Education
Act of 1965, as amended (20 U.S.C. 1079(a) (1) and ,1078(a )). Applicants are advised that participation in the
Guaranteed Student Loan Program (GSLP) is voluntary, but the requested In..irniation, except as noted .nparagraph 4, is necessary for participation in the GSLP.

2. The principal purposes of this information are as .follows: to verify the identity of the applicant: to determine
program eligibility and benefits: to permit servicing of the loan: and in the event it is necessary, to locate missing
borrowers and ilect on delinquent or detaulted loans.

3. The routine use., include the following: the information may he furnished during the life of the tan to holders ofthis and other loans made to th'e borrower under the GSLP, to educational institutions in which the borrovat isenrolled or is accepted for enrollment; to guarantee agencies: to contractors which assist the U.S. (;;tice of
Education in the administration of the GSLP: to Federal or State agencies or private partite who may be able to
provide information necessary for the collection of the loan, or to assist in the servicing or collection of the loan.

4. OE FORM 1154: Applicants must provide all of the information requested .in order to have their applications
processed. except items related to Adjusted Family Income are required only if applictoits are seeking Federal in-
terest benefits.

Section 7(b) of the Privacy Act of 1974 (5 U.S.C. 552a note).requires that when any Federal. State, or local government
agency requests an individual to disclose hi:; social security account -number (SSN). that the individual must also be
advised whether that disclosure is mandatory or voluntary, by what statutory or other authority the SSN is solicited,
and what uses will he made of it.

Section 7(a) (2) of the Privacy Act provides that an agency may continue to require disclosure of ar4individuarsSSN asa condition for the granting of right, benefit, or pritlege provideas by law where the agency required this disclosure
under statute or regulation prior to Januaiy 1975, in order 'o verify the identity of an indi--idual.

Disclosure o' e applicant's SSN is required as a condition for participation in the GSLP, as the U.S. Office of Education
has, for several years, consistently required the disclosure of the SSN on application forms and other necessary GSLP
documents adopted pursuant to published regulations (45 CFR 177, particularly 45 CFR 177.2(d)', and 45 CFR
177.47(b)).

The SSN-will be used to verify the ide-ttit F the applicant, and as an account number (identifier) throughout lie life ofthe loan in order to record necessary ..curately. As an identifier, the SSN is used in such program activities as:
determining program eligibility; certif.. school attendance and student status: determining eligibility for deferment of
repayment; determining eligibility for disability or death claims: and for tracing and collecting in cases of delinquent
or defaulted loans.

In addition, the SSN of parents and spouses of applicants seeking Federal interest benefits are also required before any
determination of eligibility for Federal interest benefitss made. The SSN may be used to obtain verification of
adjusted family income from the Internal Revenue ,Service, and to locate these individuals, if neces.s2-y.

K-2



GENERAL iNsTRurrioNs

RE..,D THE PROVISIONS OF THEAT l'ACH ED PROMISSORY NOTE (0E 1110: BEFORE TAKING THE
ApnicATIoN To THE LENDER. IF YOU HAVE ANY QUESTIONS. CLARIFY THEM VITH THE LENDER
BEFORE THESE FORMS ARE SIGNED OR THE LOAN IS MADE.

1. 'HE STUDENT COM nrcEs SE("rioN I AND THE BACKGROUND INFORMATION ON THE RE-
VERSE SIDE OF THE LENDER COPY ANI) SUBNETS ONLY THE Atfil.icATioN (AND THE ATTACH-
ED PROMISSORY NOTES) TO THE EDUCATIONAL INSTITUTION.

2. THE EDUCATIONAL INSTITUTION COMPLETES sEcrioN 11 LAND WHEN AP,PLICABLE, SFXTION
HD. AND RETURNS THE APPLICATION AND ATTACLIED PROMISSORY N(YTES) TO THE
STUDENT WHO SUr,...ITS THE APPLICATION (ANI) ATrAcHED PROMISSORY NOTES-) TO THE
LENDING INSTITUTION.

:3. THE LENDING INSTITUTION COMPLETES SECTION IV ANI) FORWARD'S 1 11!7 LENDER COPY
AND THE SCHOOL COPY INTACT TO THE OFFICE OF EDUCATION STUDENT `.N PROCESSING
CENTER FOR COMMITMENT. THE LENDING INSTITUTION RETAINS THE TV..0 PROMISSORY
'TOTES AN THE STUDENT COPY OF THE APPLICATION UN'T'IL' THE LOAN IS APPROVED.
vk.11EN THE LOAN APPROVED, ONE COPY OF THE PROMISSORY NOTE ANI) THE STUDENT
COPY OF THE APPLICATION MUST 11E PROVIDED TO THE STUDENT.

STUDENT INSTRUC'T'IONS

THE OFFICE t .1; EDUCATION DOES NOT WARRANTY OR VOUCH FOR THE QUALITY OR SUITABILITY
OF THE EDUCATIONAL PROGRAMS OFFERED BY EDUCATIONAL 'INSTITUTIONS ELIGIBLE TO
PARTICIPATE IN THE GUARANTEED STUDENT LOAN' PROGRAM. THE APPLICANT SHOULD USE
CARE IN SELECTIN0 A SCHOOL. ANI) SHOULD CAREFULLY EVALUATE HIS/HER ABILITY TO BENE-
FIT FROM THE PROGRAMS OFFERED BY THE EDUCATIONAL INSTITUTION.

NOTE: Please remove the application from the booklet before completion. Review each copy of the ap2lication
to inst:re that all information is lekiEle.

SECTION I

ITEM 2

ITEM 4

Social Security Account Number.
Read the Privacy Act Notice before com-
pleting this. ;tern.

