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This publication is one component of A Self-Instructional Course in Student Financial Aid
Administration. This Second Edition of the course consists of the following modules:

Student Financial Aid Administration: Course Study Guide and Intic duction to the Field
Federal Student Financial Aid: History and Current Sources

The Legislative and Regulatory Processes

Roles and Responsibilities of the Financial Aid Office

Title IV Institutional and Program Eligibility

General Student Eligibility

Calculating Cost of Attendance

Need Analysis

Award Packaging

10. The Pell Grant Program

11.  The Stafford Loan, SLS, and PLUS Programs

12.  Campus-Based Programs: SEOG, CWS, and Perkins Loan

13.  Verification

14.  Authorization, Fiscal Operations, and Reporting

15. Internal Aid Office Management and Insttuticnal Quality Control

16. Forms and Publizations

17.  Evaluaticn of Student Aid Management. Self-Evaluation, Audit. and Program Review

VRN U AW

The course includes a Support Booklet with the complete course glossary, acronyms, key resources,
bibliography, and index, as well as addresses of publishers mentioned in the course. The Support
Booklet also offers guidelines for further study.




UNITED STATES DEPARTMENT OF EDUCATION
WASHINGTON DC 20202

October 1988

Dear Colleague:

We are pleased to present the Second Edition of A Self-Instructional Course in
Student Financial Aid Administration. This updated version of the course
originally published in 1986 incorporates provisions of the H' ,noer Education
Amendments of 1986, with 1967 Tecanical Amencdments and subsequent amendments.

The purpose of the course remains the same. It is designed to provide
neophyte financial aid admiaistrators (those with two years or less experience
in student aid) and other institutional personnel with a systematic
introduction to management of federal financial aid programs authorized by
Title IV of the Higher Education Act. Students of the course will gain a
fundamental understanding of the roles and responsibilities of participating
institutions and of student aid administrators. On completion of the course,
they will be prepared to expand this knowledge with the use of training and
reference materials, on-site training opportunities, and contacts with other
members of the profession.

The materials were revised under a coutract with the Washington Consulting
Group. The text was re..ewed for technical accuracy by many staff members of
the Office of Student Financial Assistance (OSFA). Special acknowledgement is
due to both project staff and OSFA specialists for accomplishing very
wide-ranging modifications of the text during a period when much legislative
and regulatory activity affecting student aid was in progress.

Your comments and suggestions regarding any aspect of the mater.als are
welcome. OSFA is particularly interested in learning 1) the level of
experience and job responsibilities of personnel at your institution using the
modules; 2) the purposes for which they are being used (for example,
self-study, training new staff, reference); and 3) whether you feel that this
publication is among those that OSFA should continue to update and disseminate
annually. You may send your comments to the Training Branch, OSFA/ED, 400
Maryland Avenue S.W., Washington, D.C. 20202.

Sincerely,

Daniel R. Lau

Deputy Assistant Secretary for Director, Student Financial
Student Financial Assistance Assistance Programs
Enclosure
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| Washington Consulting Group
Washington, D.C.

Suzanne Thompson, Financial Aid Specialist
Washington Consulting Group
Washington, D.C.
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Washington, D.C.

Carl Emerick
Montgomery College
Rockville, MD

Vicki Baker
George Washington University
Washington, D.C.

Mary Kahn, Corporate Officer in Charge

Washington Consulting Group
Washington, C.C.
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MODULE 13

VERIFICATION

The technical information in this module
is based on laws, regulations, policies,
and procedures in effect as of:

August 20, 1988
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This is one component of A Self-Instructional Course in Student Financial Aid Administration. This
Second Edition of the course has been prepared by The Washington Consulting Group, Inc., under a
contract with the U.S. Department of Education.

The course consists of 17 modules and a support booklet. It provides an introduction and guide to the
administration of student financial aid programs authorized under Title IV of the Higher Education
Act of 1965, as amended. The titles of the modules are listed on the inside front cover of this
publication.

Institutions may freely reproduce the course for their own use. For more information on the course,
contact one of the Department of Education offices listed on the inside back cover of this publication.
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MODULE 13

VERIFICATION

O LEARNING OBJECTIVES

This module discusses verification, a procedure which requires documentation to check the
accuracy of applicant data used in making financial aid awards. The module will introduce
you to verification concepts and requirements for the 1988-89 award year. After completing
this module, you will be able to:

¢ describe the scope of verification for Title IV programs;
¢ state the ways in which applicants are selected for verification;
< list the items for which verification is required and the items for which it is optional;

¢ state the requirements for updating information after the initial application for
financial aid has been filed;

¢ list the documentation which is acceptable proof of the accuracy of an item; and

¢ describe the requirements for application reprocessing and the use of tolerance levels.

O INTRODUCTION

Verification is a process of checking the accuracy of data supplied by applicants for financial
aid. The purpose of verification is to ensure accurate reporting and resolve inaccuracies in
applicant data. Such a system was first put into practice with the Pell Grant program, where
it was known as validation. Experience proved the need for continued development and wider
use of this type of system. As a result, the verification process has grown in significance and
scope in recent years.

The current verification process includes a set of technical and administrative procedures to
reduce errors that affect awards in the need-based Title IV programs. Applicants may have
to verify information when applying for funds from the Peli Grant, campus-based, Stafford
Loan, and SSIG programs. Verification of data is important because the information
submitted by applicants determines whether they may receive Title IV financial aid and the
amounts for which they are eligible.

This module provides a general description of verification. For full details of verification
procedures and options for institutions, see the Verification Guide. Every financial aid office
receives a Verification Guide from the Department of Education. The Guide contains extensive
instructions in verification procedures. Use of the Verification Guide will be essential in the
verification process. Make it a priority to read the complete Guide and the regulations before
you begin the verification cycle at your institution. There are changes in procedures and the
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treatment of various items from year to year. Experienced aid administrators as well as
novices quickly learn that referring to the most recent Guide is far safer than relying on
memory or past practice.

PRE-TEST

1. Asterisks (*) next to the SAI and FC on the Student Aid Report indicate that:

a. the student's application could not be processed

b the student's application data have been selected for verification
¢ the student’s application data are in error

d. the student is exempt from verification

2 Pell Grant and campus-*ased financial aid may be disbursed before the verification
process is completed. True or False?

3. Update requirements for verification purposes include changes in: (circle all that apply)

number of household members in postsecondary education at least half-time
Selective Service registration status

marital status

parent’s divorce or separation

dependency status

household size

address (for dependent students)

®Wme D

4. Atan institution that has not chosen to limit verification to 30% of selected applicants, in
which of the following cases would verification be performed? (circle all that apply)

a. the aid administrator has conflicting documentation on file regarding a verification
item

b the aid administrator suspects that information was reported incorrectly but has no
conflicting documentation on file regarding the item

¢ theapplicant does not submrit a Student Aid Report or need analysis docunient froma
processor using the federal edit system

5. Verification is a requirement for ali Title IV programs. True or False?

6. If verification of a Pell Grant Student Aid Report (SAR) results in new financial data,
the aid office must alway equire reprocessing of the SAR. True or False?

7. The term conflicting documentation reiers to inconsistent or conflicting information:
(circle all that apply)

a. in financial aid or other institutional records
b in prior-year and current application records held by the institution
¢ inthe institution's financial aid records only

Thirteen-vi 1 2 8/20/88




8  Verification of family financial informetion is always limited to information reported on
the US. individual income tax return (Form 1040, 1040A, or 40EZ). True or False?

All student applications processed without using ED's verification selection edits must be
verified. True or False?

. Which of the following students are exempt from verification if no conflicting
documentation is evident? (circle all that apply)

students whose parents were not required to file an income tax return

married students

immigrants who arrived in the U.S. during the first calendar year of the award year
incarcerated students

students receiving institutional scholarships only

students receiving only Stafford Loans

8/20/88 Thirteen-vii




1.

9.

10.

*For quick access to information on this question, see this section.

Thirteen-viii

ANSWERS

b. (132.2)*

True. (13.9.1,13.9.2)
a,e,andf. (13.7)
a,b,and c. (13.3)
False. (13.1.1, 13.34)
False. (13.8)

a.and b. (13.44, 13.6)
False. (13.5.1)

False. (13.3.2)

c.,d.,and e. (13.3.5)

Questions: 10 Your Score:

14

Percentage:
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LVERIFICATION

13.1 OVERVIEW OF VERIFICATIO..

13.1.1 The Importance of Verification

Verification is a process of checking the accuracy of data
supplied by applicants for financial aid. The applicant
must provide appropriate documentation so that data
supplied on the aid application may be verified.

Verification of data is important because the information
submitted by applicants for need-based Title IV financial
aid is used to determine:

< whether they may receive Title IV aid; and
< the amounts for which they are eligible.

In previous modules, we have discussed the methods used
to calculate the amount a student's family is expected to
contribute for educational costs. This figure (the EFC) is
then used to determine the student's need. If the EFC is
calculated with the wrong information, the student's need
may be determined incorrectly. The student may receive
too little or too much aid. Government studies have
shown that this problem is widespread and, in some
cases, correctable only through comparison of data on the
aid application with actual supporting documentation.

13.1.2 The Basic Verification Process

There are three main steps in the basic verification
process:

Step 1. An applicant is selected for verification. For
example, a Pell Grant applicant who subrnitted
the Application for Federal Student Aid (AFSA)
form may be selected by the ED central processor
for verificaticn.

Step 2. The applicant provides the necessary
documentatijon so that the financial aid
administrator can review specific verification
items. For example, applicants may be required
to supply copies of income tax returns.

1o

+ Verification is required in these

programs:

* Pell Grant

SEOG

Perkins Loan

Cws

Stafford Loan, except for applicants

attending foreign schools

+ SSIG, when the institution knows an
applicant’s state grant includes
federal funds

+ Varification is not required in these
programs:

s SiS

+ PLUS

* Robert C. Byrd Honors Scholarship

Verification procedures are governed by
Subpart E of 34 CFR 668, "Varification of
Student Aid Application Information,”
regulations published in the Federal
Register on March 14, 1986, and August
15, 1986, as amended by the Higher
Education Amendments of 1986.

Thirteen-1




Step 3. The aid administrator takes the necessary
actions, if any, based on the results of
verification and the school's policies. For
example, all applicants who supplied inaccurate
data on the AFSA may be required to resubmit
their data for reprocessing by the central
processor.

13.2 SELECTION FOR VERIFICATION

13.2.1 How Applicants are Selected

Applicants for Title IV student financial aid may be
selected for verification:

< by the ED central processor, an MDE processor, or
some* certified NAS processors using ED's standard
edit checks:
e if their aid application appears likely to be
inaccurate; or
e if they are randomly seiected.

< by the aid administrator, if their financial aid
application has not been processed with ED's
standard edit checks.

The Department of Education has developed a series of
standard edit checks, or verification selection edits.
These edits are used to select Title IV student aid
applicants who have the greatest likelihood  error in
the data they submitted on their aid application. The
central processor, approved MDE processors, and some of
the certified NAS processors use these standard edit
checks.

Using the ED system, applications will also be selected at
random for verification. Although there may have been
no indication of error, the application will still have to
be verified.

