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Instructor’s NotesPle as e  tak e  a mo me nt  to  lo o k  at  the  ov e r v ie w  and 
o b je ct iv e s . 

T his  s e s s io n of  the  wo r k s h o p co v e r s  dis b ur s e me nt , 
r e f und s ,  and  re p ay me nt s . 

We  wil l dis cus s : 

◊  w hat  pr o ce d ur e s  ar e  acce pt ab le  to  th e  U. S. 
D e par t me nt  of  Ed ucat io n (E D )  fo r  is s uing  che ck s 
t o  bo r r o w e r s ; 

◊  pr o pe r  pr o ce d ur e s  fo r  ho ld ing  exce s s  fund s ; 

◊  r e q uir e me nt s  fo r  re f und  an d  re pay me n t  po licie s 
and  pr o ce d ur e s ;  and 

◊  pr o ce d ur e s  fo r  no n- pro ra t a re f un d  and  pro ra t a
r e f und  calculat i o ns . 

A. D IS BUR S IN G  TITL E  IV FUN D S  TO 
S TUD E N TS 

D is b ur s ing  Tit le  IV pr o g r a m fund s  me ans  pay ing  the 
f und s  dir e ct ly  t o  a st ud e n t  or  to  a PL U S lo an par e nt 
b o r r o w e r ,  or  cr e d it ing  the  fund s  to  a st ud e nt .  (OH  1) 

A  scho o l may  cho o s e  one  of  tw o  pay me nt  opt io ns : 

◊  d is b ur s e  dir e ct l y  to  a st u d e nt  or  pa r e nt , 

• b y  che ck  or  ot he r  me ans  pa y ab le  to  t he  st ud e nt 
and  re q uir ing  th e  st ud e nt ’ s  end o r s e m e nt  or 
ce r t if icat io n (o r ,  in the  cas e  of  a par e nt 
b o r r o w ing  und e r  the  Dir e ct  Lo an Pr o g r am or 
F F E L  Pr o g r am,  re q uir ing  th e  end o r s e m e nt  or 
ce r t if icat io n of  the  st ud e nt ’ s  par e n t ) ; 

1

Note to Instructor:
The cash management
regulations define
disbursement as including
delivery of loan proceeds.
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Instructor’s Notes• b y  ini t iat ing  an  ele ct r o ni c fund s  tr ans f e r  (E F T ) 
t o  a b ank  acco un t  de s ig nat e d  by  the  st ud e nt 
( o r ,  in the  cas e  of  a par e nt  bo r r o w e r ,  an
acco un t  de s ig nat e d  by  the  par e nt ) ;  o r 

• b y  dis pe ns ing  ca s h to  the  st ud e nt  fo r  which th e 
s cho o l  ob t ains  a sig ne d  re ce ipt  fr o m  the 
s t ud e n t ;  o r

◊  cr e d it  a st ud e nt ’ s  acco unt . 

1. C red it in g  a S tu d en t’s Acc o u n t

C r e d it ing  a st ud e nt ’ s  acco unt  is  de f ine d  as :  ( OH  2) 

◊  po s t in g  a pay me n t  of  fund s  to  a st ud e nt ’ s 
acco un t . 

A  st ud e nt ’ s  acco unt  may  be  any  re co r d k e e ping  s y s t e m, 
manual  or  aut o ma t e d ,  that  a scho o l us e s  to  po s t 
ins t it ut io nal ch ar g e s  and  pay me nt s  o f  Tit le  IV  pr o g r am
f und s . 

Whe n a scho o l cr e d it s  a st ud e nt ’ s  ac co unt  wit h  Fe d e r al
D ir e ct  Lo an Pr o g r am or  Fe d e r al Famil y  Ed ucat io n
L o an ( F F E L )  Pr o g r am fund s ,  it  mus t  pr o v id e  wr i t t e n
no t ice  “in an ex pe d it io us  manne r ” to  the  st ud e nt  or 
par e nt  bo r r o w e r  that  the  f und s  hav e  be e n cr e d i t e d  to 
t he  st ud e nt ’ s  ac co unt . 

2
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Instructor’s NotesT he  sc ho o l mus t  als o  no t if y  a st ud e n t  (o r  par e nt 
b o r r o w e r )  of  the  amo unt  of  st ud e nt  f inancial aid  fund s 
t he  st ud e nt  can expe ct  to  re ce iv e  an d  ho w  and  whe n
t ho s e  fund s  will  be  paid . 

I f  a s cho o l cr e d it s  a st ud e nt ’ s  acco unt  wit h T it le  IV
pr o g r a m fund s ,  it  may  appl y  tho s e  fu nd s  only  t o 
allo w a b le  char g e s : 

◊  t uit io n and  fe e s , 

◊  b o ar d ,  if  the  st ud e nt  co nt r act s  wit h  the  scho o l fo r 
b o ar d ,  and 

◊  r o o m,  if  the  st u d e nt  co nt r act s  wit h the  scho o l  fo r 
r o o m. 