U,S. Citizen or National.
If you checiced 'the "NO" box, you must
indicate in the space provided, your Alien
Number (the "A" number on your Alien
Registration Receipt Card (Fom.I-151)! or
your "Passport or Alien Registration" on
the Form 1-94.

Also, holder's of FOT In 1-94 must place in the
space mar,:ecl' "I-94 Authority" in Item 4
the words "Paroled," "Refugee," or
"Humanitarian" from the lower rightnand
corner of (tit: 1-94.

ITEM 5 Legal State Residence;
,Residcr,,y requ:rements vary from State to
State. Be certain you meet the require-
ments of the State indicated.

ITEM 6. Major Course of Study.
If you have not determined your course of
study at this time indicate by marking this
block "undecided."

ITEM 1 High School Graduate or Equivalent.
If you are not a high school graduate,
indicate highest grade completed in the
space provided on the form.

ITEMS 8, 9, 10
THESE ITEMS NEED NOT BE COM,
PLETED IF YOU ARE NOT APPLYING
FOR FEDERAL INTEREST' BEN-
EFITS. IF YOJJ ARE NOT APPLYING
FOR FEDERAL INTEREST BEN-
EFITS, INDICATE BY WRITING
"NOT APPLYING FOR FEDERAL IN-
TEREST BENEFITS" 01I,ER THESE
ITEMS.

1 00
STUDENT INSTRUCTIk,NS
(CONTINUED ON NEXT I AGE)
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STUDENT INSTR1 i CIONS (CONTINUED)

FEDERAI INTEREST BENEFITS

Any student whose adjusted family income is less than
$25,000 will automat icaliy qualify for Federal interest
benefits. Students with adjusted family incomes of
$25,000 or greater applying for Federal interest ben-
efits 0.- loans of an amount mast submit to att
analysis f need to be performed by the school. NOTE:
if t he still. mt plans to attend a foreign school, he/she
should contact the lender for instructions regarding
performance of the analysis of need.

For those students eligible for Federal interest ben-
efits, the Federal government wilt pay to the lender
the total interest due prior to the beginning of the
repayment period. Students not eligible for Federal
interest benefits or not wishing to disclose necessary
financial data required for determining eligibility.
may still apply for a loan but. must make arrange-
ments with the lender for payment of the interest that
accrues on the loan balance prior to the repayment
period. During the repayment period all borrowers
will he responsible for total interest charges. If the
student qualified for Federal interest benefits while in
school, he/she is also eligible for iliese benefits during
any period of authorized deferment.

Students must qualify for Federal interest benefits at'
the time of application for each loan. Future changes
in income will not affect the student's eligibility for
Federal interest benefits on this loan.

ITEM 10 Adjusted Gross Income.
All persons whose incomes are reported (as
determined in Items 8 and 9) must use
income figures from Cie immediately
preceding tax year. If the Federal Income
Tax Return for the immediately preceding
tax year has not. yet been filed for any in
come- reported on this stAement, the com-
putation on this statement and any Federal'
interest benefits, received are subjeG1 to
adjustment on the basis of income figuies'
that are actually reported. The student
borrower must immeditItely report to the
lender any differences in such later report-
edfigures which produce amounts in excess
of those reported on this form.

Income earned abroad by any individual
whose income is NOT subject to taxation
under the Internal Revenue Code due to
the fact that such individuals are U.S.
citizens living abroad, shall he computed in
the same manner as though it were taxable.
Income of non-resident aliens or income of
residents of Puerto Rico shall he treated as
provided for in instructions made available
through the lender.

ITEM 11 Number of Applicant's Dependents.
Indicate the total number of persons within
your household who are dependent upon
you for support.

ITEM 12

K-4

Period of Loan.
Indicate by date the period for which this
loan is to he used. These dates should

10,

coincide with a school period (e.g. semester,
trimester, quarter, academic year, etc.) but
must not exceed.an academic yea:. -

ITEM 1:3 Amount Requested.
Enter the mininAmi amount necessary to
meet your educational costs.

ITEMS 14-21
Signatures.
You are required to sigu this application in
the presence of a notary public or other
person legally authorized tosadminister
oaths or affirmations, who must also sign
the form.

Your spouse and/or parents must sign the
application if their incomes are required in
ITEM 10. All Social Security Account
numbers must be entered for those persons
signing ITEMS 1(i, 18, and 20 on the ap-
plication. All 'persons Signing the applica-
tion should read the Privacy Act notice
located on the inside front cover.

When the application is approved by the
Office of Education, the applicant will Be
required to sign the Promissory Notes and
the statement of Student Rights and Re-
sponsibilities on the reverse side of the
lender's copy of the Promissory Note.
NOTE: Lenders operating under the
Escrow Disbursement System may require
the Promissory Notes to he signed ,.,at the
time of application.

ITEMS 49-54 (ON RP:VP:11SE OF LENDER COPY)
Background information.
THIS INFORMATION MUST BE COM-
PLETED BEFORE THE APPLICA-
TION CY(N BE PROCESSED.

ITEM 49 Permanent. Home Residence Address.
Your permanent address and -telephone
number are entered with 'street. number,
RFD, or general delivery, as appropriate. A
temporary school 9r military addi-ess is not
acceptable.

ITEM 50 Temporary School R.)sidence Address.
The current address at which correspond-_

ence fro;:( toe Office of Education, school,
or lenclQ. .11'7; b. rec eived. If the same as
ITEM .19 in,;::;:( by writing "same as
above.'

ITEM 52 Indebtedness.
If additional space is needed, continue in
the space marked "Additional Informa-
tion".