Selecting applications for verification with an edit
system is an effective way to detect errors. However, it
may be that the need analysis system you use ¢ ~es not
have an agreement with ED to use the standard edits.
Also, some campus-based and Stafford Loan program
applicants do not send an application to a processor. The
aid administrator can determine an expected family
contribution for campus-based applicants by computer or

Thirteen-2

MDE Processors:

» Amarican College Testing Program

(ACT)

» College Scholarship Service (CSS)

« Pannsylvania Higher Education
Assistance Agency (PHEAA)

« lllinois State Scholarship Commission
(ISSC)

*Certified Need Analysis System (NAS):
A NAS processoi’s need analysis
system may be certified by ED. There
are four levals of certification. Level 4
need analysis systems are certified to
perform ED’s standard edit checks on
applicant data and to select applicants
for verification.

For more information on MDE and certi-
fied NAS processors, see Module 8,
Section 8.4.

Edits are a set of procedures for
identifying student aid applications that
will need varification. They check for
factors such as incorrect, missing,
illogical, or inconsistent data. The edits
also ‘nclude random selection of some
applications.

Possible ways a student .s selected for

varification:

1. Tha processor selects the student.
Processors use automated methods
that include checking for incorrect,
missing, illogical, or inconsistent
data, and also include random
selection of some applications.

2.The student doas not submit an
application to a processor that uses
the standard edits and the financial
aid office calculates an EFG for cam-
pus-based or Stafford awarding with
the CM need analysis formula. Such
students are automatically selected
for verification.

3.Optional: An institutional policy which
requires verffication of all aid appli-
cants or which selects additional
applicants for verification.

8/20/88




"hand calculation,” using the statutory need analysis
formula, on campus. Applications processed on campus in
this manner have not been subjected to the checking
normally performed by the application processors unless
the school uses an ED-certified need analysis system that
incorporates the edits.

Regardless of the method by which the applicant has
been selected for verification, the student must provide
the necessary documentation for the verification process.

13.2.2 Selection Indicators Used by the Central Processor,
MDE Processors, and Certified Need Analysis Systems

If a student applies through the ED central processor, an
MDE processor, or a NAS certified to perform the stan-
dard edits, and the student is selected for verification,
the output document will contain a specific indicator or
message signaling verification requirements. These
indicators and messages will vary depending on the
organization that ,~ocessed the application.

On the Student Aid Report, look for an asterisk next to
the Student Aid Index (SAD and the Family Contribution
figure (FC). The SAI s in the upper right-hand corner of
both Part 1 (the Information Summary) and Part 2 (the
Information Review Form). The FC is located on the
bottom right-hand corner of Part 1 and Part 2. If there is
an asterisk next to the SAIand FC, the student has been
selected for verification. (Students who are ineligible for
a Pell Grant may still be selected for verification and
will receive a SAR with an asterisk next to the SAI and
FC.)

April 25, 1988

SAI: 00457=

P WA O1 FC 4016*
61 3 BA 0
WA-01

Need analysis documents which have been selected for
verification by an MDE processor or certified NAS using
the standard edits will indicate in various ways that
verification is required. It is important to remember that
the edit messages and codes do not indicate the only items
needing verification. Section 13.4 will discuss the regula-
tory requirements covering items that must be verified if
an application is selected for verification.

8/20/88 Thirteen-3
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Beiow are examples of ways in which two of the MDE
processors notify schools of selection for verification. If
you use processors other than those shown here, you
should be familiar with the method they use to indicate
the student's selection for verification.

The Financial Aid Form Need Analysis Report
(FAFNAR) processed by the College Scholarship Service
(CSS) has a box labeled "U.S. Department of Education

(Title IV) Verification." If verification is required, this The FAFNAR s reprinted with the
box will contain edit messages such as the one shown in permission of the College Board.
this example: Copyright ©1987 by the College

Entrance Examination Board, New York.

US DEPARTMENT OF EDUCATION (Title 1V) VERIFICATION .
*U.8.C.D. VERIFICATION RCQUIRLO:F
SA

PELL GRANT PROGRAM

Current Analytis Type Subsequent
{Parents / Students) SA!

The Comprehensive Financial Aid Report (CFAR)
processed by the American College Testing Program

(ACT) has an open area to the right of the "Budget The CFAR s reprinted with the

Analysis" box in the middle of the form. If verification is permission of the American College

required, this area will include edit messages such as Tosting Program. Copyright ©1987 by

those in the example below. :)he American College Testing Program,
wa.

108 UeSeEoDe KEJECT LUOUESS 55,

13.3 WHICH STUDENT AID APPLICANTS
MUST ACTUALLY BE VERIFIED?

13.3.1 Applicants Selected as a
Resul? of ED's Standard Edit Checks

A school is required to verify all applicants selected as a
result of ED's standard edit checks unless this is more

[
-~
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than 30% of its total financial aid applicants for any
type of Title IV student aid in the award year.’ The
institution must verify all selected applicants if the total
number selected is less than or equal to 30% of all Title IV
financial aid applicants. If the number selected is over
30%, an institution has two options:

< it may choose to verify all of the selected
applicants; or

< it may decide to verify only 30% (the required
minimum) of its Title IV student aid applicants who
were selected for verification. In this case, the
school must have a tracking system in place to
document that it has satisfied the 30% requirement
at the end of the award year. For students who
were selected for verification but not verified
because the school had already met the 30% limit,
this reason for not verifying must be clearly
documented in the students' files.

13.3.2 Applicants Whose Data has Not been
Processed through ED's Standard Edit Checks

There are special selection requirements for applicants
who do not have a SAR or an output document from an
MDE or a certified NAS using ED's standard edit checks.
Applicants whose application data have not been pro-
cessed through the verification edits are automatically
considered selected for verification. These cases include:

< applicants who apply for campus-based aid or
Stafford Loans and whose EFCs are calculated by
the institution

< applicants whose data are processed by an NAS
which does not have an agreement with the
Secretary of Education to use the standard
verificatior edits

All such applicants are added to the "pool" of applicants
selected for verification at your institution. Ata
minimum, this "pool" will consist of applicants selected
through ED's edit checks and all applicants who did not
pass through the edit process. As described in the
previous section, you must verify all of the applicable
required data items for at least 30% of the combined
"pool” of applicants .

15

If an institution chooses to limit its
verification to the minimum of 30%, it
must have a tracking system to show
that it has satisfied the 30% requirement
at the end of the award year.
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13.3.3 Verification of Additional Applicants

Institutions are free to develop policies that extend the
selection of applicants for verification beyond the
existing ED requirements. For instance, they may require
verification for all applicants. For guidelines and
information on verification selection, please refer to the
1988-89 Verification Guide.

13.3.4 Verification Requirements
for Different Title IV Programs

All applicants to the Pell Grant and campus-based
programs are subject to selection for verification.

Stafford Loan applicants are also subject to selection for
verification, except for those attending foreign schools.
Because foreign school personnel are not familiar with
the documentation needed for the verification process—
the U.S. income tax return—Stafford Loan applicants
attending these schools are exempt from the verification
requirement.

Veritication of the data submitted by applicants for state
grants is required only if the institution knows, or can be
reasonably expected to know, that an applicant's state
grant contains federal (SSIG) funds. In this case, the
institution must use verified data to determine an
applicant's expected family contribution. If the state
determines the EFC, the institution must notify the state
regarding inconsistencies, if the state says it must do so.

Verification is not required in the SLS, PLUS, or Robert

C. Byrd Honors Scholarship programs. There is no
verification requirement for PLUS and SLS applicants
because PLUS and SLS loans are not need-based. These
exemptions from verification do not apply to students who
will receive other Title IV aid in addition to SLS and
PLUS loans, SSIG grants, or Robert C. Byrd Honors
Scholarships.

13.3.5 Applicants for Whom Verification is Not Required
Verification is not required:
< for data submitted by an applicant who dies during

the award year;

Thirteen-6 2 (

If the instituiion uses a need analysis
processor {federal or cther) to determine
an SLS applicant’s eligibility for & Peli
Grant or Stafford Loan--as now required
by law for SLS loans mads after
Oc'ober 1, 1988--the student may be
selected for verification. However, if the
need analysis shows that the student is
not sligible ‘or Title IV funds other than
SLS, completion of verification is not
required.




< for an applicant seeking aid only from Title IV
programs whick uo not require verification; or

¥ fora Stafford Loan applicant attending a foreign
school.

If the school does not have conflicting documentation or
reason to doubt the accuracy of application data, exemp-
tion from verification may be provided for an applicant
who:

¢ is alegal resident of (and, in the case of a dependent
student, whose parents are also legal residents of)
the Northern Mariana Islands, Guam, or Ametican
Samoa;

¢ isacitizen of (and, in the case of a dependent
student, whose parents are also citizens of) the
Republic of the Marshall Islands, the Federated
States of Micronesia, or the Trust Territory of the
Pacific Islands;

is incarcerated at the time of verification;

¢ is an immigrant* who arrived in the U.S. during
calendar year 1988 or 1989 (for the 1988-89 award
year);

< is adependent student whose parents are deceased,
mentally or physically incapacitated, residing in a
country other than the United States who cannot be
contacted by normal means of communicatioi, or
cannot be located because the address is unknown (in

*The applicant must still meat the
citizenship requirements in orde- to
receive Title IV aid.

addition, a student need not document information or
provide the signature of a spouse who meets any of
these conditions);

has transferred from another institution and whose
applicant data was verified by that institution;

is not verified because the institution employs the
30% verification limitation, and the verification
limit has been reached; or

has been selected for verification but has dropped
out of school without receiving financial aid.

For a transfer applicant to qualify for
exclusion, you must obtain from the
school that completed the verification:

« aletter stating that the application
data have been verified and the
tolerance option used, if any, and a
copy of the verified application; and

- it the applicant received a Pell Grant,
photocopies of Parts 1 and 3 of the
SAR on which payment was dis-
bursed. When the student submits a
duplicate SAR to you for payment,
you must confirm that it is an exact
duplicate by checking that it has the

|
same date and transaction number as |
the SAR that was verified at the prior ‘
school. Otherwise, the transfer appli-
cant is not excluded from verification.

N
<]
=
&
A)
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Verification Requirements for Applicants
Classified as Dislocated Workers

In most instances, a dislocated worker's estimated year
income is used in the calculation of an EFC, home equity is
excluded, and the dislocated worker's status will be
specifically indicated in the SAR comments. If the
applicant also qualified for the Simplified Needs Test,
however, both base-year data and expected year data
will be used to produce "primary" and ‘secondary” SAls.
When this occurs, the aid administrator must check the
SAR to see which year's information was used to
calculate eligibility. If expected year data are used to
award aid, verification of that data is not required.

13.4 ITEMS TO BE VERIFIED

The verification process tests the accuracy o data nised to
determine an expected family contribution (EFC). For
Pell Grant purposes, the EFC is known as the S«.I and is
determined by the Pell Grant Family Contribu:ion
Schedule methodology (FCS). For the campus-based and
Stafford Loan programs, the EFC is known as the FC and
is determined by the Congressional Methodology (CM).
The two methodologies use significantly different
formulas and both calculate the EFC differently for
dependent and independent students. Therefore, the
items which require verification will depend on the
individual's dependency status and the formula used to
produce the EFC.

13.4.1 Required Verification Items
Adjusted Gross Income (AGI) for the Base Year

For independent students, the aid administrator must
verify the AGI* of the applicant and his or her spouse (if
married) for the base year. For dependent students, the
AGI to be verified must also include the income of the
parent(s).

U.S. Income Tax Paid for the Base Year

For independent students, the aid administrator must
verify the U.S. income tax paid for the base year by the
applicant and his or her spouse (if married). For
dependent students, the income tax paid by the parent(s)
must also be verified.

