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Listed below are school responsibilities related to administering the Title IV programs. Identify the office or the coordinator that is responsible for each function at your campus 34 CFR 668.24. 

Program Records (34 CFR 668.24 (a)): An institution shall establish and maintain, on a current basis, any application for Title IV, HEA program funds and program records that document the requirements listed below. Complete the following to demonstrate where the required documentation is located and/or who is responsible to coordinate the requirement.

	Program Records Requirements
	Department Responsible 
	If applicable, location of document or Coordinator of the requirement

	School has program records that document eligibility to participate in the Title IV Programs.


	     
	Signed Program Participation Agreement (PPA). Located:

	School has program records that document eligibility of its educational programs for Title IV, HEA Program funds.


	     
	Eligibility and Certification Approval Report (ECAR). Located:

	School has program records that document the administration of the Title IV, HEA Programs in accordance with all applicable requirements.


	     
	Location of accrediting and licensing agency reviews, approvals, and reports, state agency reports, audit and program review reports, and self-evaluation reports. Located:

	School has program records that document financial responsibility.


	     
	Location of other records, as specified in regulation, that pertain to factors of financial responsibility and standards of administrative capability. Located: 

	School has program records that document information included in any application for Title IV, HEA Program funds.


	     
	Location of records such the application portion of the FISAP. Located:

	Disbursement and delivery of Title IV, HEA Program funds.


	     
	Coordinator(s) of Delivery of funds:

Coordinator(s) of Disbursement of funds:

Note: The officials responsible for awarding and disbursing aid must be organizationally independent and not related (668.16(c)(2)).




Fiscal Records (34 CFR 668.24 (b)): Complete the following to demonstrate compliance with this requirement:
	Fiscal Records Requirements
	Department Responsible 
	If applicable, location of document or Coordinator of the requirement

	Your school accounts for the receipt and expenditure of title IV, HEA program funds in accordance with generally accepted accounting principles. 
	     
	Can you demonstrate that your financial records reflect each program transaction? 



	Your school establishes and maintains on a current basis Financial records that reflect each HEA Title IV Program transaction.


	     
	

	Your school establishes and maintains on a current basis general ledger control accounts and related subsidiary accounts that identify each Title IV, HEA program transaction and separates those transactions from all other institutional financial activity.
	     
	Are general ledger control accounts and subsidiary accounts maintained that identify each Title IV program transaction and separate those transactions from all other institutional financial activity?




Required Records (34 CFR 668.24 (c)): Your school must maintain specific records in order to be in compliance with regulatory requirements. Complete the following to demonstrate compliance with this requirement:

	Required Records
	Where record is maintained

	The Student Aid Report (SAR) or Institutional Student Information Record (ISIR) used to determine eligibility for Title IV, HEA program funds 
	

	Application data submitted to the Secretary, lender, or guaranty agency by the school on behalf of the student or parent


	

	Documentation of each student’s or parent borrower’s eligibility for title IV HEA program funds
	

	Documentation relating to each student’s or parent borrower’s receipt of title IV, HEA program funds, including but not limited to documentation of:

· The amount of the grant. Loan, or FWS award; its payment period; its loan period, if appropriate; and the calculations used to determine the amount of the grant, loan, or FWS award

· The date and amount of each disbursement or delivery of grant or loan funds, and the date and amount of each payment of FWS wages

· The amount, date, and basis of the school’s calculation of any refunds or overpayments due to or on behalf of the student, or the treatment of title IV, HEA program funds when a student withdraws

· The payment of any overpayment of the return of any title IV, HEA program funds to the Title IV, HEA program fund, a lender, or the Secretary, as appropriate

	

	Documentation of and information collected at any initial or exit loan counseling required by applicable program regulations
	

	Reports and forms used by the school in its participation in a Title IV, HEA program, and any records needed to verify data that appear in those reports and forms
	

	Documentation supporting the school’s calculations of its completion or graduation rates under 34 CFR 668.45 and 34 CFR 668.48
	


