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Introduction

This User Reference Guide provides detailed instructions for the more complex parts of
the Application for Approval to Participate in Federal Student Financial Aid Programs

(E-App).

Basic instructions are built into the E-App through the help text, which is accessible by
clicking the help text icon circled in the example below:

Tell us why you are submitting this applicatio )
Select one reason below.

In some cases, users of the E-App may still have questions after consulting the help
provided. This User Reference Guide is organized by E-App section so that users can
easily locate guidance based on where they are in the application process.

Before you start

Before applying to participate in FSA programs, check the FSA Program requirements
for tracking student and program eligibility. Some of these requirements entail
substantial lead time before submitting an application.

Accessing the Title IV Participation Application

Access Partner Connect by visiting https://fsapartners.ed.gov/. Under the Title IV
Eligibility menu, select Title IV Participation Application.

@ Home | F54 Partner Connect ® W

[ (1 https://fsapartners.ed.gov/hom:

BB An official website of the United States gowernment

Federal Student Aid

KMNOWLEDGE CENTER TRAINING -~ FINAMCIAL AID DELIVERY TITLE IV PROGRAM ELIGIBILITY ~

Title IV Participation Application

Third-Party Servicers

,i Y FSA&P}\RTNER* Audit Submissions

_"‘ CONNECT eCDR Appeals

Cybersecurity

School Closure
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The landing page for the Title IV Participation Application provides two options: the Pre-
Eligibility Application and the Application to Participate in the Federal Student Financial
Aid Programs (E-App).

e |If your institution has never been approved to participate in federal student aid
programs, continue to Completing the Pre-Eligibility Application below.

e If your institution has already completed the Pre-Eligibility application, continue to
Completing the Title 1V Participation Application (E-App) on p. 5.

Click Get Started at the bottom of the box for the application type you wish to complete.

Completing the Pre-Eligibility Application

Respond to these pre-eligibility questions to determine whether your school is eligible to
complete a full eligibility application.

Pre-Eligibility Application

Before beginning to participate in the FSA programs, a school should familiarize itself with FSA Program requirements, the administrative and other requirements
that it will have to fulfill, including tracking student and program eligibility. Some of these requirements require substantial lead-time, so a school should begin
planning for implementation as soon as possible. Once it begins participating in the FSA programs, a school must continue to meet certain academic, financial, and
administrative standards. The applicable federal regulations are 34 CFR Parts 600 and 668.

Institutions are strongly encouraged to watch the Training Video: Applying for First-Time Approval to Participate in Title IV FSA Programs (] and to review the
student financial assistance regulations regarding the requirements that must be satisfied before seeking approval to participate in the federal student financial
aid programs. To access the FSA training video, you will need an FSA Training Center account (username and password). Please note that your username and
password for the FSA Training Center is not associated with your FSAID and password used to access other FSA systems.

The Federal Student Aid Handbook Glossary is another helpful resource and defines terms and abbreviations that are related to the Title IV programs.

Responses to the following questions will determine if the school is eligible to proceed with the complete Eligibility Application.

o Pre-Eligibility Purpose
Pre-Eligibility Purpose

e Pre-Eligibility Questions
Are you seeking approval as an eligible non-participating institution?

e Pre-Eligibility Application v Institutions apply for designation as an eligible non-participating institution so their students may receive
deferments on FSA program loans or be eligible for tax credits or other non-Title IV programs that require
institutions to be FSA-eligible. Answer NO if you are seeking to participate in the federal student aid programs so

that your students are eligible to receive Title IV grants and/or Direct Loan funds.*
) Yes

) No

Pre-Eligibility Purpose

These questions help determine the purpose of your application. Your institution can
ask to:

e Be approved to participate in Title IV programs
e Be designated eligible without participating in Title IV programs
¢ Change from a location of another institution to a freestanding institution

e Have eligibility to participate in Title IV programs reinstated
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Pre-Eligibility Questions

On this second page, choose your institution type (public, private nonprofit, proprietary),
then answer questions about authorization and accreditation, financial statements, and
program specifications.

Once you have completed the Pre-Eligibility Application, the Department will review it
and determine whether you may submit a full Eligibility Application.