R2

Thirteen-8
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Primary and Secondnry SAls for
Dislocated Workers Who Qualily for the
Simplified Needs Test:

« The "primary" SA, calculated from
base-year data, will appear in the
upper right hand corner of Parts 1 and
2 of tho SAR.

+ The "secondary” SAl, based on
expected year data, will appear in the
"School Use" box on Part 2 of the
SAR.

0 O 0 0V 0 O T OO

\700000000<

Base Year: For example, 1987 is the
base year for award year 1988-89.

*Where the dependent student's base-
year incoma is used in the calculation of
the SAl for a detsnnination of Pell Grant
oligibility only, verification of the
dependent student applicant's AGl is
optional, even where the student's
application has been selected for
verification. i the student, at a later
date, applies for the campus-based
and/or Stafford Loan programs and is
selacted for verification, the aid
administrator must verify the student's
base-year income.
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Number of Family Members in the Household

< adependent student's spouse is included in the
number in household, and the dependent stucient's
household size must be verified if the rumber
reported on the application is greatr thar, 2

< anindependent student's household size must be
verified if the number reported on the application
is greater than 1

However, in any of the following cases, the aid adminis-
trator has the option of not requiring verification of
household size:

< if 90 days or less have elapsed between the date the
applicant signed the application and the date your
institution receives the output document

< if the prior year's verified household size is the
same as the number reported for the current year

< if, for dependent applicants, the parent is single,
divorced, separated, or widowed and:
* the reported household size is the same as the
number reported for the current year, or
* the reported household size is 2

< if, for dependent applicants, the parents are
married and the reported household size is 3

< if, for independent applicants, the applicant:
* is married and the reported household size is 2,
or
* is single, divorced, separated, or widowed and
the reported household size is 1

Number Enrolled In Postsecondary Education

The aid administrator must verify the number of family
members attending postsecondary educational institutions
as at least half-time students.

However, in any of the following instances, the aid
administrator has the option of not requiring verification
of the wumber enrolled in a postsecondary institution:

< if 90 days or less have elapsed between the date the

applicant signed the application and the date your
institution receives the output document

Q3

Household size is the number of

persons for whom

* the parents of the dependent student
applicant, or

+ the independent applicant and
spouse

provide at least one-half of their total

support for the award year. If a child will

be bomn during the award year, the child

can be included in household size.

Nurnber enrolled in postsecondary
education means those household
members who will be attending a
postsecondary educational institution
on at least a half-time basis during the
award year.
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< if the prior year's verified number enrolled in
postsecondary educational institucdons is the same
as the number reported for the current year

¢ if the reported number enrolled in postsecondary
institutions is 1

< if the applicant's family members are enrolled at
the same institution as the applicant and the
institution verifies their enrollment from its own
records

Ceriain Untaxed Income and Benefits

The aid administrator must verify certain untaxed income
and benefits for the base year:

< Social Security benefits, if no Student Aid Report
was receivew and if the institution has information
showing or reason to believe such benefits were
received

< child support, if the institution has information
showing, or reason to believe, it was received

¢ untaxed payments made to IRA or Keogh plans
¢ foreign income exclusion

< earned income credit

All the items listed above must be verified for at least
30% of the institution's total financial aid applicants for
any type of Title IV student aid if the items were used in
the determination of the EFC and if the applicant:

¢ was selected for verification by the ED central
processor, MDE processor, or certified need analysis
system using ED's standard verification selection
edits; or

< does not have a SAR or outp ut document from the
ED central processor, MDF processor, or certified
need analysis system using ED's standard edits.

Thirteen-10 2 4

Untaxed Income and Benefits:

« You must verify VA educational
benefits for applicants for whom you
certify enroliment status to the
Veterans Administration.

« Some Social Secunty statements will
show an amount subtracted for
Moedicare. Be sure to add the
Medicare amount that was deducted
back in to the total Social Security
benefits for the base year.

« Foreign Income Exclusion: Form 2555
is used by certain U.S. citizens and
residents living in foreign countrias to
deduct some excessive foreign living
expenses or to exclude a limited
amount of income recsived for
persorial service rendered abroad.
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13.4.2 Required Verification—~General Examples

The charts on the next page show the items to be verified
for dependent and independent applicants. Refer to the
charts and note the following:

< Both charts show a column identifying the two need
analysis methodologies by which an EFC may be
determined. If more than one system is used to
award aid, the items required for each of the
systems must be verified.

< ACT, CSS, ISSC, and PHEAA are some of the
processors that will calculate an expected family
contribution using the CM methodology to be used in
awarding campus-based aid.

< The Pell Grant formula uses the base year income for
the dependent student (and dependent student's
spouse, if married) to calculate the SAL. However,
verification of the dependent student's base year
income is optional if the student has applied only
for the Pell Grant program.
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REQUIRED VERIFICATION ITEMS FOR DEPENDENT STUDENT

Expected 0 e Base Year Datal---------eoveeeccenenennn.

Family AGl Tax Social Child Other Household ~ Number
Contribution Paid Security  Support  Untaxed Size in Post-
Determined Benefits Income from Secondary
Fom: Tax Retum? Education

PARENTS'
DATA v v

v v v
SAR SAI P
APPLICANT'S (AN '
SPOUSE'S) D;(\TAD //// / o % v v
v v

PARENTS v v v v v
SARFC === =~=-mmrs o mcr s et e e e e e e e c e e ———— 1
APPLICANT'S (AND W
spouses) oata ¥ v v v v v v
PARENTS'
ACT, CSS, DATA v v v v 4 v v
ISSC, 0F  mmmm e oo e oo cs oo n e oo
PHEAA APPLICANT'S (AND
SPOUSE'S) DATA v v v v v v v
' 1. Estimated Yearincome may be used in calculating the SAl and FC for dislocated workers. Verification of

estimated year income is optional.
2. Other Untaxed income may inziude untaxed payments to IRA and/or Keogh plans, foreign income exclusion,
eamed income credit, and intcrest on tax-free bonds.

REQUIRED VERIFICATION ITEMS FOR IMDEPENDENT STUDENT

Bxpected 000 e Base Year Dalal-------e---eeeceeeee-
Family AGl Tax Social  Chid Other Household ~ Number independent
Contribution Paid Secunty Suppert Uniaxed  Size in Post-  Stalus® (If
Detarmined Benefits Income from Secondary  Applicant is
Fom: Tax Return? Education  under 24)
SARSAl  APPLICANT'S (AND _,

SPOUSES) DATA ° v v v vV v v v
SARFC APPLICANT'S (AND

SPOUSE'S) DATA v v v v v v v v
ACT, CSS, APPLICANT'S (AND
ISSC,or  SPOUSE'S) DATA v v 4 v v v 4 4
PHEAA

3. Independent Status may need to be verified by checking parents' income tax returns.
Thirteen-12 8/20/88
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Example 1

Question:

Which items must be verified for a dependent student
who had to update her dependency status from
independent to dependent using an AFSA Correction
Application, and who:

< is eligible for a Pell Grant;

< will not receive campus-based aid; and

¢ qualifies for a Stafford Loan and has completed a
Stafford Loan application?

Solution:

In general, verification of a dependent student's base-year
income and untaxed income and benefits is optional when
the income and benefits are used in calculating the family
contribution for Pell Grant awarding only. However, Pell
Grant applicants who also apply for campus-based aid or
a Stafford or SLS loan must resolve any discrepancies
between the dependent student's tax return and the Pell
Grant application. The two sets of requirements in this
case are shown as unshaded areas on the chart.

REQUIRED VERIFICATION ITEN'S FOR DEPENDENT STUDENT
Fanky A0 T Swa o Oher  Hosshod  Number
Contribution Paid Security  Support  Untaxed Size in Post-
Determined Benefits income from Secondary
Fom: Tax Return Education
s PATNTS v v v vV v v
SARSAl  =-==-=c-co==- 7///////// """""""""
APPLICANTS (AND ///////////////// A
SPOUSES) DATA /////////// /////////////// v
PARENT v v v v v v v
SAR FC il
GESWE v v v v v vy

7

4 %
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Example 2
Question:

Which items w.ust be verified for a 25-year-old indepen-
dent student who filed an application with CSS, and
who:

is eligivie for a Pell Grant;

is eligible for campus-based aid; and

qualifies for a Stafford Loan, based on the CSS
output document?

S <

Solution:

The required ve “ification items are shown as unshaded
areas on the ch. rt.

REQUIRED VERIFICATION ITEMS FOR INDEPENDENT STUDENT

Expoctsd 020 T Base¢ Year Data—---------------=--en-

Famly AG| Tax Social  Child Other Household ~ Number independent

Contribution Paid Security Support Untaxed Size in Post- Status (If

Determined Benefits income from Secondary  Applicant is

Fom: Tax Retum Education  under 24)
Y/

SARSAI  APPLICANTS (AND / v v v v v v 7%

SPOUSE'S) DATA

2
SARFC  APPLICANT'S (AND v v v v v v v

SPOUSE'S) DATA /
7
Z //

ACT, CSS, APPLICANT'S (AND

155C,or  SPOUSE'S) DATA v v v v v v v

PHEAA .
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Example 3
Question:

Which items must be verified for a dependent student
who filed only the AFSA, and who:

< is eligible for a Pell Grant; and
< will not receive campu- based aid or a Stafford or
SLSloan ?

Solution:

The required verification items are shown as unshaded
areas on the chart.

REQUIRED VERIFICATION ITEMS FOR DEPENDENT STUDENT

Expected e Base Year Data----------=--=-=-e=sneen-
Famly AG Tax Social Chid Other Household ~ Number
Contribution Paid Security  Support Untaxed Size in Post-
Detormined Benefits income from Secondary
Fom Tax Retum Education
PARENTS' ’
g v vV Ve v v v

N\

SARSAI --=-==-==---- y 7 / 7
APPLICANT'S (AND / v v
SPOUSE'S) DATA

Y
'/

4

‘
2
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Example 4

Question:

Which items must be verified for a 18-year-old indepen-
dent student who has not previously received Title IV
aid, who filed an application with PHEAA for the
1988-89 award year, and who:

<% is eligible for a Pell Grant;

4 is eligible for campus-based aid; and

< qualifies for a Stafford Loan, based on the PHEAA
output document?

Solution:

Because the applicant is under 24, her independent status
must be verified. As she will receive aid for the first
time in 1988-89, this requires checking the parents' tax
returns for the years 1986 and 1987. If the parents claimed
the student as a tax deduction in either of those years, the
student may not be classified as independent. The
required verification items are shown as unshaded areas

on the chart.
REQUIRED VERIFICATION ITEMS FOR INDEPENDENT STUDENT

Expected e Base Year Data------+-ec-c-eevoeoenes
Famly AGI Tax Social  Child Other Household ~ Number independent
Contribution Paid Security Support  Untaxed Size in Post- Status (if
Determined Benefits income from Secondary  Applicant is
Pom: Tax Retum Education  under 24)
SAR SAI  APPLICANT'S (AND

SPOUSE'S) DATA v v v v v v v v
SARFC APPLICANT'S (AND

SPOUSE'S) DATA v v v v v v v v
ACT, CSS, APPLICAST'S (AND
ISSC,or  SPOUSE'S) DATA v v v v v v v v
PHEAA
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13.4.3 Discretionary Verification Items

An institution may verify any application items or
require any reasonable documentation it deems
appropriate for selected applicants it selects. Items for
which verification may be desirable but is not required by
regulation are known as discretionary items. The
following is a partial list of discretionary items which
may be reported incorrectly. It is advisable to check them
where applicable:

< medical and dental expenses
elementary and secondary school tuition
business value or debt

farm value or debt

trust fund income

a prior bachelor's degree

S S S 4 ¢ ¢

untaxed income and benefits not reported on the tax
retum

<

in-kind support (food stamp program, child care
program, day care services that are provided by the
Social Services Block Grant Programs, Summer Food
Service Program, efc.)