ITEMS 53-54
Uames and Addresses of Barents.
If the names are other than those of par-
ents, list indiv,iduals who will continue to
be aware of your lotation. Indicate the''
relationship of those individuals listed if
other then parents,



STUDENT APPLICATION FOR A FEDERAL INSURED LOAN

WINING ANY PERSON WHO KNOWINGLY MAKES A FAIR
FTATEMENT OR MISREPRESENTATION ON THIS FORM IS SUBJECT TO PENALTIES W1IiVH MAY INC1,1111E FINES AND

IMPRISONMENT UNDER THE UNITED STATES CRIMINAL CODEAND 20 DSC 10674

SE ION I TO AE COMPLETED BY STUDENT 'IMPORTANT'
READ INSTRUCTIONS BEFORE COMPLETING

LAST NAME - FIRST NAME - MIDDLEJNITIAL
2. SOCIAL SECURITY NUMAR 1. BIRTPDATE ,

MONTH . DAY YEAH

, 5. LEGAL STATE

RKSIDF,NCE

A MAJOR ('OURSEOF STUDY 71 [OR SCH001 GRAM' VTE OR EQUIVALENT

3E,SD NOD RICHEST CR ADE,l'OMPI,ETEI)

4 11 S CITIZEN DR NATIONAL

111YESO . (2)N00

ALIEN NUMBER

1.41 AUTHORITY,

A. HAVE YOU DURING THE ?NEC ;DING 12 MONTHS IA
I RESIDED WITH.IHi BEEN CLAIMED AS A

DEPENDENT FOR FEDERAL INCOME TAX PURPOSES HY, OR IF BEEN THE RECIPIENT OF AN
AMOUNT IN EXCESS (IF $500 FROM ONEOR BOTH OF YOUR PARENTS?

ONES(] (21Nou

IF THE ANSWER TO THE ABOVE QUF,STION IS" ES" IN WHOLE OR PART I YOUR PARENTS MINT
COMPLETE ANDSIGN THISSTATEMENT OF ADIUSTED FAMILY INCOME.

IF51 ARMED. ARE YOU LEGALLY SEPARATE°, OH HAVE You FOR THE PRECEDING
NRINTHS BEEN LIVING APART FROM YOUR SPOUSE?

ID VERO 121NOD

IF THE ANSWER TO THE ABOVE QUESTION IS "NO", Y01111
SPOUSE MUST.COMPLETE AND

SIGN 'ME STATEMENT OF ADJUSTEEEAMILY INCOME.

F

O

II

ll

Amount ,)1

yommument I

LOON coMMITME,NT Eq1BESON

DATE sli(wN 1N.FL'M 29(21

In. ADJUSTED GIIOSSIN('OME IFROM FEDERAL l'Ay
RETURNsFolt IMMEDIATELY PRECEDING TAX YEAR)

A FATHERS MOTHER 4 .10INT $ $

B. STUDENT $ SPOUSES' JOINTS
§ 4

U. EYTAI, ADJUSTED GROSS INCoME,LADD LINESIBA AND NB) Mall
,0 ENTER m PERCENT OF LINE RX'

$

.,
E. ENTER THE Toni, DoLLAB A MoCNToFPERsoNALEXEMPTIoN.4cLAImEO us TA RETTRNs $

A
E. ENTER TOTAL OF LINES 100 AND IV / Mill
C ADJUSTED FAMILY INCOME SURTRACT LINE IREFROM LINE 100

..i._.

II. TOTAL NUMBER 12. OF LOAN
OF APPLIc ANT'S

DEPENDENTS.

12110

MOD 'DAY, YEAR

rt Sl11'N.1 11EQuEsTEo

EACH OF US, CERTIFY liAT THE INFOIIMATION ChNTAINED
IN THIS APPLICATION IS TRUE COMPLETE, AND CORRECT

TO THE HEST OF MY KNOWLEDGE, AND BELIEF. AND IS MADE IN GOGD FAITH. I, THE\,,,f IMIROWER, EURTHEa CHIVVY THAT THE PROCEEDS OF ANY LOAN MADE.
RESULT OF THIS APPI,ICATION WILL HE USED FOR

EDUCATIONAL PURPOSES, AND THAT I, THE BORR(IWER. AM NOT INDM:AIR:TON ANY LOAN MADE UNDER THE Cl IAll ANTEEI
STUIW,ST WAN 111IOGRAM0RIATTENDANIT AT THE INSTITUTION

INDICATED BELOW SJGNATURIIS ARE REQUIRE° FO)1 ALI, PERSONS WITOSE,INCOMEIS REPORTED ON THIS FORM THE STUDENT 51.11ST SVIN EVEN THOUGH IIE/SHE HAS NO INCOME.

91 HEREBY Enna THE ED11,. ATIONAL INSTITUTION
TO MAKE REFUNDS 1/11$1 ME TO THE LEM .11

INSTITUTION IN ORDER TO REDUCE MY LOAN OBLIGATIONS

APPLICANT MUST' COMPLETE INFORMATION ON THE REVERSE SIDE OF THE ORIGINAL WENDER COPY) BEFORE APPLICATION CAN BE PROCESSED.
14, SIGNATURE OE APPLICANT IMIIST BE NOTARIZEDI

16. SIGNATURE 0E SPOUSE

15. DATE
17, SPOUSiN SOCIAL SECURITY NUMBER

IX. SIGNATURE OF FATHER
20. SIGNATURE OF MOTHER

19 FA'THER'S SOCIAL SECURITY NUMRER.
21. MOTDEll's!',OulAt sEctIRIVi NUMBER

19

Subscribed and nom by student before me this

day of

Notary Public

Nuary a Adrts,

My rommimom Expirvs

SEAL
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SECTION II AND III TO BE COMPLETED UTILE EDUCATIONAL INSTITUTION.iSEE INSTiiIVTIONSDN REVERSE 01: SCRIBE!, coPV)
NAMEOPF:DITATIoNALINNTrErtioN

.