Completing the Title IV Participation Application (E-App)

If you already have access to the Title IV Participation Application (E-App), you can start
with this step rather than completing the Pre-Eligibility Application.

Eligibility Application

A

o Reason for Submitting

| warning
In order to prevent data from being overwritten, please disable any autofill functionality that may be active in x
o General Information ISycucronsss
e Accreditation & State Reason for Submitting
Authorization

Tell us why you are submitting this application. &

Owners, Officials &
o bl Select one reason below.

Administrators

Locations & Educational Il Cartifation

Initial Certification is a request for initial approval to participate in the federal student financial aid programs.
Programs

) Recertification

o Additional Factors & Details Recertification is a request to continue to participate in the federal student financial aid programs.

o Third-Party Servicer (O Reinstatement
Reinstatement is a request to be reinstated to participate in the federal student financial aid programs.

1. Reason for submitting

To begin the E-App, select your reason for submitting. The selection you make here will
signal to the Department how your application should be processed. These are the most
common application reasons:

e |If you are asking for approval to participate in Title IV programs for the first time,
choose Initial Certification.

e |If you are already approved, you may be submitting a Recertification application
to renew your certification or an Update application to make changes.

For Structure Change and/or Change in Ownership (ClO): Full guidance on
completing a ClO can be found in the Electronic Announcement (GENERAL-22-70)
Updated Guidance and Procedures for Changes in Ownership.
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Common reasons for a ClO are (but are not limited to):
o The sale of the institution
o The merger of two or more eligible institutions
o The division of one institution into two or more institutions
O

The acquisition of an institution to become an additional location of
another institution

A change in ownership resulting in a change of control must be reported to
the Department within 10 business days of the occurrence, and if approved,
requires the issuance of a new Provisional Program Participation Agreement to
the institution. Note that the Department must be notified of an anticipated
change of ownership 90 days in advance; see (GENERAL-24-54) 90-Day CIO
Notification Electronic Announcement Updated Guidance for details.

When an institution undergoes a change in ownership resulting in a change of
control as described above, it loses Title IV eligibility as of the date of the
change, unless one of the two situations noted below applies:
o The institution meets the conditions for a temporary provisional
certification
o The change of ownership is an excluded change of ownership following
the retirement or death of the owner, involving transfer to a family member
of the owner or someone else involved in the institution’s management for
at least two years.
The Department offers an Abbreviated Pre-Acquisition Review (APAR) as an
optional review process available to an institution that is considering a CIO. An
institution should contact CaseTeams@ed.gov to request an APAR.

For Mergers: If you are requesting to merge OPEIDs that do not share your ownership,
the merging institution must first submit an application to report the Change in
Ownership and/or Change in Structure before you request to merge the institutions.

For Public institutions: The institutions you are requesting to merge must be
located in the same State as your institution and must be designated as a public
institution by the same State, local, or municipal government entity, tribal
authority, or other government entity that has the legal authority to make that
designation and has its liabilities backed by the full faith and credit of the State,
or by an equivalent governmental entity.

For Private nonprofit institutions: The institutions you are requesting to merge
must be owned and operated by the same nonprofit corporation or association at
the highest unfractured (100%) level of ownership.

For Proprietary institutions: The institutions you are requesting to merge must
be owned and operated by the same owners or investors at the highest
unfractured (100%) level of ownership.
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2. General Information

This section asks for your institution name, website, and various unique identification
numbers.

e D/B/A Name: A D/B/A name, or "Doing Business As" name, is an officially
registered name that a business uses in place of its legal, incorporated name.
This name is typically filed with state or local government agencies. If your
institution operates under a D/B/A, it is likely documented in public records and
may appear on legal or financial documents associated with this application. Do
not use this field for informal nicknames or abbreviations that are not legally
recognized.

e OPEID: Schools seeking initial approval will not yet have an OPEID, which is
assigned once your institution has been determined to be eligible to participate in
federal student financial aid programs.

e UEI: New schools should check www.SAM.gov to ensure that their UEI has a
status of “Active Registration”. While an active UEI is not necessary to be
determined eligible, it will be necessary in order to eventually draw down student
aid funds.

e Entering Names of Individuals: Make sure to enter the full first and last name
of each individual throughout the application. Application contacts cannot be
shortened to an initial.