< low reported income (income that appears too low to
support the household size)

< home value

Many of these discretionary items could indicate asset
value or debt. Chapter 6 of the Verification Guide
prov.des a comprehensive list of discretionary items.

13.4.4 Conflicting Documentation
and Data Reconciliation

The term conflicting documentation refers to inconsistent
data within the institution’s records or inconsistencies
between the application data held by the central
processor (as shown on the SAR) and the institution's
records. If an institution has information which conflicts
with what the applicant reported, or has any other

—_—

Welfare Benefit::;

» Worker's Ccmpensation

+ JTPA noneducational benefits (funds
used to pay part of a person’s salary)

» Housing, food, and other living
allowances for military, clergy, and
others (include cash payments and
cost value of benefits)

= Veterans benefits (except for educa-
tional benefits)

Conlflicting documentation is any contra-
dictory or inconsistent information. In
this section, the term refers to a
discrepancy in the information in the
student's financial aid file (including
verification documents), or institutional
records such as those held by the
admissions office, veterans office, loan
office, registrar's office, etc. The data
reconciliation process resolves these
discrepancises.
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reason to believe the information is inaccurate, it must
resolve any inconsistencies.

If you find an inconsistency or discrepancy in your records
concerning a particular data item, you must verify that
item. In these cases, you are not required to verify other
items unless a tax return has been submitted to the
institution. If a tax return has been submitted, you must
verify those required items that can be verified using the
tax return. These items are listed in the chart on page 12.

These actions may be termed data reconciliation. The
process of data reconciliation is different from verifica-
tion and must be performed regardless of whether an
applicant has been selected for verification. Instances of
data reconciliation cannot be counted towards the 30%
minimum for verification of selected applicants.

Example 5: Conflicting Documentation
in the Institution’s Records

A student completed an institutional application for
financial aid indicating that he was born on January 31,
1968 and will live at his parent's address while enrolled
for the 1988-89 academic year. Subsequently, the student
submits a SAR indicating that he was born on January 31,
1964 which would enable the student to qualify as
independent under the definition for the 1988-89
academic year. The data on the institutional application
conflicts with the SAR.

13.5 ACCEPTABLE DOCUMENTATION

What documentation is acceptable proof of the accuracy
of an item selected for verification? The regulations and
the Verification Guide published by the Department of
Education provide listings of acceptable documentation by
data item (see 34 CFR 668.57). We will examine each
required verification jtem and the documentation needed
to verify the information reported by the applicant.

13.5.1 AGIand U.S. Income Tax Paid
For applicants (and their spouses), or parents in the case

of dependent applicants, who filed an income tax return,
one of the following documents is used for verification:

Thirteen-18

Section 668.14(f) of the Student
Assistance General Provisions requires
that schools develop an adequate
system to verify the consistency of the
information they receive from different
sources with respect to a student's
application for financial aid under Title IV
programs.

The total tax amount shown on a U.S.
income tax return will not always be the
figure the that should be reported on the
aid application. For a complets listing of
the types of tax items which are not
included in federal taxes, please consult
Chapter 3 of the 1988-89 Verification
Guide.
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< asigned copy of the U.S. income tax return—~Form
1040, 1040A, or 1040EZ. If a joint return was filed,
only one signature is necessary. The signature or
stamp of the tax preparer is also acceptable.

< the IRS listing of tax account information, IRS
Letter 1722.

If no income tax return was filed or will be filed, the
following is considered acceptable documentation:

< astatement signed by the person whose income is
being verified that no U.S. tax return was filed or
will be filed, and

< alist of the sources and amounts of income earned
from work.

13.5.2 Household Size

To verify household size, the student must prov:de a
statement listing household members and their
relationships to the student. The statement must be
signed by the applicant and, if married, the applicant's
spouse. If the applicant is dependent, at least one parent
must also sign the staterent.

13.5.3 Number of Household Members
Enrolled in Postsecondary Education

Only household members attending postsecondary
institutions at least half-time during the award year are
to be reported on the aid application. Documentation
required for verification will depend upon whether your
institution questions the accuracy of the information.

If you have no reason to question the information
submitted on the application, the required documentation
is a statement listing the names of household members
enrolled or planning to enroll at least half-time, their
ages, and the names of tl.e instituticns in which they are
or will be enrolied. The statement must be signed by the
applicant, the applicant's spouse, and at least one parent
if the applicant is dependent. The listing on the student
aid application form is an acceptable form of documenta-
tion if it is signed again at the time of verification.

If you have reason to believe that the information
provided by the applicant is not correct, you must require

8/20/88

Etfective July 18, 1988, the tax on
income paid to the governments of the
Commonwaealth of Puerto Rico, Guam,
American Samoa, the Virgin Islands, or
the Northern Mariana Islands, or tha
Trust Territory of the Pacific Islands
under the laws applicable to those
jurisdictions, or the comparable tax paid
to the central government of a foreign
country, shall be treated as United
States income taxes for purposes of
Pell Grant and CM need arialysis.

Foreign income and tax figures must be
converted to U.S. dollars based on the
rate of exchange on the date the
applicant completes the application. If
the tax return is difficult to interpret, the
FAA should consider contacting that
country's embassy or consulate for
assistance in translating the return and
determining the exchange rate.

Updating Appiicant Data

Three items that must be updated if they
change after the time of application are:

* household size

* number of household members
enrolled in postsecondary education

 dependency status

See Section 13.7 for a discussion of
updating requirements.
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verification from the institutions that the family
members are or will be attending at least half-time. If a
family member has not yet registered and no statement
can be obtained for this reason, you may rely on the signed
statement described above.

13.5.4 Untaxed Income and Benefits

Untaxed income is income that the Internal Revenue
Service Code has determined should be excluded from
federal income tax liability. Title IV student financial
aid programs, however, generally include untaxed income
as discretionary income that is available to a family in
meeting the costs of postsecondary education.

4+ Social Security Benefits: These benefits must be
verified only if:

4 no SAR has been received, and

< the institution has documentation showing such
benefits were received, or has reason to believe they
were received.

Except for educational benefits, Social Security benefits
received in the base year and reported on the 1988-89
financial aid application must be verified with Social
Security Administration, if possible. This applies to
benefits for:

< either a dependent applicant, his or her parents,
and parents' children;

< or anindependent applicant and his or her spouse
and children.

This information may be collected from:
<4 the 1987 IRS 1040 tax return, line 20(b);
< documentation from the Social Security Adminis-
tration showing the total amount of benefits
received in 1987; or
< astatement signed by the applicant, the spouse, if
married, and the parents, if the applicant is depen-

dent, certifying that the amount of Social Security
benefits reported on the application is correct.
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+ Child Support: If this is indicated on the application
or you have reason to believe it was received, you must
verify it by obtaining a signed statement certifying that
the information is correct-you cannot verify child
support with the tax return. If you have reason to believe
the signed statement is incorrect, you must request other
documentation. See the Verification Guide for documen-
tation to request in this case.

4+ Untaxed Portions of Payments to IRA and/or Keogh
Plans: These must be verified as they are included in the
calculation of the parental contribution for the Pell
Grant, campus-based, and Stafford Loan programs. The
amounts are reported on lines 24a, 24b, or 26 of the 1040 or
line 11c of the 1C40A.

4+ Eamned Income Credit: The amount may be obtained by
checking line 56 of IRS Form 1040, or line 21b of IRS Form
1040A. Earned income credit is allowed families with
eligible low-income workers who maintain a home in the
U.S. in which one or more children reside.

+ Foreign Income Exclusior: This is verified by looking
at the amount reported on line 39 of IRS Form 2555. This
item must be reported as other untaxed income and
benefits. If an amount is reported on line 46 of the form,
the amount is not to be included.

In cases where no tax return was filed, you must obtain a
signed statement certifying that a tax return was not or
will not be filed and listing the sources and amounts of
untaxed foreign income and earned income credit (see
Chapter 3 of the Verification Guide).

13.5.5 Verification Worksheets

ED has developed verification worksheets for the
dependent and independent student. These are sent to
students whose applications have been selected for
verification by the central processor or the ISSC, and may
also be used for verification of students selected by the
school. In all cases, use of the ED verification worksheets
is optional. Copies of the ED worksheets are presented in
the Appendix.

The worksheets are specifically designed to obtain the
required information, statements. and signatures
appropriate to the student's circumstances. Applicants
should submit their completed worksheets to the
financial aid office--forms should not be mailed to ED.

8/20/88
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ISSC (the lllinois State Scholarship
Commission) is an approved MDE

processor.
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Applicants using the other MDE processors and need
analysis systems may or may not receive a verification
worksheet, depending on the procedures of the particular
organization. An applicant selected for verification will
not need to complete x::ore than one worksheet unless
directed to do so by the aid administrator.

13.6 COMMON DISCREPANCIES IN INFORMATION

The documents in which discrepancies may be discovered
include need analysis forms, tax returns, benefit
statements fro-m an awarding agency, the SAR, Veterans
Administration documents, Financial Aid Transcripts,
and institutional forms and applications.

As you acquire hands-on experience in the verification

process, you will become proficient in detecting reporting
errors. Several essential types of checks that are made
during the process are shown in the examples below.

Example 6: Tax Paid

Frequently, the amount withheld is reported and not the
total tax liability. The applicant has failed to transfer
the specific line item from the tax return to the
application. The entry on the SAR should be the total

tax: $2,308.

Step 7
Figute your
tax,
credits,
and
payments

(mcludm%
advance EIC

payments)

(67, WARTALSTATUS WARRIED
_ A

o
:

£GAL RESIDENCE
UMBER OF FAMILY MEMBERS _ gs
I COLLEGE IN 1988-89

-

RRE

EE

[ COMPYETED 1040AEZ.
TAX FORM $ aﬁs X

H You Want IRS To Figure Your Tax, $ee Page 24 of the instructions.

Caution: If you are under age 14 and have more than $1,000 of investment
income, see page 24 of the instructions und check here . > D
18 Find the tax on the amount on line 17. Check if from: D Tax Table
(pages 32-37); 0r [ ] Form 88:5, Computation of Taz for Children
Under Age 14 Who Have lnvutment Income of More Than $1,000. 18

- Incorrect entry on the Parents’
Information Section of the SAR

Form 1040A

& 308

19 Credit for child and dependent care expenses. Complete and
attach Schedule 1, Part I, 19

20 Subtract line 19 from line 18. Enter the result. (If line 19 is more than /\
line 18, enter -0- on line 20.) This is your total tax. » 20 4, ,3081)

21a Total Federal income tax withheld. This should
be shown in Box 9 of your W-2 form(s). (If line
6 is more than $43,800, see page 26.) 21 Q119
b Earned income credit, from the worksheet on 7
page 28 of the instructions. Also see page 27. 21b

22 Addlines 21a and 21b. Enter the total. These are your total payments. » 22

(2,19
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Example 7: Other Untaxed Income and Benefits

A look at the tax return will iinmediately tell you
whether a figure should have been reported on the
application for this item. Applicants who do not read
the instructions carefully and who do not look at the
worksheet in the application instructions may assume
they have no untaxed income. This is a common error.