::. ENTIry NI'NfliEB

dill* I I II
2'. ,FIrliENT F..t1I'S '

diFiti. I-1\11y

,21HALLFIME

,

1

2, S'Itlif.SE

1 1,

ol,BAIii

i

NIIERilIAO.olt

1.1 solol. col*:
1

i 11 1

cl.A1Fli-AiloN

WrATIoNA.1.1,.

ATE olalcoFEsSioNAL :

1

.:.; ,wAlty,,,th

.1 ABE; roil.: TH.EpHoNENUSIBEB

/
qmi

moNTD yEAF,

1

'.' l'Elil000lloAN .
..

sioNTD 1111. LUAU

iiillioSi I t

ApORI.N4 .
,

iITY ;+ FATE. 711' col)F.

.
,-. 1:,.lif iniEldian,,,iial[0.4

I I iEkil

I

0111 1 I

'A INDICATE LENGTH ON AvADEmir
VENNI F E E It11 ENT l'itpcicAM IF . . . . . . , . .

4, IS; 6 :,' ':
.

1-2 INDIcATE T,H$ NUMMI() 'AcAliEmic
l'Eltlas IN AN ArADEMIcYEAlt

.

SECTION III

37 NEVIN ANALYSIS LEE: issTnirnosi
.

i
A I;NIF0IISILV A011.1E1) BEFEllsoNATIoN or NI.I.:11

FA.INChldill'IA 1K1 IINIlliEISSTI(3)A1:1.1;1:)%1:NiT,A.11).11':Filti'F.I'liVHISS.AAN:11.AIATAATTIIIIFt: :
FAMILY RE.IFFICALLYtoNTIOlil"FE,

,H i "

.11 Tills I.GAS IS PHI Mull k'ADEsitc
VI:ARM:THE (TIDIEST PRocliAM ..e , , ,

i Atkiti; Evii m'Aili.,414,1Kmoil
roVEIIED Dv Tills !DAN 1,1- , -4,1:- 1rd ' .

34 DISHDI

DATE

SEMENTSclIEDITEISEEINgItUCITONs)

A. B. ,

D E.

TyrAL

AMOUNT
.

, .

i
.

.

H NEEDsANALYsISSIET11011.

I IIEH:IIV cEPTIPITHATTHEABoVESTOBENT

IS Al ErrED FOR ENBOLLSIENTOli. Is EN

ROLLED IN Cool) STANDING AND IS'MAKINC

sATISFAIIIIItY PlosHIESs IN A I'lioi;BASI OE.

TERMINF.IiloBE ELIGIBLE Foli THE PAIIAN

TEED sTITENT LOAN mini:RAM ANIf THAT

'illE SIVIIEN'I' DIES Sin' ME A liFFt".41) OS

6HAN1's 111EVIotsl.Y HErEIVED AT THIS IN

siIIITION UNDER TITLE (VIII DIE HIDIIF:II

EDITATBIN Arr OF rc. AS ASIENO.I.:0, (HI Is
soi Is DEFAULT (IN ANY LOAN FROM A

STUDENT LOAN FlNI) AT THIS INSTITUTIoN

FIRVIDED FOII.iN PAW!' E OF THE AHoVE,
NAMEIIAcT. oft A 1,14N MADE, VSI(UH 11w,

(ICAIIANTEED ..11'1)ENT INN 1110CRAM,Eoli

ATTENHANrE AT 'NHS INSTITPTION I

itiallEli CEIITIFV, THAT THE INFOBNIA'110N

GIVEN ABOVE IS TM:, (,.0M1,ri:, Atill co01

DEr MD mi.: HEAT OF 511 KNOWI,FIX;F, ANA

'lour ,

KaimAmorosi,soqi)
rATIoN FURIOUS I,Eltloo

FINANcIAL AID Hilt
.1,0ANITItIoil

ch ArotisTmENIRFASoNcooF:

IIIITIONANDFEEs. $

:
BAsIc 1)1'(',VI'lINAI.
oppoliTyNITV GRANT I

.

II OH AND BOAR!) S C01.1E(IEWDHE STUDY I

II INTEREST BENEFITs E1.161IBLITY

thin, .6 IN. Nero .G and KIA )111 I

.

$

BooKSANDSI:14 'I 11,44 S

.
OTHEItS01101.ARSIIII's

5.Aso GRAsrs
..

,

PERSONAL EXPENSE"; $:
NATIONAL DIBErr
STUDENT LoAN ,

5
,

.

rliASSIOliTATION 5 ATIIEHEOn A floN11,1,0ANs $ ,, .

55. TOTAL S

I. . .

.

36 TOTAL S .
.
.

NETcosTOFEIBTATIoN
I hem:151w Itvm LIII

.
.

1
,

.0 sloNATEBEOF AUTRIRIZEDSCHOOL OFFICIAL

.

iii I'BINT oft TVFE. NAME. AND'FITI,F,

-------
II. DATE

.
i

. .,

SECTION IV TO BE COMPLETED BY THE LENDING INSTITUTION 1SEE INSTRUCTR)NSON REVERSE 0F' LENIJEI{ COPY
NAmEOFLENDING INsTiTumoN .

t
42. ENTITY:NUMBER

.

1 1 1 1 1 1 1

41 i. nr.1111)11K .

1 I 1 1

41 AREA l'INE TELEPHONE NIIMBEli

1A ()DBMS
.

_I_
45 AStolINTLENHER All'ItoVES

A. lidnIIII,F, yoD FEDERAL INTEREST' BENEFITS $ ___,____
0

IL NoTEI,IDDII,F.Folt FEDEBM,INTEREST BE NEFITS S

CITY

.

STATE ZOLCOIDi
.

1

CJIECK INFORMATION ON THE REVERSE, SIDE OF THE ORIGINAL

.. .