3. Accreditation and State Authorization

This section asks about your Accrediting Agency and State Authorizing agency. More
information about college accreditation can be found on the relevant page of the
Department of Education website.

Prior to changing primary accreditors, an institution must notify FSA in writing,
submitting documentation of its current accreditation and materials demonstrating
reasonable cause for changing or adding an accrediting agency. Institutions should
submit this notification and required documentation via email to CaseTeams@ed.gov
with a subject line “Notification Regarding Accreditation.” More details are available in
the Dear Colleague Letter (GEN-22-11) Procedures for Institutions Seeking Approval of
a Request to Change or Add Accrediting Agencies.

Accreditation

e The Department of Education maintains current lists of Institutional Accrediting
Agencies and Programmatic Accrediting Agencies. If an accrediting agency does
not appear on the relevant list, it cannot be listed on an application for Title IV
eligibility.

¢ In addition to your primary Accrediting Agency, you may have one or more
programmatic Accrediting Agencies that only cover specific programs.
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An application only needs to include the primary (institutional) accreditor and any
accrediting agencies that cover programs not covered by the primary accreditor
for which the institution wishes to distribute Title IV funds. Other accreditors, such
as programmatic accreditors for programs covered by the primary accreditor,
need not be included.

State Authorization

You must report the state agency/entity for your main location and any eligible
additional locations that you operate in states other than your main location.

If your state authorizing agency does not deal with complaints, you will need to
identify the agency in your state that does. For example, there may be a
Consumer Affairs Department or other state-level office that handles complaints
against institutions of higher education.

(Q3) “Are you an institution that is authorized by... the Federal
Government; or... an Indian tribe?”’: Question 3 in this section is answered
“no” by most institutions, the vast majority of which are authorized by state
agencies rather than by the federal government or an Indian tribe. The federal
government authorizes only federally controlled institutions, such as military
academies, while Indian tribes authorize tribally controlled colleges and
universities. In both cases, authorization by an entity other than a U.S. state will
be clearly indicated in the institution’s official documentation.

The “two-year rule”: Proprietary institutions, as well as private nonprofit and
public institutions with programs of less than one academic year in length, must
be legally authorized to provide, and must have provided a continuous
educational program to prepare students for gainful employment in a recognized
occupation for at least two consecutive years (24 months) before it can
participate in the federal student aid programs.

4. Owners, Officials, and Administrators

This section of the application consists of three sub-sections: Structure, Ownership, and
Control; Officials of the Institution; and Eligibility & Oversight Administrator.

Structure, Ownership, and Control

This section asks about the organizational structure and ownership of your institution.

What is a “Title IV Participation Designation”?: Question 2 in this section
asks about your Participation Designation, which identifies the structure of your
institution.

Who counts as a “family member”?: Question 3 in this section asks questions
about the owner “or a member of the owner’s family”. A family member includes
a person's parent or stepparent, sibling or step-sibling, spouse, child or stepchild,
or grandchild or step-grandchild; spouse's parent or stepparent, sibling or step-
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sibling, child or stepchild, or grandchild or step-grandchild; child's spouse; and
sibling's spouse.

Officials of the Institution
This section asks for the details of the officials of your institution.

If you need to replace an official listed on your application, do not overwrite the
existing official’'s name. Instead, enter an end date for the current official’s entry, then
create a new entry for the incoming official. Names should only be edited in cases of a
legal name change, such as a change due to marriage.

¢ Personal details and emergency contacts: Personal details such as home
address, personal email, and personal phone number are only required for the
President/Chancellor of the institution and for officials identified as emergency
contacts. The information entered for emergency contacts will automatically
appear in the Additional Contacts section.

Notes on entering Board Members

e What counts as a “board of trustees or board of directors”?: If your institution
has a Board, regardless of how the Board is named, that has any control over or
interest in the institution, select “Yes” to Question 2 in this section.

e Which members of the board should we report?: Report every member of
your board, except if you are a public institution; in that case, you are only
required to submit information for two specific positions: the President/Chairman
of the Board and the Secretary of the Board.

e What is a “board contact”? Do we need to enter one?: In addition to listing
the members of the board, you are required to list a contact person on the board
who can be reached when necessary.