Additional Required Records (34 CFR 668.24 (c)): Your school must maintain additional specific records in order to be in compliance with regulatory requirements. Complete the following to demonstrate compliance with this requirement:

	Additional required Records
	N/A 
	Location of procedures

	If your school participates in the Federal Perkins Loan Program, your school follows procedures established in 34 CFR 674.19 for documentation of repayment history for that program
	
	

	If your school participates in the FWS Program, your school follows procedures established in 34 CFR 675.19 for documentation of work, earnings, and payroll transactions for that program
	
	

	If your school participates in the Direct Loan Program, your school follows procedures established in 34 CFR 685.309 for documentation of additional loan record requirements for that program
	
	


General requirements (34 CFR 668.24 (d)): Your school must maintain required records in a systematically organized manner. Complete the following to demonstrate compliance with this requirement:

	General requirements
	Yes 
	No
	Action Plan Needed

	Your school makes its records readily available for review by the Secretary or the Secretary’s authorized representative at an institutional location designated by the Secretary or the Secretary’s authorized representative
	
	
	

	Your school keeps required records in hard copy or in microform, computer file, optical disk, CD-ROM, or other media formats, provided that – 
· Except for Student Aid Report (SAR) or Institutional Student Information Record (ISIR) records, all record information must be retrievable in a coherent hard copy format or in other media formats acceptable to the Secretary

· Your school maintains the SAR or ISIR used to determine eligibility for Title IV, HEA program funds in the format in which it was received by the school, except that the SAR may be maintained in an imaged media format

· Any imaged medial format used to maintain required records must be capable of reproducing an accurate, legible, and complete copy of the original document, and, when printed, this copy must be approximately the same size as the original document

· Any document that contains a signature, seal, certification, or any other image or mark required to validate the authenticity of its information must be maintained in its original hard copy or in an imaged media format

· If your school participates in the Federal Perkins Loan program, it shall follows procedures established in 34 CFR 674.19 for maintaining the original promissory notes and repayment scheduled for that program
	
	
	


	General requirements (continued)
	Yes 
	No
	N/A
	Action Plan Needed

	If your school closes, stops providing educational programs, is terminated or suspended from the Title IV, HEA programs, or undergoes a changes of ownership that results in a change of control as described in 34 CFR 600.31, it shall provide for:

· The retention of required records

· Access to those records, for inspection and copying, by the Secretary or Secretary’s authorized representative
	
	
	
	


Record retention requirements (34 CFR 668.24 (e)): Complete the following to demonstrate compliance with this requirement:

	Record retention requirements
	Yes 
	No
	N/A
	Action Plan Needed

	Your school keeps records relating to its administration of the Federal Perkins Loan, FWS, FSEOG, Federal Pell Grant, Iraq and Afghanistan Service Grant, , or TEACH Grant Program for three years after the end of the award year for which the aid was awarded and disbursed under those programs, provided that the school shall keep:

· The Fiscal Operation Report and Application to Participate in the Federal Perkins Loan, FSEOG, and FWS (FISAP), and any records to support the data contained in the FISAP, including “income grid information,” for three years after the end of the award year in which the FISAP is submitted

· Repayment records for a Federal Perkins loan, including records relating to cancellation and deferment requests, in accordance with the provisions of 34 CFR 674.19
	
	
	
	

	Your school keeps records relating to a student or parent borrower’s eligibility and participation in the Direct Loan Program for three years after the end of the award year in which the student last attended the school
	
	
	
	

	Your school keeps all other records relating to its participation in the Direct Loan Program, including records of any other reports or forms, for three years after the end of the award year in which the records are submitted
	
	
	
	

	Your school keeps all records involved in any loan, claim, or expenditure questioned by a Title IV, HEA program audit, program review, investigation, or other review until the later of:

· The resolution of that questioned loan, claim, or expenditure or the end of the retention period applicable to the record.
	