.

'1' TOTAI, AMOUNT. APPIO1VED BY LENDER I

ILENDER COP' FOR COMPLETION BEFORE SUBMITTING FOR PROCESSING
41i. SIGNATTIBROFAIITHORIZE,DLENDINc OFFICIAL 45 , PRIMA-I TYIT, NAME AND TITLE

A

, .

41 HATE j
1

1. LENDER COPY
, .

., 4

0
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APPLICANT'S BACKGROUND INFORMATION 1THIS PORTION MUST BE (TIMPLETED BEFORE PROCESSIN(:o

44 PERMASEN71{0S11110.1S11q1S.''1.11,11111i1N,, :411F,U, Din'

.

!;no.. 411.1011.:

.

11:F.;c0H.:4\1) IllETITTL, NI Mlil- II

I

Iii 1111.1M1'(111,1,1tY ::4110$4,11E.S1111...SI F. ADNIEtis IS riiEETI CITY +'1111..

.

/.1!'( 110E

'

NI.',1i liM. N) 1 El H'11kINE SI Mr.}:li

I

I

.,1 WIMIN Se1011,. Mi.:APPLICANT INTENDS To

.

.
1. 1.1V KAT IiiiMF, 1 -1,1,11;1.111V/1I'AS11,1',; . my., ,N i'A mil'.

'r ,,U All ItillEICTFAINI.1 OF SIAM{ MOHF. f
1 '

.
Al.I.GVARANTEEDSTVIWNTI,OASS

NAME OF 1,EN111.11(

SCSIOOLPER101)

11ATF,11f

10AS

MI

l'I'Alll . 11I111-11t 01.11ticS .0110111E1i 1.101,11.14101ell, IPASS
11A1,ASII:

N.amE OF 1.F.SOF.1i
1)A1'El11.1

1.0AS

' 1.1.1'Ai11 ,
41A1.AN 1-;

NECANS1N11 ZSI)1;411

11111 MIMI ,

.

... r..

IIIIIIIIIIIIIIIII.

IIIIIIIII ' '

11111

t
.

Si I Ni)I 1'ATENAM KS OF PA RENTS JOH C li ARDI ANS) 0 R, IE DEcEASED, N
&AUDI LI V iNG RELATI V E OTHERTH A N SI.OUSE OR SPOU sS PARENTS

s
NAMES ,

,

.

STILF,11 ADDRESS

6A

CITY STATE

.

il I) CODF, AREA MOE At) TELEPHONE WARR

c

N. INDICATE NAME OP NEAREST LIVING ADULT
RELATIVE Ifl/NAILABLECHOOSE °THE EMPLOYED ADULT.

..
I

NAMES

4

.

. .

STREET ADDRESS

.

.

.
.

CITY.

1

4

,

,

STATE ZIP 4:DDE

\

.

AREA CODE AND TELEPHONE NUMBER,

.

.

ADDITIONAIANFORMATION (if necessary)
. .

.

,
.

.
,

,

\
,

/
, , .

. ,.

. ,,
.

. ,.
14

.

I

i. It
.

.
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%
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-
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I
;
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SECTION IV LENDER INSTRUC4NS,

The Equal Credit Opportunity Act of 1975 (ECOA) provides that lenders must

inform loan applicants, at the time of appliceion, of the supervisory agency .that

oversees that lender's operations. The ECOA NotiCe located on the inside front

cover of this booklet provides a space for lenders to indicatthis information.

State chartered member banks may indicate the Federal Reserve System (A) as

their monitoring agency for purposes of the Federal Insured Student Loan

Program,

The lender should review the application ?or completeness including certification

of the borrower's signature by a notary public or other person authorized, to

administer oaths or affirmations, ITEMS 49.54,above must he comieted before

this applibtion can be processed. Students not applying fur Federal interest

benefits need not complete ITEMS 8, 0; or 10.

The fender must complete Sectii.n iV. The Lender and School copies of the

application must then he submitted to the Office. of Education Student Loan

Processing Center for the insuratce commitment. When the loan is iipproved, a

copy of the promissory note and the Studet?t Copy of the application must be

provided to the student.

The Disclosure of finance Charges (OE 1200) has been incorporated in the

promissory note, thereby eliminating that form. However, it is essential that OE

form 1201 (or oth r acceptable disclosure notice) be properly executed when the

loan goes into repayment.

Except for I6ders holding compr'ehenSive certiEc'ates of insurance or Gpressly

approved by the Commissioner of Education's designee, the disbursement of

funds must not be made until the 'original copy (Lender(opy) Of this application

is returned to the lender with the insurance commitment stamped in the upper

righthand corner. Disbursements should be reported to the Office of Education

on the Lender Manifest (OE 1151).

Disbursements must be made by check payable to the order and requiring the

end.,rsement orthe student, In addition, disbursements may not be male after

the expiration of the kW period (the last date in ITEM 29) without.the Approval

of the Office of Guaranteed Student Loans. ,

ITEM 42 Entity Number..

This number consists of the nine-digit Employer Identification.

Number assigned to the lender by the Internal Revenue Service with

a one -digit, prefiX (alwaysi 1) and a twodigit suffix (indicating

different branches or other Organizational units). If the lending

institution official is not aware of the Entity Number, he/she should.

contact the nearest Office of Education regional office, ,

ITEM 43 Lend`er Code.

All eligible lending institutions have been assigned a six-digitiender

code which must be entered here. When the Entity Number system

nas been fully implethented, the Lender Code will no lodger be

requested.

ITEM 45 Amount' Lender Approves.