Eligibility & Oversight Administrator

This section asks about the Eligibility and Oversight Administrators® at your institution.
Ensure that this section remains up to date, as these are the individuals that will have
the necessary access to Partner Connect for updating and submitting the E-App.

This section must list two separate individuals; do not enter the details of the same
individual for both the E&O Official and the E&O Alternate.

If you need to replace an E&O Official, do not overwrite the existing official’s name.
Instead, enter an end date for the current official’s entry, then create a new entry for the

" The Eligibility and Oversight (E&O) Administrator and Alternate are distinct roles from the Primary and
Secondary Administrators. When an initial application is approved, the designated E&O Administrator is
automatically assigned as the Primary Administrator. The Primary and Secondary Administrator roles can
be updated and maintained through the Account Access Management Center (AAMC). More information
is available here.
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incoming official. Names should only be edited in cases of a legal name change, such
as a change due to marriage.

5. Locations and Educational Programs

This section of the application consists of two subsections: Locations, and Educational
Programs.

Locations

This section asks about the locations at which your institution offers instruction.

Reporting additional locations: You are only required to enter locations where
your institution provides 50% or more of an educational program for which
students receive Title IV funds.

Removing additional locations: If you wish to remove an additional location,
you must enter an end date and select an End Date Reason:

o Enter “closed location” as the End Date Reason if your institution offered
50% or more of an academic program at this location.

o Enter “other” as the End Date Reason if your institution did not offer 50%
or more of an academic program at this location.

FSC for additional locations: Every institution will be associated with at least
one FSC, representing their main location. Additional FSCs are available for
additional locations, should the institution wish to associate Direct Loan funds
specifically with that location. The following options will be available in this
section, depending on whether a location currently has an FSC and whether that
FSC is active:

o If alocation has no FSC: The user will be presented with the option to
generate a new FSC for this location.

o If alocation has an active FSC: The user will be presented with options to
keep the FSC active (changing nothing); deactivate the FSC; or deactivate
the FSC and refer students to the main location’s FSC.

o If alocation has a deactivated FSC: The user will be presented with
options to keep the FSC deactivated (changing nothing) or reactivate the
FSC.

Educational Programs

This section asks for the levels at which your institution offers instruction, as well as for
the specifics of certain programs. Not all programs need to be reported in this section,
depending on the program, institution, and certification type:
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Certification type Programs to report

Provisionally certified
(for all schools)

Fully certified
(for private nonprofit or public schools)

Fully certified
(for proprietary schools)

All new programs

Only new non-degree and GE programs

All degree and non-degree programs

e Programs that do not lead to a credential: If you enter a program level that
does not lead to a credential (e.g., Two-Year Transfer Program), you will be
required to individually list all programs taught at this level.

e Multiple versions of a program: If your institution offers multiple versions of the
same program with identical content (e.g., part-time and full-time versions with
the same number of hours), only one version needs to be reported.

e Completion Rate: Provide the completion rate and the placement rate for your
most recently completed award year. Documentation to support these rates must
be provided for newly reported programs. For continuing programs, an attestation
of the rates must be included annually in the compliance audit. Please be sure
the reported percentages match the data reported in the audit.

e CTP programs: Comprehensive Transition and Postsecondary (CTP) programs
are designed to support students with intellectual disabilities who want to
continue academic, career, and independent living instruction to prepare for
gainful employment.

If you indicate that your institution provides a CTP program, you will need to
submit a detailed description of how the program meets all the necessary
requirements. This description should be less than 30 pages and should address
all the items in Appendix A: CTP Program Requirements.

If you are entering a CTP program in this section, use the CIP Code 30.0001
(Comprehensive Transition and Postsecondary (CTP) Program).

e PEP programs: A Prison Education Program (PEP) is a program of study, such
as a bachelor’s degree or another recognized postsecondary credential, that
meets the Department’s requirements to be offered to confined or incarcerated
individuals. Details of submitting a PEP application appear in Electronic
Announcement (GENERAL-24-118) Revised Instructions for Applying for Prison
Education Programs

Note that a separate application for PEP programs is no longer required, as all
information and attachments can now be entered on the E-App.