	
	
	


Examination of records (34 CFR 668.24 (f)): Complete the following to demonstrate compliance with this requirement.  
	Record retention requirements
	Yes 
	No
	N/A
	Action Plan Needed

	Your institution and its third-party servicer, if any, cooperates with an independent auditor, the Secretary, the Department of Education’s Inspector General, the Comptroller General of the United States, or their authorized representatives, a guaranty agency in whose program the institution participates, and the institution’s accrediting agency, in the conduct of audits, investigations, program review, or other reviews authorized by law. 


	
	
	
	

	Your institution and third-party servicer cooperates by:
· Providing timely access, for examination and copying, to requested records, including but not limited to computerized records and records reflecting transactions with any financial institution with which the institution or servicer deposits or has deposited any title IV, HEA program funds, and to any pertinent books, documents, papers, or computer programs

· Providing reasonable access to personnel associated with the institution’s or servicer’s administration of the title IV, HEA programs for the purpose of obtaining relevant information.  To comply, your institution must demonstrate that it:
· Requires and allows all personnel to supply all relevant information

· Permits interviews with those personnel even if the institution’s or servicer’s management is not present

· Permits interviews with those personnel even if they are not tape recorded by the institution or servicer


	
	
	
	

	Your institution or servicer promptly provides the requester with any information the institution or servicer has respecting the last known address, full name, telephone number, enrollment information, employer, and employer address of a recipient of title IV funds who attends or attended the institution.
	
	
	
	


Audits and Financial Statements (34 CFR 668.23). Complete the worksheet to demonstrate compliance with the following requirements:
	Audits and Financial Statements
	Yes 
	No
	N/A
	Action Plan Needed

	Has your school submitted required compliance audits prepared by an independent public accountant or a government auditor to the U.S. Department of Education?
	
	
	
	

	Has your school submitted required audited financial statements to the U.S. Department of Education?

If applicable, has your school submitted to the U.S. Department of Education audited financial statements prepared in accordance with U.S. Generally Accepted Accounting Principles and audited under U.S. Government Auditing Standards?
	
	
	
	


Maintaining and Accounting for Funds (34 CFR 668.163). Complete the worksheet to demonstrate compliance with the following requirements:

	Maintaining and Accounting for Funds
	Yes 
	No
	N/A
	Action Plan Needed

	Your school maintains Title IV, HEA program funds in a depository account.  If your institution is located in a State, the school ensures that the depository account is insured by the FDIC or NCUA.  
	
	
	
	

	For each depository account that includes title IV, HEA program funds, your school clearly identifies that title IV, HEA program funds are maintained in that account by including in the name of each depository account the phrase “Federal Funds” or notifying the depository institution that the depository accounts contain title IV, HEA program funds that are held in trust  and retains a record of that notice
	
	
	
	

	If your school does not include the phrase “Federal Funds” in your depository account and is not a public school, your school has filed with the appropriate State or municipal government entity a UCC-1 statement disclosing that the depository account contains Federal funds and maintains a copy of that statement
	
	
	
	

	If your school is located in a state, it maintains its title IV, HEA program funds in an interest-bearing depository account, except as provided in 2 CFR 200.305(b)(8)
	
	
	
	

	Your school ensures that any interest earned on Federal Perkins Loan program funds is retained by the school as provided under 34 CFR 674.8(a).  
	
	
	
	

	Your school ensures that it remits to the Department of Health and Human Services,  (HHS Program Support Center, PO Box 979132, St. Louis, MO 63197), any interest over $500 it earns during the award year on any other title IV, HEA program funds it maintains in accordance with 34 CFR 668.163(c)(3) no later than 30 days after the end of that award year.
	
	
	
	

	Your school maintains accounting and internal control systems that identify the cash balance of the funds of each title IV, HEA program that are included in the institution’s depository account or accounts as readily as if those funds were maintained in a separate depository account.
	
	
	
	

	Identify the earnings on title IV, HEA program funds maintained in the institution's depository account or accounts; 
	
	
	
	

	Your institution maintains its fiscal records in accordance with the provisions in 34 CFR 668.24 (Refer to Record retention and examinations section of this activity)
	
	
	
	


If you identify areas requiring corrective action, we recommend that you complete an Action Plan.
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