I f  a s cho o l ob t a ins  a st ud e nt ’ s  or  par e nt ’ s  wr it t e n
aut ho r izat io n to  us e  Tit le  IV pr o g r a m fund s  to  pay 
o t he r  co s t s ,  all o w ab le  cha r g e s  may  als o  includ e : 

◊  all el e me nt s  of  co s t  of  at t e nd ance  allo w e d  by 
Se ct io n 472 of  t he  Hig he r  Ed ucat io n Act  (H E A ) , 
as  ame nd e d ,  and 

◊  o t he r  ins t it ut io nal char g e s  that  the  st ud e nt  incur s 
at  his  or  he r  di s cr e t io n in the  cur r e nt  ye ar . * 

T his  aut ho r izat i o n to  the  scho o l by  the  st ud e n t  or 
par e nt  may  be  re s cind e d  by  the  st ud e nt  or  par e nt  at 
any  ti me . 

Note to Instructor:
Schools cannot require
students to give them
written permission.

*Prior year charges on a
student-by-student basis.
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Instructor’s Notes2. P ay in g  a S tu d en t  o r P aren t  Directly 

I f  a s cho o l do e s  no t  cr e d i t  a st ud e n t ’ s  acco un t  wit h
T it le  IV pr o g r am  fund s ,  it  mus t  pay  the  st ud e n t  or 
par e nt  dir e ct ly . 

◊  Me t ho d s  that  may  be  us e d  t o  pay  a st ud e nt  or 
par e nt  dir e ct ly  ar e :  (OH  3) 

• e le ct r o nic fund s  tr ans f e r  (E F T ) 

• che ck ,  o r

• cas h. 

So me  s cho o ls  us e  a co mb ina t io n of  pa y me nt  me t h o d s . 
F o r  in s t ance ,  a scho o l may  cr e d it  a st ud e nt ’ s  acco unt 
f o r  tu it io n and  fe e s ,  the n  de liv e r  t he  re maind e r  of  the 
f und s  dir e ct ly  t o  the  st ud e nt . 

E lectr o n ic F u n d s  T ran sfer (E F T )

A  scho o l may  pay  a st ud e nt  or  par e nt  dir e ct ly  by 
t r ans m it t ing  Tit le  IV pr o g r am fund s  dir e ct ly  t o  the 
s t ud e n t ’ s  or  par e nt ’ s  de s i g nat e d  ban k  acco unt . 

T he  sc ho o l mus t  ob t ain wr i t t e n aut ho r izat io n f r o m the 
s t ud e n t  or  par e n t  to  pay  T it le  IV fu nd s  int o  t he  acco unt 
t hr o ug h ele ct r o n ic fund s  t r ans f e r  (E F T ) . 

3
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Instructor’s NotesScho o l s  may  ho ld  exce s s  fu nd s  fo r  a st ud e nt  on ly  wit h
t he  st ud e nt ’ s  (o r  par e nt ’ s )  aut ho r iz at io n. 

A ut ho r izat io ns  w ill be  co v e r e d  lat e r  in this  s e s s io n. 

I n pay ing  exce s s  Tit le  IV fund s  to  a st ud e nt ,  the 
f o llo w ing  time  f r ame s  appl y : 

◊  F o r  st ud e nt s  enr o lle d  any  time  dur in g  the  pe r i o d 
J uly  1,  1995 to  June  30,  1996,  a sch o o l mus t  pay  a
cr e d it  balance  t o  a st ud e n t  (o r  par e nt  bo r r o w e r ) 
o r  no t if y  the  st ud e nt  (o r  par e nt )  th at  the  fun d s 
ar e  av ailab le  on  re q ue s t  w it hin 21 cale nd ar  da y s 
o f  whi che v e r  is  the  lat e s t :  (OH  4) 

• t he  da t e  the  cr e d it  balanc e  occur s , 

• t he  fi r s t  day  of  clas s e s  o f  a pay me n t  pe r io d  o r 
e nr o ll me nt  pe r io d ,  as  appl icab le ,  o r

• t he  da t e  the  st u d e nt  (o r  par e nt )  re s cind s 
aut ho r izat io n fo r  the  scho o l to  ho ld  fund s . 

◊  F o r  st ud e nt s  enr o lle d  on o r  af t e r  Ju ly  1,  1996 ,  a
s cho o l  mus t  pay  a cr e d it  b alance  to  a st ud e nt 
( o r  pa r e nt  bo r r o w e r )  or  no t if y  the  s t ud e nt  (o r 
par e nt )  that  the  fund s  ar e  av ailab le  on re q ue s t 
w it hin  14 cale nd ar  day s  of  whiche v e r  is  the  la t e s t : 
( OH  5) 

• t he  da t e  the  cr e d it  balanc e  occur s , 

• t he  fi r s t  day  of  clas s e s  o f  a pay me n t  pe r io d  o r 
e nr o ll me nt  pe r io d ,  as  appl icab le ,  o r

• t he  da t e  the  st u d e nt  (o r  par e nt )  re s cind s 
aut ho r izat io n fo r  the  scho o l to  ho ld  fund s . 