When entering a PEP in this section, make sure that the title of the program
includes “Prison Education Program” (e.g., “Business Administration - Prison
Education Program”).
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State requirements for licensure: Some states require programs leading to
licensure in certain professions to provide a minimum number of clock or credit
hours. If this program has such requirements, provide the name of the state,
whether the requirement is in clock or credit hours, and the number of hours
here.

6. Additional Factors & Details

This section asks questions about distance/correspondence education, incarcerated
students, financial aid staff, and other topics not covered elsewhere on the E-App.

Distance education: Distance education involves students who are separated
from the instructor, with regular and substantive interaction either synchronously
or asynchronously. This might be delivered through the internet, open broadcast,
closed circuit transmission, or other delivery modalities.

Correspondence: Correspondence courses provide instructional materials by
mail or electronic transmission, including examinations on the materials, to
students who are separated from the instructors. Interaction between instructors
and students in a correspondence course is limited, is not regular and
substantive, and is primarily initiated by the student.

Ability-to-benefit students: See Ability to Benefit section for explanation.

Incarcerated students: An incarcerated student is serving a criminal sentence
in a Federal, State, or local penitentiary, prison, jail, reformatory, work farm,
juvenile justice facility, or other similar correctional institution. An individual is not
considered incarcerated if that individual is subject to or serving an involuntary
civil commitment, in a half-way house or home detention, or is sentenced to
serve only weekends.

7. Third-Party Servicer

A third-party servicer is an entity or individual that administers any aspect of an
institution’s participation in the Title IV programs, including, but not limited to, services
and functions necessary:

For the institution to remain eligible to participate in the Title IV programs,
To determine a student’s eligibility for Title IV funds,

To account for Title IV funds,

To deliver Title IV funds to students, or

To perform any other aspect of the administration of the Title IV programs.

Further information about third-party servicers can be found on the Department’s
Frequently Asked Questions page on the topic.
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While your institution may contract with third-party servicers for a wide variety of
purposes, only enter servicers in this section that administer aspects of Title IV
programs.

e Entering new servicers: While your institution must report all the third-party
servicers they contract with, note that many servicers are already listed in
Partner Connect. Always search for the servicer you want to add to your E-App
to check whether they have been previously entered.

e Ending servicers and services: If your institution is ending your relationship
with a third-party servicer, make sure to enter an end date for that servicer as
well as corresponding end dates for any services they provide. Entering an end
date for a servicer does not automatically end-date the services listed on the
application.

e Services listed as “other”: Due to a data migration issue, you may see that
services your institution has previously entered appear with the service type of
“other”. For any servicer with “other” in the “Main Service(s) Provided” column,
add the correct services provided by clicking the edit icon for that servicer:

v Third-Party Servicer Name LETH Specific Effective End Date
Servicel(s) Service(s) Date
Provided Provided
Perform Default Contact 113/2022
Management delinguent

5 functions borrowers by

(prevention/aver mail, e-mail, or
sion/delinquenc other electromic
y assistance) means

...then, check the box on the subsequent page to allow you to edit the services that the
servicer provides.

Here is the information concerning the TPS you have selected:

Effective Date *
11372022

Check here if you need to update the services that this Third-Party Servicer provides to your institution.
Contact Federal Student Aid if the owner or the address of your Third-Party Servicer has changed.
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8. Ability to Benefit

This section asks about "Ability to Benefit" (ATB), which allows students without a high
school diploma or equivalent to qualify for financial aid if they are enrolled in an “eligible
career pathway program” (ECPP) and complete one of the approved ATB alternatives,
such as taking an ATB test. More information about ATB is available in the Dear
Colleague letter (GEN-24-08) Ability to Benefit State Process and Eligible Career
Pathway Programs.

If your institution answers “yes” to Question 1 about using an ability to benefit test, you
must also answer “yes” to Question 2 about admitting students to a career pathways
program, as ability to benefit tests are the only recognized avenue to career pathways
for Title IV purposes.