The total amount approved them 45C) must not exceed the lesser of

the amounts in Item 13 (Amount Requested.) or Item 38 (Net Cost of

Education) within statutory limits, Statutory limits Vary for type of

lender and year of study, For specific inforniation, please check the

Lender Manual,

If'Item 10G (Adjusted Family Income) is less than $25,000, the full

'amount of the loan is eligible for Federal interest benefits. If Item

10Q, is $2500 or mare, check Item 37B (Interest Benefits

vfor the amount'of the loan eligible for Federal interest benefits, If the

( lender feels the arf,.;',int in Item 37B should be increased, heishe may

approve Federal '',`;,!..es' 'or 'wilts for an amount larger than that in

Item 37B, however, !e lender must justify the increase, in the

Additional Information box on the reverse of the Lender Copy.

ip



SCHOOL INSTRUCTIONS

SECTION II

The financial aid officer, or Other authorized school official completes

Sec'tion Il and when applicalle, Section 111), and returns all col)i [if the
application (and az attached promissory notes) to the student for
transmittalto the lender.

-r
The function of the educational institution in connection witha student's
applicaiion for a loan under the Federal Insured Student Loan Program

is to determine: (a) that the student is enrolled in good striding and
making satisfactory progress or accepted for enrollment in \a. program
determined to be eligible under the Guaranteed Student Loan Program,
(b)'the estimated cost for education expenses, (c) the student's financial
aid from other sources, (d) the recommended loan amount, a d (e) in
soir; .caskthe' appropriate disbursement schedule for that particular
course of study. r

iTiM 22 Entity Number.

This number consists of the nine-digit-Employer Identifica-

tion Number issued to the schtiol by the Internal Revenue

Service t'.rith a one-digit prefix (always 1) and atvo-digit

suffix (indicating different campuses). If the educational

institution official is.not aware of the Entity Number, he/she

should contact the nearest Office of Education regional,
office,

ITEM 23 School Code.

All eligible educational institutions have been assigned a

six-digit code number which must be entered here. When the

Entity Number system (ITEM 22) has been fully im-
. plemented, the School Code willno longer be requested.

ITEM 32 Indicate the Number of Academic Periods.

Indicate the normal number of academia 'periods (i.e

quarters, semesters, trimesters, etc.) which occur in an
. academic year for this specific arriculum.

ITEM 33 Mark Each Academic Period Covered. \

Indicate by marking une or more of the blocks which

designate specific academic periods (example: loan is for fi-rst
'twoquarters, mark blocks designated 1st and.2nd).

ITEM 34 Disbursement Schedule.

All schools are encouraged to recommend a disburseme

schedule.

ITEM 35 Estimated Costs of Education.

The school's average cost for all students may be used in lieu

of individual estimates in determining the cost of education.

ITEM 36\ Financial Aid.

Indicate all financial assistance awarded to this student. Do

not list financial assistance for which the student has applied

but has not yet been awarded.

2fi3



2,

ITEM 25 Student Status.

The applicant must be enrolled on of least a half-time basis

(as determined by the sthooll to he eligible for a loan.

ITEM 26 Student Classification,

This information is requested to determine applicant's loan

maximums.

ITEM 27 Anticipated Date

The anticipated

ing the insuram

without regard

other institutions.

.nary in calcufat-

ald Ix determined

suture attendance at

ITEM 28 Academic Year.

Indicate by month/year the normal peiiod reqUired to

complete one 'academic sear of study in this particular

curriculum.

ITEM 29 Period of Loan.

Use the dates indicated in ITEM Ins a guide in completing

this block: If the ITEM 12 data do not coincide exactly with

an academic period, (e.g. semesters trimester, quarter,

academic year, etc.) adjust them in Item 29 to coincide with

the closest actual academic period (s).

ITEM 30 'Indieate Length of Program of Study.

This information must be based solely on the applicant's

gram of study at the institution he/she is now attending

or is accepted to attend. Do not include time for programs

beyond the current degree or certificate pr;gran even

thOughihe applicant may plan such further study.

ITEM 31 Loan is ForWhich Academic Year.

Indicate the year of the current Program of Study in which

the applicant is now enrolled for which he/she is seeking a

loan (even though the loan may not cover ,a complete

academic year).

SECTION III

NEEDS ANALYSIS

No assessment of the ability of the student or the parents to 'fleet the cost

of education is to be made unless the student is applying for Federal

interest benefits and the adjusted family nrome (ITEM lOG) is $25,000

or more,

IT ,inputed Support,

determining the expected family contribution, schools

may use methods approved by the Commissioner of Educa-

tion for other Federally supported financial aid programs,

EXCEPT THOU DEVELOPED FOR THE BASIC

EDUCATIONAL OPPORTUNITY GRANT PROGRAM.

Methods most frequently used are: Alternate Income Sys-

tem (AIS), the American College Testing Program System

(ACT), the College ScholarsH,p Service System (CSS), the

Income Tax System (ITS), Other methods may be used if

they produce results, which on the whole, are similar to those ,

which would be produced by the systems mentioned above.

Those persons whok incomes are reported in Item 10

(Adjusted Gross Income) must be considered in computing

support through Needs Analysis.

The individual circuinciances of the borrower should be

considered in determining the family contribution. Indicate

in ITEM 37(A)(3) the following number codes for reasom

used in reducing the amount of computed, family support: (1)

reduction in income, (2) death or disability of wage earner, (3)

loss of job, (4) unanticipated medical or other extraordinary

expenses, (5) non-liquid assets (e.g. home equity), (6) cannot

meet expected contribution from income, (7) other. If code

"7" is used, briefly indicate the basis for this reason in the

"Additional Information" area oil the reverse side of the

Lender Copy of this application.
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PROM ISS(111Y N()'1'1;
FEI)Elt A I. INSURED STUDENT LOAN l'It0(0? kl 120 r.S.C. 1071 et seq I

FIN.ysugullyitc.Es MAN( 1:11
.1'r, (late ore(' n:11 be o nyt:IN-ro .eccurg
tateJed ,1 Ihe `eer, as the
Aare of the tr4r,,, Ion ,

T h.