In the following case, the FAF Worksheet and Form 1040
show that at least $2,500 should have been reported on
the SAR.

Worksheet for question 27d

[ Amounts trom IR Tax Forms FAF Worksheet
Credit for federal tax on special
fuets from Form 1040, line 59 -8 00
Foreign income exclusion from Form 2555 kne 39 + 00
Deductible IRA/Keogh payments from Form 1040,
hnes 242, 24b. and 26, or from Form 1040A, kne 11¢ + 00

Earned income credits from Form 1040,
kne 56 or 1040A hne 21b + 00

Untaxed portions of pensions from Form 1040,

kne 16 minus 16b (excluding *-ofovers”) - 3, 100 00

Fom 1040

7 Wages, salanes, tips, etc (attach Form(s) W-2)

Tax-exerpt interest income from Form 1040,
kne 9. or 1040A, hne 7b + {tOo 00
Other Untaxed Income

Other weltare benefits (except AFDC/ADC) + 00

79. ANNUAL AFDC/ADC 0 '
PPORT RECEIVED 0 lncorrect_ entry on the Parents

| 81, OTHER UNTAXED INCOME [ & Information Section of the SAR
8. _MEDICAUDENTAL EXPENSES 1,500 |
183, ELEM/JR, HIGH/'SR, HIGH TUITION $ 0

income 8 TYax est Income (also attach Schedule B if over $400) .
Please attach 9 Tn—nempt interest incomeXsee page 10) DON'T include on line 8 [ 9! 4‘0 o |

Copy B of your

Forms V-3, W-2G. 10 Dividend income (a/so attach Schedule B if over $400)

and W-2P here 11  Taxable refunds of state and local income taxes, if any, fr.m worksheet on page 11 of lnstructlons
 you do not have 12 Abmony received

2 w-26. s:e 13 Business income or (loss) (attach Schedule C)

&asetfucgons. 14 Capital gain nr (loss) (attach Schedule D} .

15 Other gains or (losses) (attach Form 4797) \ .
IGaIRA distributions, annuities, and rollovess Total received lit | Q100 |

10

11

12

13

14

e e

17 Rents, royalties, partnerships, estates. trusts, etc (attach Schedule E)

37

Aruitoxt provided by Eic:

15

16b

17
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Example 8: Home Value

The tax re‘um indicates home mortgage interest was

paid, and yet no home value is reported. Although the
home could have been sold prior to the time the applicant
filed the application, the omission of "home value" could
indicate a reporting error. Note that institutions are not
required to collect income tax schedules such as the
Schedule A in this example. Home value is a
discretionary verification item.

ALE Or OLUEH PARENT 55
CHECRING

Incorrect entry on the Parents’
Information Section of the SAR

:ML
46 QTHER REAL ESTATE/NVESTMENT VALUE
9. QTHER REAL EST

3Isll1.ﬂl

lololo QQ

Form 1040 Schedule A

{nterest You Note: if you borrowed any new amounts against your home
Paid after 8/16/86 and at any time in 1987 the total of all your
mortgage debts was more than what you paid for your home
("f:tem etions plus improvements, attach Form 8598 and check here . .» [
on page 22.) 9a Deductible home mortgage interest you paid to financial 4_ tos
institutions (report deductible pointsonline10) . . . . . . [ Sa | A, LY

b Deductible home mortgage interest you paid to indviduals
(show that person's name and address® P

...................................................... gb
10 Deductible points . . . . T I 1)
11 Deductible investment |nterest .. R I 3 |
12a Personal interest you paid (see page 22) .ule 7 /A

b Multiply the amount on line 12a by 65% (.65). Enter the resuit 12;|
13 Add the amounts on lines 9a through 11, and 12b Enter the total here Total interest P | 13

13.7 UPDATING REQUIREMENTS

Three important items in the calculation of an _1:‘_ ay
need to be updated if they change after the date of
application:

< household size;

< number of household members who will be enrolled

in postsecondary programs; and

¢ dependency status.




Financial aid applications are often completed months

before the beginning of the enrollment period for which
the student would receive aid. It is reasonable to expect
changes in the information projected on an aid applica-

tion. For this reason, certain updates are required.

13.7.1 Updating Household Size and Number of
Household Members in Postsecondary Education

A student may not update household size and the number
of family members in postsecondary education on a
previously certified Stafford Loan application or when
there is a change in marital status of an applicant or
parent. Otherwise, the updating requirements regarding
household size and the number of household members
enrolled in postsecondary programs depend on two factors:
whether the student has been selected for verification,
and whether the student is a Pell Grant applicant.

4 Pell Grant Applicants Selected for Verification: Must

make updates in household size or number in postsecon-
dary education as of the date the insttution verifies the
applicant data on the SAR or other approved financial
aid report.

+ Pell Grant Applicants Not Selected for Verification:
Must make updates in household size or number in post-
secondary education before or at the time the SAR is
submitted to the school.

The following chart shows update requirements for Pell
Grant applicants.

UPDATING PELL GRANT APPLICATION INFORMATION

HOUSEHOLD SIZE OR NUMBER i Change Occurs up to Date I Change Occurs up to Date

IN POSTSECONDARY ED, of SAR Submission & Schoo!  of Veiification
If Student is not applicable UPDATE®
Selected for Verification (revise SAR)
If Student is Not UPDATE® not applicable
Selected for Verification (revise SAR)

It Change Occurs Later

MAY NOT UPDATE

MAY NOT UPDATE

*May not updae if a result of a change in marital status.
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The update requirements for campus-based and Stafford

Loan program purposes again depend upon whether the
student has been selected for verification.

4+ Campus-Based and Stafford Loan Program Applicants
Selected for Verification: Must make updates in
household size or number in postsecondary education so
that this information is accurate as of the date the
institution verifies the information. No update of these
two items is required for campus-based or Stafford Loan
program applicants after the verification process is
completed. Updating after verification is the school's
option and many schools exercise this option.

4+ Campus-Based and Stafford Loan Program Applicants
Not Selected for Verification: Must make updates in

household size or number in postsecondary education
whenever they change only if the institution establishes
this as a policy. If this is the institution's policy, and a
new EFC is determined on the basis of the change, award
modifications must be made to prevent overawards.

The chart below shows update reqr:i: ements for campus-
based and Stafford Loan prograni applicants.

Dependeni
Students

independent
Students

UPDATING STAFFORD LOAN APPLICATION INFORMATION

HOUSFHOLD SZE NUMBER IN

POSTSECONDARY ED.*
Statement listing names, ages and Statement listing names and ages
relationshins of household members of household members and names of
to applicain institutions
Statement listing ages and Statement listing names and ages
relaionships of household members of family members and names
to applicant . of inslitutions

PROVIDED BY

Parent and
Applicant

¥ you havs reason to boliovs tha information regarding the number in pestsecendary ed

obtain documentation from the institutions concemed.

13.7.2 Updating Deper dency Status

4 For Selected Applicants: Applicants selected for
verification whose dependency status changes after
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‘ completing an application must update their dependency
status throughout the award year except when:

< a Stafford Lean application for the applicant has
already been certified

< adependent applicant marries after filing the
application

< an independent applicant or parent of a dependent
applicant marries after filing the application

+ For All Applicants: If dependency status has changed,
in all Title IV programs:

< the applicant must submit the AFSA Correction
Application to the central processor with the cor-
rect dependency status in order for a Pell Grant to be
disbursed (see Module 10 and the "Dear Colleague"
letter GEN-88-7)

< for the Pell Grant program, the applicant must
submit the new, valid Student Aid Report to the
institution .

< the aid administrator must use the FC on the new
SAR or recalculate the EFC based on the updated
information for the new dependency status, in
accordance with the statutory CM formula for the
campus-based and Stafford Loan programs*

If yout have previously certified 2 Stafford Loan
application, do not update that application. The chart
below provides a review of update requirements for

x changes in dependency status.

« Special circumstances may now be
handled on a case-by-case basis by
the financial aid administrator, who
may make adjustments based on
professional judgment. These will be
reported on the SAR Part 2 or the
payment document, depending on
whether the applicant was originally
eligible or ineligible.

+ Changes in dependency status are
revorted on the AFSA Coirection
Application, not the SAR.

*Option: The student may submit a new
financial aid application to an MDE
processor or Need Analysis System for
a calculation of the EFC based on the
updated dependency status
information.

UPDATING DEPENDENCY STATUS APPLICATION INFORMATION

DEPENDENCY STATUS Pell Grant Program Campus-Based or Stafford Loan Program
IN POSTSECONDARY ED. Applicant Information Applicant Information
If Student is UPDATE* UPDATE' except  MAY NOT UPDATE A
Selacted for Verification (file Correction (file new PREVIOUSLY CERTIFIED
Applir- on) application) STAFFORD LOAN
' *May not update if a result of a change in marital status.
4
|
|
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13.8 REPROCESSING REQUIREMENTS
AND TOLERANCE LEVELS

Errors in nonfinancial data (depe.idency status, number in
household, or number enrolled in postsecondary education)
often require a recalcuiation of the EFC. However, errors
in financial data, particularly for low-income applicants
with zero SAls, may not require recalculation or
reprocessing because the SAI may not change. Special
charts called Zero SAI Charts and tolerance levels are
used to determine when recalculation and/or reprocessing
is necessary due to errors in financial data.

Using ihe zero SAI charts, the aid administrator can
determine whether new data will affect an SAT of "0." If
the SAI will change, the application must be reprocessed.

Using the tolerance levels set by the Department of
Education, the aid administrator can determine whether
errors fall within a tolerance level. Errors with total
amounts greater than the tolerance level will require
recalculation.

There are separate tolerance levels for the Pell Grant and
Stafford/campus-based programs. These levels are
discussed below.

13.8.1 Pell Grant Program

If there are no errors in nondollar items used to calculate
the SAI, and the sum of changes in ve.ified dollar items
is less than $200, no recalculation or reprocessing is
required.

If the total change is $200 or more, recalculation is re-
quired. The school may choose to recalculate the student's
SAI or may require that the student return the corrections
to the processor for reprocessing and recalculation.

< If the institution performs a recalculation and
determines that the new SAI will decrease the
amount of the award, the SAR must be reprocessed
by the central processor and payment withheld
until a new SAR is presented by the student.

4 If correction would result in an increased award, the

institution can base the calculation of payment on
the original SAL
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« [f the financial aid administrator
recalculates the SAl, the corrections
must be reported on Part 2 of the
SAR. Either the student or the aid
administrator must mail back the
corrected SAR to the central
processor o obtain a valid SAR.

« However, if the financial aid
administrator makes an adjustment
based on professional judgment and
the SAl remains sligible, the aid
administrator reports the new SAl and
the type of adjustment on the
Payment Document of the SAR and
documents the student's file.

For more information on reporting
recalculatior s and adjustments, see
"Verification Changes for Award Year
1988-89" in the Verification Guide and
Module 10, Appendix C.




If the school subsequently receives a corrected SAR, the
student’s new SAI must be used to determine the correct
Pell Grant award.

13.82 Campus-Based and Stafford Loan Programs

If the total change in the dollar items verified is less
than $800, and there are no errors in nondollar items used
to calculate the EFC, no recalculation of the EFC is

required.
) . e Remember, the SAl on the SAR may not
If the total change in the dollar items verified is $800 or be used to determine eligibility for the

more, the student's EFC must be recalculated and his or campus-based and Stafford Loan
her financial aid package must be modified if necessary programs.
to prevent an overaward.