Students who are enrolled in an ECPP may be eligible to receive Title IV aid if the
student meets one of the following ATB alternatives:

e Passes an independently administered U.S. Department of Education approved
ATB test;

e Completes at least six credit hours or 225 clock hours that are applicable toward
a degree or certificate offered by the postsecondary institution; or

e Completes a State process approved by the Secretary of Education.

The above options are all included under the “ability to benefit test(s) administered”
drop-down menu for Question 1:

Section K. Ability to Benefit

1. Do you use an ability to benefit test for students who do not have a high school diploma or its recognized
equivalent?*

® Yes
O Mo

Select the ability to benefit test(s) administered. Contact FSA if your ability to benefit test is not identified in this
list. *

ACCUPLACER Computer-adaptive tests (Reading Test, Writing Test, and Arithmetic Test) v

Combined English Language Skills Assessment (CELSA), Forms 1and 2.
E ACCUPLACER Computer-adaptive tests (Reading Test, Writing Test, and Arithmetic Test) l
COMPANION ACCUPLACER Forms J and K (Reading Test, Writing Test, and Arithmetic Test)

Texas Success Initiative (TS1) Assessment Computer-adaptive tests (Reading Placement Test, Writing
Placement Test, and Arithmetic Placement Test)

COMPAMION TSI Forms T and V (Reading Placement Test, Writing Placement Test, and Arithmetic
Placement Test)

Completing at least six credit hours, or the eguivalent coursework (225 clock hours), that are applicable

toward a degree or certificate offered by the institution

Completing a State process approved by the Secretary
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9. Administrative Capability

This section contains questions regarding your administrative capability and financial
responsibility.

These questions confirm that your institution has the necessary policies and processes
in place to reliably administer Title IV aid. If you must answer “no” to any of these
questions, contact FSA in advance of submitting your application to discuss the
eligibility of your institution.

10.Title IV Programs

This section asks about the Title IV programs your institution is requesting to participate
in.

e For Initial Applications, you will not be asked which programs you are seeking
to participate in — instead, FSA will determine all the programs for which your
institution is eligible and list these on your ECAR. Your institution may then
decide which of these eligible programs to participate in.

e For all other application types, you will first be presented with separate screens
asking which programs you would like to begin participating in and which you
would like to withdraw participation from.

11. Additional Contacts and Information
Ad(ditional Contacts

This section asks for additional individuals outside your institution that you would like to
be contacted about the application. Do not enter contacts within the institution, or
anyone who has been entered on other parts of the application.

If you are completing a recertification application, note that the additional contacts that
you have previously entered have been cleared with this new application and will need
to be reentered.

Emergency contacts that have been entered earlier on the application will also be
automatically populated in this section.

Additional Information

Use this section to provide any additional information that FSA may need to properly
assess your application. If your application is being made under unusual circumstances
of which FSA should be aware, describe those here.

12.Upload Documents

Provide the documents listed in this section so that FSA may properly consider your
application. Partner Connect will not accept external links to documents hosted
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elsewhere and will not accept single documents larger than 50 megabytes, which must
be broken into sections to upload.

13.Submit E-App

This section contains up to five statements that your institution will need to certify,
depending on the specifics of your application.

e True and Correct Information: Every application requires this certification that
all information contained within is correct to the best of the knowledge of the
application administrator.

e Policies and Procedures: The Department previously reviewed each
institution’s policies and procedures around Satisfactory Academic Progress,
Return of Title IV Funds, and Admissions. Changes made in 2025 now allow the
institution to self-certify on some applications that these policies are in place and
compliant with regulations.

e Disqualified Individuals: The Department previously performed debarment
checks on all individuals listed on an application in roles related to the
administration of Title IV funds. Changes made in 2025 now allow the institution
to self-certify on some applications that they have carried out their own diligent
examination of all available information to determine whether their employees
should be disqualified.

e Gainful Employment (GE) programs: Schools that have listed GE programs
will be presented with this attestation, which certifies that the listed GE programs
meet all regulatory requirements.

e Prison Education Programs (PEPs): Schools that have listed PEP programs
will be presented with this attestation, which certifies that the listed PEP
programs meet all regulatory requirements.
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Resolving Access Issues for Partner Connect

Follow the steps below if you are encountering problems logging in to Partner Connect.