P1(1.;1.ill HNANCE1 ;1:1.;
aosurani e leo meow,

AMOUNT OF I n50

$

ANNUAL. PERCENTAGE RATE
A. PRIOR TO BEI,INNING OF P. -PAY

MINT PERIOD
DOPING REPAYMENT PERIOD

hereinafter Called t he. "maker." 'monist. to pay to

lwrvinal) el. called the -lender," located 01

the sum of $ to the. extent it is

advanced to me, plus simple interest at the rate of percent per annum on the mast aniline, balance of such sum and authorized late charges,
all reasonable attorney's fees, and of her ,. and charges necessary for t he collection of any amount not paid when due.. The lender will not collect orattempt to collect from the born, of the interest which is payable by the U. N, Government or hyan escrow agent.

The maker and lender furthe,

1. The lender has applied fog
"Act," on all Ruins advanced ;
the FEDERAL REGU

'hat:

ace under Tit le IV. Part II of the. Higher Education Act of 1965, as amended. hereinafter cited thin
Such terms of t his note- as are subject to interpretation shall be cutest retell in t he light of the ft and '

..ode Aut, a copy of which is on tile with t ht. lender.

monthsII. Subject to the following exception, repayment of outstanding principal, and' unrest. shall be made over a period commencing
after the date on which the maker ceases to carry, at an "eligible institution," at he is `one -Half the normal full-time academic work load, as (let ermined by
such institution. and (except when paragraph V (2) applies) this period shall en I not Tess than five nor more than ten years after thelielgiiiiiitig-rif the
repayment period but in no event shall t he repayment period extend to a date more than 15 years from the date of execution of t his note. EXCEPTION: The maker and lender, during the month period preceding the start of the repayment period. may agree to it repaymentperiod that begins sooner or is of shorter duration, provided that, in theevent that the maker has requested and obtained it repayment period of less thanfive years, he may at any time, prior to t he total repayment of the loan, have t he repayment period extended so that t he tm al repayment period is not hasthan five years. Interest Shall. accrue during the period prior to the commencement of repayment period but at the option of the lender need notbe paid during that period. SeiCh accrued interest shall. at the commencement of the repayment period. be added to and become a part of theprincipal amount of the loan. Repayment of Principal, together with h interest t hereon. shall he made in periodic inst ailment s-:n accordance wit h eit her: ( 1 )the terms of a separate instrument which shall be subject to the terms of this note and which the burrower agrees to execute. prior to commencement ofthe repavment period; or (2) it repayment schedule es1 a blished by t he lender prior to t he commencement of the repayment period which will be madea parto(dthis note. .

4

III: The maker agrees to pay the lender, in addition tit interest and principal due. an amount equal to the premiums that the lender is required to pay tothe U. S. Commissioner of Education (hereinafter called "the. Commissioner") in order to provide insurance coverage on this note.. Paylnentscovering the period of time extending from t he date of execution of this mote to the commencement of t he repayment period (estimated in accordance..
with instructions issued by the Corn Missioner I shall be due and naya hie immediately.

IV. Maker authorizes the lender to disburse the proceeds of t his note to an escrow agent. on behalf of the maker, for redisbursement to the maker in
accordance with instructions issued by the Commissioner. Lender will not attempt to collect from the maker such. sums of money as have liven-disbursed to an escrow agent accant but not redisbursed by the escrow agent to or on behalf of the maker.

.

V. This note is subject also to the fallowing conditions:
..... .
e (1) The maker may at his option and without penalty prepay all or any part of the principal plus t he accrued interest at any time. In the event ofsuch prepayment, the maker shall be entitled to rebate of unearned interest computed by 0 the Sum of Digits Formula (rule of 78thq, 0 tither

(identify)

(2) Periodic installments of principal need not be paid, but interest shallaccrue and he payable; (according to regulations) during any period (A) inwhich the maker is carrying, at an eligible institution, a 'full-time academic load, (Jr is pursuing a course Of study pursuant to a graduate fellowshipprogram approved by the Commissioner, 1.13) not in excess of three years during which the maker is a member of'the Armed Forces of the UnitedStates, (C) not in excess of three years during which the maker is in service as a full-time volunteer under the Domestic Volunteer Service Act of 1973. (D)
at the request of the maker, a single period, not in excess of twelve months, during, which the maker is seeking and unable to find full-titne employmentr (E) not in excess of three years in w:,.ich the maker serves as a volunteer tinder t lie Peace Corps Act. Any period described in A, 13,C, D. or E shall notBe included in determining the period during lich repayment must he made. .

(3) Notwithstanding the minimum repayment period set forth in paragraph II, the total aggregate annual payment by a maker during anyyear of the repayment period on all loans insured under the Act to the maker shall not. unless otherwise agreed to by lender and maker. be less than $360or the balance of all such loans plits accrued interest,. whichever is less, except that if a husband and wife both have outstanding insured loans the
total combined aggregate annual payment on all such loans by husband and wife shall not he less than $360 or the combined balance of all such loans,plus accrued interest, whichever is less.

(4) In the event of a failure to make any payment when due hereunder, the entire unpaid indebtedness including interest due and accreted thereonshall at the option of the lender or any other holder of this note become immediately due and payable.
. .(5) In the event of the maker's death or total and permanent disability: maker's unpaid indebtedness on this note shall be canceled pursuant toregulations issued by the Commissioner.

(6) Makerfs shall promptly notify t he lender or any other holder of this not e in writing of any change or changes in his address or his status as atleast half-time student.
..