13.8.3 Additional Stafford Loan
Program-Specific Requirements

If verification of a Stafford Loan applicant results in
recalculation of the student's EFC and a redetermination
of the student’s need after the loan application is
certified by the institution, additional steps may be
required. If the redetermined need would decrease the
amount the student is qualified to borrow by less than
$200, no action is required. However, if the amount the
student is qualified to borrow is reduced by $200 or more,
you must notify the student borrower and the lender
within 30 days, giving the amount for which the student
is eligible. If you receive a check before the loan amount
is changed, you must return it to the lender.

13.9 REQUIREMENTS FOR PAYMENT OF FUNDS
AND CERTIFICATION OF A STAFFORD STUDENT
LOAN APPLICATION

13.9.1 Interim Pell and
Campus-Based Program Disbursements

An interim disbursement is any disbursement made toa
student befor= completion of the verification process.
Although the institution risks having to recover the funds
it has disbursed, in many cases a single disbursement is
allowed before completion of the verification process. If
the institution has any conflicting documentation on any
verification item, no interim disbursement may be made.
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In cases where disbursement is allowed, the institution
may make one disbursement of any combination of Pell
Grant, Perkins Loan, or SEOG funds for the applicant's
first payment period. If the student fails to complete the
verification process, the institution must refund the full
amount of the disbursements to the Title IV programs. If
the interim disbursement causes an overaward, the
amount of the overaward must be refunded to the appro-
priate programs. Given these liabilities, many schools
may decide not to make interim disbursements. The
policy should be carefully considered by the administra-
tion at the institution.

Additionally, the institution may employ a student in
the CWS program during the summer prior to the
academic year if the student is not enrolled and for up to
60 days after the enroliment period has begun. If the
documentation required for verification is not provided
within 60 days, the employment under CWS must cease.
The institution may not recover wages earned by the
student but is liable for the iederal share of the wages
paid to the student and must return the amount to the
CWS program if the student receives an overaward or
does not complete verification.

13.9.2 Certification of a Stafford
Loan Application and Delivery of Funds

The verification regulations apply to applications for
any Stafford Loan for a period of instruction beginning on
or after July 1, 1986. Verification of a selected student’s
application data must be completed prior to delivering a
Stafford Loan check to the student borrower. If the
student does not provide the requested documentation
within a reasonable time period:

¢ you may not certify the applicant's Stafford Loan
application, if you have not already done so;

¢ you may not process or deliver the Stafford Loan
check; and

< you must return to the lender within 45 days any
Stafford Loan check payable to the applicant.
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13.10 FAILURE TO PROVIDE DOCUMENTATION

The Department of Equcation allows institutions to
datermine the deadlines by which students must submit
documentation for campus-based and Stafford Loan
awards. Federal deadlines for submission of verification
documents to support Pell Grant applications are

The deadline date for submission of

published by ED in the Federal Register each award verification documents is usualiy the
year. earlier of:

+ 60 days from the applicant's last date
Students who fail to submit materials and complete the of enroliment, or

* 60 days after June 30 of the award

process by the Pell Grant deadlines are not entitled to yoar.

Pell Grant awards. Schools may opt to pay campus-based
or Stafford Loan awards to students who complete the
verification process after the institution’s deadline.

13.11 VERIFICATION POLICIES AND PROCEDURES

The institution’s responsibilities as outlined in the
federal regulations and the Verification Guide are as

follows: Verification policies and procedures are

spacified in 34 CFR 668.53.
< to explain to each student who must verify

information:
* which documents are required;
¢ the date by which they must be submitted to
the aid administrator; and
* the consequences of failing to comply with the
request for documentation;

¢ to pay back to the program account any Title IV
overpayment that resulted because the school dis-
bursed funds prio: t> zempletion of the verification

precess; and

¢ todevelop and use written policies and procedures L Sl i o~
for verification which include deadlines, conse- B T - K
quences of failure to meet a deadline, procedures for 222 e (g

notifying a stucent if the award changes because of
verification, and procedures for students to correct

N
i
information. ‘ 54

The institution mus* estz>lish a set of procedures and file
documents which clearly indicate the steps taken and the i
outcome for each verification case. The aid administrator

should develop a document or worksheet (or use one
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prepared by ED or an approved need analysis system)
which lists verification items to be checked, documents
submitted, and settlement or affirmation of each
verification item.

13.11.1 Written Policies and Procedures

An institution's written policies for verification must
include:

< deadlines that applicants have to meet for
supplying information

< late policies—-what the school will do if the
applicant does not supply the information by the
deadline

< award change notification-how the school will
notify applicants if verification causes changes in
their award

< student information on verification--how the
school, in a timely manner, provides each applicant
selected for verification with a clear »xplanation
of:
* the documentation needed to satisfy the
verification requirements
* the applicant’s responsibilities with respect to
the verification of application information

An institution may develop and implement additional
policies and procedures to assure that all applicants
selected for verification will be properly verified.

13.11.2 Differences in Institutional Policies

The verification process at your institution will be
performed according to written policies and procedures
des:gned to accommodate both the regulations and your
school's circumstances with regard to deadlines, periods
of enrollment, application volume, etc. For example:

¢ Some institutions may choose to verify the data of
all financial aid applicants, while others will
verify only those applications which are required
by regulation to be checked.

¢ Some institutions will decide to package aid and
send tentative award letters prior to verification of
application data. Final awards, hovrever, will be
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Schools must have written policies and
procedures for verification of applicant
information.
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contingent upon satisfactory results from the
verification process. Other institutions may require
completion of the process before any award

packaging is done.

¢ Tolerances have been established by regulation to
avoid requiring reprocessing or recalculation when
only small changes in dollar items have occurred.
However, mistakes in the use of tolerances may
become a liability to institutions. Schools differ in
how they make use of tolerances:

* they may establish guidelines for the use of
tolerances which take into consideration the
complexity of the case;

* they may decide always to require reprocessing
for Pell Grant applicants and recalculation for
Stafford Loan and campus-based applicants; or

* they may train their financial aid staff in the
tolerance regulations and EFC calculations and
always rely on their accurate use.

¢ Although institutions are allowed to make an ini-
tia] disbursement of Pell Grant or campus-based aid
to a student before completion of the verification
process, they are liable for any overpayment that
results from recalculation of the EFC or the student's
failure to complete verification. An institution's
willingness to incur such liabilities will depend on
various factors such as the number of students to
which this would apply and consequent total
liability, on whether there is time for reprocessing
before the student must pay educational costs, efc.

13.11.3 Adjustments by the Aid Administrator

According to statute, the financial aid administrator can
adjust an applicant's eligibility for the Pell Grant,
campus-based, and Stafford Loan programs. An aid
administrator may adjust either the eligibility figure
itself (the SAI or FC) or any of the data items on the SAR
or need analysis report from one of the MDE processors or
certified need analysis systems. Such changes may be
based on the aid administrator's discretion (professional
judgment) in ~ases where there are unusual or unique
circumstances for an applicant.

Before making an adjustment to a data item on an

application that has been selected for verification, you
must check whether the data item is one of the items for

8/20/88
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which verification is required. If the item to be changed
is one of the required verification items, you -must:

< verify the required data items prior to making the
adjustment; and

¢ document the applicant's file.

If the item to be changed is not one of the required
verification items, you must document the applicant's file
after making the adjustment. Similarly, when making
adjustments on applications that have not been selected
for verification, you must document the student's file.
Remember that all adjustments must be based on accurate
data.

Aid administrators may make adjustments only on the
basis of individual circumstances for each applicant. An
across-the-board policy of adjustinents to certain
classifications of groups or individuals meeting certain
circuinstances or conditions is not permitted.

13.11.4 Pell Grant: Completion of
the Verification Status Code

Part 3 of the Pell Grant SAR contains an area for the
financial aid office to report the applicant’s verification
status. The aid administrator enters the appropriate
code letter in the Verification Status box on page 2 of the
Payment Document. The codes are as follows:

< N--Not selected.

¢ A--Accurate. The applicant was verified, the SAR
was accurate as submitted and the school paid on
that SAR.

¢ W--Without Documentation. The applicant
received up to one-half of the Pell Grant without
bringing in all of the required documentation. If you
used this code on the SAR, you must change your
next Payment Document submitted for that
applicant to reflect the code urider which the
applicant was finally paid.

¢ S- Selected - Not Verified. Used for applicants

who have been selected for verification but are not
verified due to the 30% verification limitation.
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Required verification items are listed in
Section 13.4.1.

For more information on SAR reporting
requirements when adjustrnents are
made, sae "Verification Changes icr
Award Year 1988-8S" in the Verificalion
Guxde and Module 10, Acpendix C.

a VERIFICATION )
STATUS

e
—

Not Seiecieq

AUt &

Winout Columeniatur
Tolerance

Caiculated
Reprocessed
Selected not verifiea

0000000

Verification Worksneet
Completed

O Yes
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¢ T- Tolerance. The applicant was verified, the SAR

was shown to be incorrect as a result of verification,
but you paid the student without requiring the SAR
to be reprocessed because you were able to use either
the zero SAI tolerance option or the appropriate
dollar tolerance option. This code should also be
used when you pay an applicant who has been
exempted from verification under one of the
allowable exclusions as described in Chapter 1 of
the Verification Guide.

C--Calculated. The applicant was verified, the
SAR was shown to be incorrect as a result of verifi-
cation, but you paid the studeat without requiring
the SAR to be reprocessed because you calculated
the SAI and found that the the scheduled award
remained the same or increased on the basis of the
recalculated SAI

R--Reprocessed. The applicant was verified, the
SAR was shown to be incorrect as a result of
verification, the SAR was reprocessed for that
reason, and the school paid on the reprocessed SAR.

Note that the school should check the "Verification
Worksheet Completed” box if the school used the federal
verification worksheet.

[Ya'S
<

Neaver use the verification Status Code
"R" on the first SAR which was sent to a
student as a result of his or her original

application.
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Verification of student information is a multi-stage
process. This module has provided an introduction to the
methods by which students are selected for verification,
the items that may need to be verified, and the ways in
which the accuracy of applicant data is checked and
confirmed. The diagram on the next page shows the main
steps and decision points in flow-chart format.

It should be emphasized that this module has aimed only
at providing a good foundaticn. You should now be well
prepared to use the regulations and the Verification
Guide, which provide the full details you will need to
conduct the verification process for different Titie IV

programs.

How do you know when you have completed the
verification process for an individual studert? At what
point are you able to disburse funds or certify a Stafford
Loan application? An aid administrator must be able to
identify the point at which the verification process is
complete.
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I THE VERIFICATION PROCESS I

mp:dust the !

STEP2 « ——l
application be Is the applicant | STEP 4
verified? exduded from | What are the P5 v
verification? | payment options? What are the
data items to be
No Yes verified?

Yes 'No
' STEP 6 ¥

t is acceptable

STEP 3 documentation?
Are dependency
status, household
size, and number in STEP 7 v
postsecondary edu- How are documents
cation still correct? compared with the
data items?
v v l
Yes | L. No | STEP 8
3 ! Are the reported
* — data accura{e?
Recalculate ] ‘
N :I, v

1

Yes | | No Not provided

!