1. Confirm that your school has access
Your school must have been granted access to the E-App by FSA for you to log in.

If your school is applying for Title IV eligibility for the first time, begin the process at:
https://portal.fsapartners.ed.gov/s/pre-eligibility-application.

2. Check whether you have E&O access (for all application types except initial)

A user needs to be assigned E&O access in Partner Connect to log in and open the
E-App. E&O access can be assigned by existing E&O primary or secondary
administrators. If no one at your institution knows who the current E&O
administrators are, contact the FSA Case Team at caseteams@ed.gov.

3. Recover Your Login Credentials (If needed)

If you have forgotten your username or password, use the “Forgot
Username/Password” links on the homepage, https://fsapartners.ed.gov/.

4. Identify and Report Technical Issues

If you are experiencing issues like error messages or pages not loading, submit a
ticket on the Helpdesk page (https://fsapartners.ed.gov/help-center/contact-
customer-support), or call the Helpdesk at 1-800-848-0978.

5. Check for Expired Access

If you haven’t logged in for 90 days: Your account needs to be re-enabled via the
Helpdesk, using the contact information in the step above.

If you haven’t logged in for 365 days: Your account must be reactivated by your
school’s Primary Administrator. Contact the Helpdesk if you do not know who the
Primary Administrator at your institution is.

6. Be Ready to Provide Required Information

Any time you reach out to the FSA Case Team or Helpdesk, be prepared to provide
the following information: School name, OPEID, your name and title, email, phone
number, Current E&O Administrator (with effective date and end date) and any
existing Helpdesk ticket numbers.
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Contacts for Further Help

If you have questions or problems that cannot be resolved with the information in this
document, further assistance can be provided by one of the following contacts:

Area Contact

Partner Connect access and
technical issues

Use these resources to resolve
access issues such as lost password
or expired login credentials.

FSA Partner and School Relations Center:

Phone
1-800-848-0978

Contact Webform
https://fsapartners.ed.gov/help-center/contact-

customer-support

Account Access FAQ

Application issues

Contact the FSA Case Team for
questions about the content of the E-

App.

Email
caseteams@ed.gov

Help contacts for other systems

Use these contacts to address
problems in systems that interface
with Partner Connect.

Common Origination and Disbursement
(COD)
Helpdesk: 1-800-848-0978
CODSupport@ed.gov

National Student Loan Data System (NSLDS)
NSLDS Customer Support: 1-800-999-8219
nslds@ed.gov

SAIG Mailbox
Helpdesk: 1-800-848-0978

eZ-Audit
Helpdesk: 1-800-848-0978
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Appendix A: CTP Program Requirements

See also the Electronic Announcement Title IV Eliqibility for an Institution’s
Comprehensive Transition and Postsecondary Program for Students with Intellectual
Disabilities.

If an institution wishes to have a Comprehensive Transition and Postsecondary (CTP)
Program determined to be an eligible program for the Federal Pell Grant, FSEOG, and
FWS programs, it must submit a detailed description of the program, as described
below, along with any other requested supporting documentation.

The detailed description, not to exceed thirty pages, should indicate how the program
meets all the definitional components of a CTP Program, as outlined in item (1), below,
as well as the additional program eligibility components outlined in (2) through (5)
below.

(1) (a) The Comprehensive Transition and Postsecondary Program is delivered
to students physically attending the institution, but may include off-campus
activities;

(b) The Comprehensive Transition and Postsecondary Program is designed
to support students with intellectual disabilities who are seeking to continue
academic, career and technical, and independent living instruction at an
institution of higher education in order to prepare for gainful employment;
(c) The Comprehensive Transition and Postsecondary Program includes an
advising and curriculum structure;
(d) The Comprehensive Transition and Postsecondary Program requires
students with intellectual disabilities to have at least one-half of their
participation in the program, as determined by the institution, focus on
academic components through one or more of the following activities:

(i) Taking credit-bearing courses with students without disabilities;