(7a ) A late charge'Of 5 percent of the installment payment or $5.04), whichever is less, may be charged on any payment made later than 10 (laysafter the flue date.

SIONATU RE ADDRESS DATE

SIGNATURE ADDRESS DATE

NOTICE: This note shall be executed wit bout security and without endorsetnent, except that, if the maker is n minter and t his note would not,under State law, create a binding ob:igation, endontement may be required. The lender shall supply a copy ofkhis.note to t he maker.
OE FORM 1164; 4/77
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STATEMENT OF BORROWER'S RIGHTS AND RESPONSIBILITIES

BORROWER RIGI-ITS

I. The loan check must be made payable to the borrower and require his/her endorsement.

2, If the lender transfers (e.g. sells) the loan and the right to receive payments. the borrower must be sent a clear no
tification which spells out the borrower's obligations to the new holder,

3. BorroWers have a right to Federal interest benefits. if qualified. For more information about interest benefits,
check the instruction section of the application.

. Lenders must provide the borroyer with a copy of the completed promissory note.

5. Borrowers have a right to a 9 to 12 month "grace period- before repayment begins after the borrower has left school or
is attending School less than half-time. The exact length of this period indicated by the lender on the promissory note.

Borrowers have the loan without penalty ,ini,,wer !nay. it -any time, pay the loan balance and
any interest ' ,irieed a penalty by HI, .

7. a ki ilk:ferment of repayment I Hover i. ,t required to make paynvint- ot

the loan principal for a period of time. The conditions that qualify a borrower tot ,u ferment are listed in 'v

on the promisory note. Also, if the borrower qualified for Federal interest benefits while in school, he/she will not be
required to pay interest on the loan during the deferment period.

8. 'Borrowers may request forbearance. If the borrower cannot meet his/her repayment schedule,, he/she may
request- forbearance from the lender, under which the payments may be reduced for a specified period of time if it
will assist the borrower in avoiding default.

9. The loan obligation will be canceled in the event of death or permanent and total disability. THIS LOAN CAN-
NOT BE CANCELED OR "FORGIVEN" FOR DUTY IN THE MILITARY,SERVICE OR FOR TEACHING IN
SHORTAGE AREAS.

BORROWER RESPONSIBILITIES

I. The borrower must use care in choosing a school. All schools must provide informati?n to prospective students
about the school's programs and performance. Borrowers should consider this information carefully before deciding
t.o attend a school.

2, The borrower must arrange with the lender to pay the interest on the loan if he/she does not qualify for Federal--
interest .benefits. Interest benefits are 'explained in the instruction section of the application i-,C,oklet.

3. Theborroer must notify the lender if any of the following occurs before the loan is repaid.
A. graduation
B. withdrawal from scIrtibl or less than half-time attendance
C. changes of address

4, The borrower should notify the lender if any of the following occursbefore the loan is repaid.
A. name changes (e.g., maiden name to married name)
B. transfers to other schools

5. The borrower must repay the loan in accordance with the repayment schedule. More detailed information about the
repayment terms is listed in Sections IT and V of the promissory note.

6. The borrower must notify the lender of any occurrence which may affect the borrower's eligibility for a deferment if
the borrower is under deferfnent of repayment.

By my signature below I CERTIFY that. I have read and discussed my rights and responsibilities listed above with the
lender. .

K -12

SIGNATURE OF BORROWER DATE

2.



3
0

0

4a)z
0

E2

c\RIMINAL PENALTIES .

20 USC 1087-4

(a) ANY PERSON WHO KNOWINGLY AND WILLFULLY
MBEZZLES, MISAPPLIES, STEALS, OR OBTAINS BY

FRAUD, FALSE STATEMENT, OR FORGERY ANY
FUNDS, ASSETS, OR PROPERTY PROVIDED OR IN-
SURED UNDER THIS PART SHALL BE FINED NOT
MORE THAN $10,000 OR IMPRISONED FOB NOT MOkE
THAN FIVE YEARS,ORBOTH; BUT IF THE AMOUNT SO
EMBEZZLED, MISAPPLIED, STOLEN OR OBTAINED BY
FRAUD, FALSE. STATEMENT OR FORGERY DOES NOT
EXCEED 200, THE FINE SHALL BE NOT MORE THAN
$1,000 AND IMPRISONMENT SHALL NOT EXCEED ONE
YEAR, OR BOTH. .

.._....FEDERAL.INSUREaSTUDENT-LOAN-
7% Repaymen't Schedule

Number of Months to Repay

9 18 28 38 4 60 72 86 99 1.64k 120 FINAL
PAYMENT

INTEREST
AMOUNT

TOTAL OF'
PAYMENTS

250 30 17.38 7.38 257.38
500.

, 18.27 28.27 528.27
750 30 1- 5.28 65.28 815.28

1000 30 8.00 118,00 1,118.00
1250 30 , 27.00 187.00 437.00
1500 30 12.90 282.90 1,782.90
1750 30 24.25 404.25. 2,154.25
2000 30 ,

.48 550.48 2,550.48
2250 30 '' 29.66 719.66 2,969.66
2500 30 8.93 958.93 3,458.93
2750 31.93 '31.96 1,081.63 3,831.63
3000 34.84 34.00 1,179.96 4,179.96
3250

.. . .
57.74 37.23 1,278.29 4,528.29

3500 46,64 40.46 -- 1,376.62 4,876.62
3750 43.55 42,50 1,474.95 5,224.95
4000

, 46.45 45.73 1,573.28 5,573.28
4250 - 49.35 . 48.96 1,671.61. 5921.61
4500'

. 52.25 52.19 1,769.94 6,269. 4
4750 55.16 54.23 1,868.27 6,618. 7
5000 58.06 57.46 1,966.60 6,96.6E

REGULAR MONTHLY'PAYMENT

-208
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