STEP 9 l (option) | '

Are errors witnin y

\ tolerances? Recalculate/

a resubmit SAR
Yes ] | No | i Y

i If eligible

DiSburse, if — -

applicant meets STEP 10 v
other program
. Is there an
requirements overpayment?
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POST-TEST

At an institution that has not chosen to limit verification to 30% of selected applicants, in
which of the following cases would verification be performed? (circle all that apply)

a. the applicant does not submit a Student Aid Report or need analysis document from a
processor using the federal edit system

b the aid administrator suspects that information was reported incorrectly but has no
conflicting documentation on file regarding the item

¢ the aid administrator has conflicting documentation on file regarding a verification
item

All student applications processed without using ED's verification selection edits must be
verified. True or False?

Verification is a requirement for all Title IV programs. True or False?
Asterisks (*) next to the SAI and FC on the Student Aid Report indicate that:

a. the student is exempt from verification

b. the student’s application could not be processed

¢ the student's application data are in error

d. the student's application data have been seiected for verification

The term conflicting documentation refers to inconsistent or conflicting information:
(circle all that apply)

a. in the institution's financial aid records only
b in financial aid or other institutional records
¢ in prior-year and current application records held by the institution

Which of the following students are exempt from verification if no conflicting
documentation is evident? (circle all that apply)

students receiving only Stafford Loans

incarcerated students

immigrants who arrived in the U.S. during the first calendar year of the award year
students receiving institutional scholarships only

married students

students whose parents were not required to file an income tax return

me A0 g

Verification of family financial information is always limited to information reported on
the US. individual income tax return (Form 1040, 1040A, or 1040EZ). True or False?

Pell Grant and camp:is-tased financial aid may be disbursed before the verification
process is completed. Tiue or False?
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9. If verification of a Pell Grant Student Aid Report (SAR) results in new financial data,
the aid office must always require reprocessing of the SAR. True or False?

10. Update requirements for verification purposes include changes in: (circle all that apply)

household size

Selective Service registration status

dependency status

address (for dependent students)

marital status

number of household members in postsecondary education at least half-time
parent’s divorce or separation

e ADd P

J

W
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ANSWERS

1. a,b.and c. Verification would be completed in all of these cases, because each meets a
criterion for "selection” for verification. (For more information, see Section 13.3.)

2. False. All students whose application data were not processed using the edit checks are
automatically selected for verification. They are added to the "pool" of the institution's
applicants selected for verification, along with those who have been selected by
processors using the standard edits. However, the institution may choose to verify no
more than the minimum 30% of its Title IV aid applicants. In this case, if the "pool" of
selected applicants is greater than 30%, not all those selected for verification will
actually be verified. (13.3.2)

3. False. Verification is not required for an SLS borrower or the student dependent of a PLUS
loan borrower if the student is not eligible for any other forms of Title IV assistance.
Verification is required for Pell Grant, campus-based, and Stafford Loan program
applicants. (13.1.1, 13.3.4)

4. d. The student's application has been selected for verification. The asterisks next to the
SAI and FC indicate the need for verification--they do not necessarily indicate a
determination of error. (13.2.2)

5. b.and c. The term conflicting documentation refers to contradictory or inconsistent
information within financial aid or other institutional records. Conflicting
documentation in institutional records may include conflicts between data supplied in
previous years and the current year. (13.4.4, 13.6)

6. b, c,and d. Certain categories of students are exempt from verification. These categories
include students who do not receive Title IV aid, immigrants who arrived in the U.S.
during either of the calendar years spanned by the award year, and incarcerated
students. (13.3.5)

7. False. The aid administrator cannot rely solely on data reported on an income tax return.
Some families and students may not file a tax return and will need to provide you with
alternative ducumentation. Also, although the U.S. income tax return reports many
sources of income, it may not always provide sufficient documentation--for instance, it
does not provide documentation of child support received. (13.5.1)

8. True. The institution may make an initial disbursement prior to completing verification
of application data. However, if the verification process results in a reduction in Title IV
financial aid or the student does not complete verification, the funds must be recovered--
from the student or the institution. The institution may not release Stafford Loan
proceeds to a student borrower until such time as the verificati,n process has been
completed. (13.9.1,13.9.2)

9. False. There are tolerances or set limits of change in financial data within which the
aid administrator may operate. If the changes in th2 verified items are within the
permissible variations as defined by the tolerance levels, no reprocessing is required.
Otherwise, for Pell Grant applicants, if the change in financial data results in a
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decreased award, the application must be reprocessed by the Pell Grant processor. If the
change results in a decreased SAI, the SAR must be reprocessed to award the applicant
additional funds. (13.8)

10. a,c,andf. At the time of verification, selected students must update their household
size and number of household members in postsecondary education at least half-time, if
there are any changes. The applicant is always responsible for reporting any change in
dependency status. (13.7)

Questions: 10 Your Score: Percentage:

W
Ov
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acceptable

documentation

base year

conflicting
documentation

discretionary items

documentation

edit checks

hand calculation

interim disbursement

tolerance levels
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When referring tc verification, or when decisions are made
regarding student data, acceptable documentation means wyritten
documents which substantiate the information reported on a
student aid application, such as the U.S. income tax return, and
signed statements from the applicant and the applicant's family.
Federal regulations list documents which are acceptable proof of
the accuracy of applicant data.

The 12-month period ending on the December 31st preceding tha
award year. For example, calendar year 1987 is the base year for
the 1988-89 award year.

Inconsistent information within the institution's records or noted on
tk2 Student Aid Report (SAR) which may indicate an error in the
information used to calculate the student’s expected family
contribution or Student Aid Index.

Applicant data items used to determine a student's eligibility for
federal financial aid that are not required by the regulations to be
verified. It is the financial aid administrator's option tc verify, on
a student-by-student basis, any or all of these items.

Written statements explaining the logic and/or the steps followed
which resulted in a specific action taken, given the particular set
of circumstances. (See acceptable documentation.)

A series of data tests run by an automated processing system on
financial aid applications. These tests look for and report
incomplete or inconsistent data on the application. Edit checks
(alsc known as edits) are one mechanism used to select applications
for verification. Edit checks are also part of the processing of an
institution's FISAP.

On-campus calculation (manual or by computer program) of the FC
or SA in contrast to calculation by a service agency or outside
processor.

The single allowable disbursement made to a student who has not
completed the verification process. The institution is responsible
for recovery of payment if the student does not complete the
verification process or if the amount for which the student is
eligible changes as a result of verification.

As tl - term relates to verification, the allowed limit of error (the
sum ¢« the absolute change in dollar values) within which
recalculation and/or reprocessing is not required. For changes
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untaxed income

update requirement

validation

verification

verification items

greater than or equal to the tolerance levels, the EFC must be
recalculated using the correct data.

Income received that is not taxed. Examples of such income are
Social Security benefits, welfare benefits, interest on tax-free
bonds, some unemployment compensation, military and other
subsistence and quarters allowances.

Required notification tc ED of a change in the information
originally reported on an aid application. Updates are required
for changes in household size, number of family members in
postsecondary education, and dependency status, because these
items, if changed, may cause a significant change in a student's
EFC.

See verification. Validation was the term used prior to the 1986-87
award year. The procedures applied only to Pell Grant applicants.
Verification is the current term used, and it applies to all
need-based Title IV financial aid programs.

Technical and administrative procedures for detecting and
resolving inaccuracies in the data that a student has given when
applying for federal umancial aid. ED publishes a Verification
Guide each year sting forth guidelines and procedures.

Specific applicant (and family) information which must be
checked for accuracy in the verification process. Verification may
also extend to other items at the discretion of the aid
administrator. These may include home value and other assets.

ACRONYMS
ACT American College Testing program.
AGI Adjusted Gross Income.
CFAR Comprehensive Financial Aid Report. The FFS need analysis report that is

sent directly to the school(s) specified by the student. (The student receives a
different version—an information summary called the FFS Confirmation

Report.)
EFC Expected Family Contribution.
FAA Financial Aid Administrator.

FAFNAR Financial Aid Form Need Analysis Report.

37
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GAPSFAS

ISSC
NAS
PHEAA
SAI
SAR

Thirteen-44

Family Contribution (calculated with the Congressional Methodology).
Graduate and Professional School Financial Aid Service.

Individual Retirement Account.

Mlinois State Scholarship Commission.

Need Analysis Servicer or Need Analysis System.

Pennsylvania Higher Education Assistance Agency.

Student Aid Index.

Student Aid Report.

(G
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KEY RESOURCES

1. US. Department of Education, Office of Student Financial Assistance, Current Title IV
Regulations, Washington, D.C., OSFA/ED, 1988.

2. ————, 1988-89 Verification Guide, Washington, D.C., OSFA/ED, 1988.
3. National Association of Student Financial Aid Administrators, Standards for the

Verification of Information to Determine Financial Aid Eligibility, NASFAA
Monograph Series, Number 4, Washington, D.C., NASFAA, 1984.

The references listed above can be obtained by contacting the publishing organization. For
U.S. Department of Education addresses, see the inside back cover or the Support Booklet. For
all other addresses, see the Support Booklet.
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APPENDIX

VERIFICATION WORKSHEETS

Page
47 Independent Student Verification Worksheet for 1988-89

49 Dependent Student Verification Worksheet for 1988-89
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Verification Worksheet 1988-89

Federal Student Aid Programs Independent
~ WARNING: If you purposely give falsp or misleading inform.atfon on this 2?.«?’:« g"fg‘%yoi‘gz i
U8 Ducarrar o Eucain worksheet. you may be fined, be sentenced to jail, or both. EXP OATE 123189,
Asstance Progeame e — |
To receive Federal student financial * Talk to your Financlal Ald
assistance, you must complete a process Administrator if you have questions
called Verification. This process requires about completing this worksheet.
you to submit signed copies of financial Your school will notify you if information
documents to your school. Do not mall on this worksheet is different from the
this worksheet to the Federal Student information on your SAR and will explain
Ald Processor. to you how to correct the information.
WHAT YOU SHOULD DO: WHAT THE LAW SAYS:
» Contact Your Financlal Ald * We have the right to ask you for
Administrator To Find Out it information before awarding you any
You Are Using The Correct financial aid (Title IV of the Higher
Worksheet. Education Act of 1965 and Privacy Act of

1974). See the instructions in the
* Take your Student Aid Report (SAR), this Application for Federal Student Assistance
completed worksheet, and any additional

documents required by your Financial Aid * Your school must review the requested

Administrator, or by comments on your information for us (C.F.R. Title 34, Part
SAR, to the financial aid office at your 668, the student financial aid program
school. rules).
SECTION A: Tell Us About Yourself
A LLL LTV L b ) Ly iy
Last name First name M1
A-z.LJllllllllllllllllJllllIllIIILllLLllll
Your Addrass (Include Apt. No ) City State Zip Code
A-a.l_J__l_!-l_l_l-I_l_L_LIA-4.L_1__I—L_1._I—LLJ as LV VLB o
Social Securtty numbar Menth Day Year Areacode  Phcne number
Date of Binh
SECTION B: Tell Us About Your Famiily Size
Fill in the information about the people Include other people only if they:
whom you will support between July 1, » lived with and received more than half of
1988 and June 30, 1989. Include" their support from you (or your spouse) at
* yourself the ime you completed your application, and
* your spouse ) )
* your dependent children (f they receve * will continue to get this support between
more than hall of their support from you) July 1, 1988 and June 30. 1989.
Full Name Age Relationship  College o tme atencance
Example: Martha White 22 Wife State University
{You the student)

(o)
)’kuk
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SECT!ON C: Gather Your Tax Forms And Information

C-1. ATTACH A COPY OF ALL 1987 INCOME TAX RETURNS filed by you and

your spouse. Include IRS FORMS 1040, 1040A, or 1040EZ, or a tax return from
usrto Rico, or a Foreign Income Tax Return(s) [f you or your spouse plan to file a

1987 tax return but have not already done so, you must give a signed copy of that

return to your school when it is filed. If you or your spouse filed a 1987 income tax

return but did not keep a copy, a copy may be requested from the regional office of

the Internal Revenue Service or from the preparer of your tax return. |f you or

your spouse had income that was not reported on a 1987 tax return, you must list

thatincome in section C-3.