(i) Auditing or otherwise participating in courses with students without

(iii) disabilities for which the student does not receive regular academic

credit;
(iv) Taking non-credit-bearing, nondegree courses with students without
disabilities;

(iv) Participating in internships or work-based training in settings with
individuals without disabilities; and
(e) The Comprehensive Transition and Postsecondary Program provides
students with intellectual disabilities opportunities to be socially and
academically integrated with non-disabled students to the maximum
extent possible.
(2) The institutional policy for determining whether a student enrolled in the
program is making satisfactory academic progress;
(8) The number of weeks of instructional time and the number of semester or
quarter credit hours or clock hours in the program, including the equivalent
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credit or clock hours associated with noncredit or reduced credit courses or
activities;

(4) A description of the educational credential offered (e.g., degree or certificate)
or identified outcome or outcomes established by the institution for all
students enrolled;

(5) A copy of the letter or notice sent to the institution’s accrediting agency
informing the agency of its Comprehensive Transition and Postsecondary
Program. The letter or notice must include a description of the items in
paragraphs (1) through (4) of this section.

Application Process Overview

The Department accepts applications for approval online and on a rolling basis.
Institutional applications will be reviewed by the Department to ensure that the
application is properly completed, to determine whether the institution can be
considered for adding an additional program, and to determine whether the program
meets basic Title IV eligibility requirements.

The detailed information about the institution’s CTP Program will be reviewed by
independent reviewers, who will offer recommendations to the Department regarding
the program’s alignment with the regulatory requirements for these programs. It is
imperative that the financial aid administrator and the program administrator
communicate to ensure that all of the required elements are included in the application.
Otherwise, the Department may need to contact the institution to ascertain or clarify
information to facilitate the review of the application, delaying the program’s approval.

Applicants are encouraged to provide evidence of how their program aligns with each of
the elements described above. For example, institutions may want to submit course
syllabi, catalogue descriptions, informational materials, recruitment bulletins, and
assessment protocols. Any additional information submitted by an institution will count
toward the thirty-page limit.

As with all other eligible programs, institutions must reapply to the Department when the
program changes. Examples that could warrant reapplication include: changes in
course sequence or content, changes in the length of time that students take to fulfill the
program requirements, and changes in the educational credential offered.

Please note that applicants must include the names and contact information of the
institutional program contact or other institutional contact who can answer specific
questions about the CTP program.

Accreditation

It is anticipated that, over time, institutional accreditors will include the CTP Program
within the scope of the institutional accreditation review process. Information that the
institution receives from the accrediting agency should be included in the initial and any
reapplication to the Department.
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Student Eligibility

Institutions must obtain documentation substantiating that the student meets the
definition of a “student with an intellectual disability,” as defined in 34 CFR
668.231. That documentation must demonstrate both that the student has an
intellectual disability and that they are or were formerly eligible to receive special
education and related services under the Individuals with Disabilities Education Act
(IDEA).

This requirement may be satisfied by a record from a local educational agency
indicating that the student is or was eligible for special education and related services
under IDEA and that the student has an intellectual disability. If that record does not
specifically identify the student as having a specific intellectual disability, the institution
must obtain additional documentation that the student has an intellectual disability, such
as:

(1) A documented, comprehensive, and individualized evaluation and diagnosis of
an intellectual disability by a psychologist or other qualified professional, or

(2) A record of the disability from a local or State educational agency or government
agency that identifies the intellectual disability.

Furthermore, Title IV funds may only be awarded to students who meet the general
student eligibility requirements for Title IV programs provided in 34 CFR 668.31 except
for the requirements in 34 CFR 668.32(a), (e), and (f). With regard to these
requirements, a student in each CTP Program:

(1) Need not be enrolled in a program that leads to a degree or certificate;

(2) Need not possess a high school diploma, a recognized equivalent of a high
school diploma, or have passed an approved ability to benefit test; and

(3) Must be making satisfactory academic progress according to the institution’s
published standards for students enrolled in its CTP Programs; however, the
satisfactory academic progress policy may be different for students enrolled in
CTP Programs than the policy that governs the rest of the student body

If you have questions about the application process for CTP Programs, contact
caseteams@ed.gov.
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