C-2. TAX RETURN(S) ATTACHED (CHECK ALL THAT APPLY)
] Yourown O] Your Spouse [J Joint Return
C-3.1F YOU OR YOUR SPOUSE DID NOT OR WILL NOT FILE A 1987

INCOME TAX RETURN, LIST YOUR AND YOUR SPOUSE'S employer(s)
and any other sources of income received in 15¢67. Also list the amount of money

received.
List each 1987 employer and other source of income
(include untaxed income)
| Your (the student) Amount(s) Your Spouse’s Amounti(s)
00 00
.00 00

J

00
09

00,

00
00

N [tar |* ¥ |

» 0 |on [0 |0

SECTION D: Tell Us About Child Support Received

D-i. Did you or your spouse ~“eceive child supportin 19877 [J Yes [J No

D-2. If YES, hst the amount received in 1987. S oo

Note: The amount listed should include payments received as a result of a court order as weli as payments

voluntanly provided Your Financial Aid Administrator may ask you for supporting documentation (Copy
of the count order, letter of explanation or other documents) to venfy the amount reported

SECTION E: Sign This Worksheet

By signing this worksheet, | certify that all of the information reporter to qualify for Federal
student aid is complete and correct.

WARNING: If you purposely give false or misleading information on this worksheet, you
may be fined, be sentenced to jail, or both.

Your signature (siudent) Date Your spouse’s signature Date

DO NOT MAIL THIS WORKSHEET TO THE FEDERAL STUDENT AID PROCESSOR.
INSTEAD TAKE IT TO YOUR FINANCIAL AID ADMINISTRATOR

E

-
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Verification Worksheet 1988-89
Federal Student Aid Programs

WARNING: If you purposely give false or msteading information on this | FORM APPROVED

) OMB NO 18400132 /
worksheet, you may be fined, be sentenced to jail, or both EXP omlf ,2.3,1.89 '

Dependent

To receive Federal student financial
assistance, you must complete a process
called Verification. This process requires
you to submit signed copies of financial
documents to your school. Do not malil
this worksheet to the Federal Student
Ald Prgcessor.

WHAT YOU SHOULD DO:

» Contact Your Financial Aid
Administrator To Find Qut If
You Are Using The Correst
Worksheet.

* Take your Student Aid Report (SAR), this
completed worksheet, and any additional
documents required by your Financial
Aid Administrator, or by comments on
your SAR, to the financial aid office at

*Talk To Your Financial Aid
Administrator if you have questions
ahout completing this worksheet.

Your schoo! will notify you if information
on this worksheet 1s different from the
information on your SAR and will explain
to you how to correct the information.

WHAT THE LAW SAYS:

* We have the right to ask you for
information before awarding you any
financial aid (Title IV of the Higher
Education Act of 1965 and Privacy Act of
1974). See the instructions in the
Application for Federal Student Assistance.

* Your school must review the requested
information for us (C.F.R. Title 34, Part
668, the student financial aid program

your scnool. rules).
SECTION A: Tell Us About Yourself
AL L TR E LRI ) Lttt L
Last name First name Mi
A-Z.LJIIJIIIIIIIIIIIIIIIIlIIIlIIIIlILJlIII
Your Address (Include Apt No ) City State Zip Code

A LLL)-LL -1 1 11 Jaald =01 J—L 0 Jas LI_L S0 0 [-L0 111

Social Securrty number Month

Day Year Areacode  Phone number

Date of Birth

SECTION B: Tell Us About Your Parents’ Family Size

Fill in the information about the people
whom your parents will support between
July 1, 1988 and June 30, 1989. Include:
s yourself
* your parents
* your parents’ dependent children (f they
receive more than half of therr suppon from your

parents)
Full Name Age
Example: Mary Jones Smith 45

Include other peaple only if they:

» lived with and received more than half of
their suppont from your parents at the time
you completed your application, and

* will continue to get this support between
July 1, 1988 and June 30, 1989.

ati H (I half- tme attendance
Relationship College 5 e e,
Mother State Univessity

{You the student)
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SECTION C: Gather All Tax Forms And Other Information

C-1. ATTACH A COPY OF ALL 1987 FEDERAL INCOME TAX RETURNS filed
by you, your spouse, and your parents. Include IRS FORMS 1040,1040A, or
1040EZ, or a tax return from Puento Rico, or a Foreign Income Tax Return(s). If you,
your spouse, or your parents plan to file a 1987 tax return but have not already
done so, you must give a signed copy of that return to your school when it is filed. If
you, your spouse, or your parents fiied a 1987 tax return but did not keep a copy, a
copy may be requested from the regional office of the Internal Revenue Service or
from the preparer of your tax return. If you, your spouse, or your parents had income
that was not reported on a 1987 tax return, you must list that income in section C-3.

C-2. TAX RETURN(S) ATTACHED (CHECK ALL THAT APPLY)
a. [ Yourown [J Your Spouse [ Joint Return

b. J Father {J Mother [ Joint Return

C-3.IF YOU, YOUR SPOUSE, OR YOUR PARENTS DID NOT OF: WILL NOT
FILE A 1987 INCOME TAX RETURN, LIST YOUR, YOUR SPOUSE'S
AND YOUR PARENTS' employer(s) and any other sources of income received
in 1987. Also list the amount of money received.

List each 1987 employer and other source of income
(include untaxed income)
our_(and vour spouse's) Amoynt(s) Your Parents Amount(s)
$ .00 $ .00
$ 00 s 00
$ .00 $ .00
$ 00 $ .00
$ 00 $ .00

SECTION D: Tell Us About Child Support Received

D-1. Did you, your spouse, or your parents receive child supportin 1987? [JYes [J No
D-2. If YES, list the amount received in 1987. s 00

Note: The amount hsted should include payments received as a result of a court order as well as payments
voluntarily provided Your Financial Aid Adiministrator may ask you for supporiing documentation {copy
of the court order, letter of explanation or other documents) to venfy the amount reported

SECTION E: Sign This Worksheet

By signing this worksheet, | certify that ail of the information reported to qualify for Federal
student aid is complete and correct.

WARNING: If you purposely give false or misleading information on this worksheet, you
may be fined, b2 sentenced to jail, or both.

Your signature (student) Date Your spouse’s signature Date

Parent’s signature Date Parent's signature Date

DO NOT MAIL THIS WORKSHEET TO THE FEDERAL STUDENT AID PROCESSOR.
INSTEAD TAKE IT TO YOUR FINANCIAL AID ADMINISTRATOR.
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A

acceptable documentation, in verification 13.5

adjusted gross income (AGI), verification 13.5.1

adjustments based on professional judgment, and
verification 13.11.3

B
base year, in verification 13.4.2

C

certification of Stafford loan application and
verification 13.9.2

child support, and verification 13.4.1

conflicting documentation 13.4.4

D
data reconciliation, in verification 13.4.4
dependent students, verification items  13.4.2
discrepancies, in verification 13.6
discretionary items, in verification 13.4.1, 13.4.3
documentation, in verification 13.5

failure to provide 13.10

E

earned income credit, and verification 13.4.1
edit checks 13.2.1

F

foreign income exclusion, and verification 13.4.1
foreign schools, and verification 13.3.5

H
household size, in verification 13.5.2
updating 13.7.1

I

irdependent students, verification items 13.4.2

interim disbursement, before verification complete
139

N
noncitizen, and verification 13.3.5
number of househuld members in postsecondary
education, in verification 13.5.3
updating 13.7.1

@ "'20/88

ERIC

IToxt Provided by ERI

P
professional judgment. See adjustments

R
reprocessing requirements, in verification 13.8

S
selection for verification 13.2.1
automatic selection 13.3.2
selection indicators 13.2.2
selection by institution 13.3.3
selection by processor 13.3.1
social security benefits, and verification 13.4.1
Stafford Loan program (formerly GSL), check
disbursement and verification 13.9.2
Student Aid Report (SAR), verification indicator
13.2.2

T
tolerance levels, in verification 13.8

U

untaxed income and benefits, in verification 13.4.1,
13.54

updating requirements 13.7

U.S. income tax paid, in verification 13.5.1

v

verification
and adjustments 13.11.3
and Stafford Loan certification 13.9.2
discretionary items 13.4.1, 13.4.3
interim disbursement 13.9
minimum number of cases 13.3.1
not required in some cases 13.3.5
policies and procedures 13.11
program-specific requirements 13.34
required items 13.4.1,134.2
status code 13.11.4
worksheets Appendix

veterans educational benefits, ana verification

134.1

w
worksheets, for verification Appendix
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REGIONAL OFFICES OF STUZENT FINANCIAL ASSISTANCE

REGION1
(CT, ME, MA, NH, RI, VT)

Office of Student Tinancial Assistance

U S. Department of Education

J.W. McCormack Post Office and Courthouse
5 Post Office Square, Room 510

Boston, Massachusetts 02109

(617) 223-9338

REGIONII
(N], NY, PR, VI, CANAL ZONE)

Office of Student Financial Assistance
U.S. Department of Education

26 Federal Plaza, Room 3954

New York, New York 10278

(212) 2644426

REGION 111
(DE, DC, MD, PA, VA, WV)

Office of Student Financial Assistance
U.S. Department of Education

3535 Market Street, Room 16200
Philadelphia, Pennsylvamia 19104
(215) 596-0247

REGION IV
(AL, FL, GA, KY, MS, NC, 5C, TN)

Office of Student Financial Assistance
U.S. Department of Education

101 Marictta Tower, Suite 2203
Atlanta, Georgia 30323

(404) 3314171

REGION V
(IL, IN, Ml, MN, OH, Wi

Office of Student Finan 1al Ascistance
U.S. Department of Education

401 South State Street, Room 700-D
Chicago, Illinois 60605

(312) 353-8103

REGION VI
(AR, LA, NM, OK, TX}

Office of Student Financial Assistance
U.S. Department of Education

1200 Main Towe: Building, Room 2150
Dallas, Texas 75202

(214) 767-3811

REGION VII
(1A, KS, MO, NE)

Office of Student Financial Assistance

U.S. Department of Education

10220 North Executive Hills Blvd., 9th Floor
P.O. Box 901381

Kansas City, Missouri 64190

(816) 891-8055

REGION VIII
(CO, MT, ND, SD, UT, WY)

Office of Student Financial Assistance
U.S. Department of Education

1961 Stout Street, 3rd Floor

Denver, Colorado 80294

(303) 891-3676

REGION IX

(AZ, CA, HI, NV, AS, GUAM, PACIFIC ISLANDS)

Office of Student Finandial Assistance
U.S. Department of Education

50 United Nations Plaza, Room 270
San Francisco, California 94102

(415) 556-3689

REGIOf X
(AK, ID, OR, WA

Office of Student Finanaial Assistance
U.S. Department of Education

2901 Third Avenue, Room 100

Seattle, Washington 98121

(206) 442-0493