4

5
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Instructor’s NotesE arly  P ay men ts

A  scho o l may  no t  mak e  a pa y me nt  to  a st ud e nt  o r  a
s t ud e n t ’ s  acco un t  unt il th e  st ud e nt  is  enr o lle d  in clas s e s 
f o r  th e  applicab le  pay me nt  or  enr o ll me nt  pe r io d . 
F e d e r a l re g ulat i o ns  de f ine  "e nr o lle d " as  the  s t at us  of  a
s t ud e n t  who : 

◊  has  co mple t e d  re g is t r at io n  re q uir e me nt s  (e xce p t 
f o r  co mple t ing  pay me nt  of  tuit io n an d  fe e s )  at  the 
s cho o l  the  st ud e nt  is  at t e nd ing  o r

◊  has  be e n ad mit t e d  int o  an ed ucat io na l pr o g r am
o f f e r e d  pr e d o min ant ly  by  co r r e s po nd e nce  and 
has  su b mit t e d  on e  le s s o n,  co mple t e d  by  the 
s t ud e n t  wit ho ut  the  he lp o f  a re pr e s e nt at iv e  o f 
t he  sc ho o l,  af t e r  acce pt an ce  fo r  enr o llme nt . 

E xce pt  fo r  st ud e nt s  sub je c t  to  de lay e d  dis b ur s e me nt , 
w hich we  will di s cus s  in a mo me nt ,  t he  ear lie s t  a scho o l 
may  pa y  a st ud e n t  dir e ct ly  or  cr e d it  a st ud e nt ’ s  acco unt 
w it h f und s  re ce i v e d  is  10 day s  be f o r e :  (OH  6) 

◊  t he  fi r s t  day  of  a pay me nt  pe r io d  or  enr o llme n t 
pe r io d ,  as  appli cab le ,  o r

◊  f o r  se co nd  and  s ub s e q ue nt  dis b ur s e me nt s  of 
D ir e ct  Lo an Pr o g r am and  FF E L  Pr o g r am  lo ans , 
t he  fi r s t  day  of  a se me s t e r ,  te r m,  o r  ot he r 
e nr o ll me nt  pe r io d  fo r  whic h a dis b ur s e me nt  is 
int e nd e d . *

6

*Nonterm-based schools
can disburse second and
subsequent disbursements
of Direct Loan Program
and FFEL Program loans
at the midpont of the
enrollment period.
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Instructor’s NotesDelay e d  Disb u rse men t

A  st ud e nt  bo r r o w ing  und e r  the  Dir e ct  Lo an or  F F E L 
Pr o g r a ms  is  sub j e ct  to  de l ay e d  dis b u r s e me nt  if  the 
s t ud e n t : 

◊  is  enr o lle d  in t he  fir s t  y e ar  of  an und e r g r ad u at e 
pr o g r a m of  st ud y  and 

◊  has  no t  pr e v io us ly  re ce iv e d  a Dir e ct  Lo an or 
F F E L  Pr o g r am lo a n. 

A  scho o l may  no t  re le as e  t he  fir s t  d is b ur s e me n t  of  a
D ir e ct  Lo an or  F F E L  Pr o g r a m lo an to  a fir s t - y e ar ,  fir s t - 
t ime  s t ud e nt  bo r r o w e r  unt i l 30 day s  af t e r  the 
b e g inn ing  of  the  enr o llme n t  pe r io d  f o r  which t he  lo an
is  int e nd e d . 

T he r e  is  no  de la y e d - d is b ur s e me nt  re q uir e me nt  f o r 
par e nt  bo r r o w e r s  re ce iv ing  eit he r  ty pe  of  PL U S  Lo an
o r  fo r  gr ad uat e  st ud e nt s . 

Ho ld in g  E xcess F u n d s

A  scho o l may  ho l d  amo unt s  of  Tit le   I V fund s  th at 
e xce e d  allo w ab le  char g e s  ( cr e d it  bal ance s )  i f the 
s t ud e n t  giv e s  th e  scho o l w r it t e n aut ho r izat io n  to  re t ain 
t he  fu nd s  to  as s is t  the  st ud e nt  in manag ing  th e m. 

I f  a s t ud e nt  aut ho r ize s  a scho o l to  ho ld  exce s s  fund s , 
and  th e  scho o l cho o s e s  to  ho ld  tho s e  fund s ,  th e  scho o l: 

◊  mus t  id e nt if y  th e  st ud e nt  and  the  am o unt  of 
f und s  the  scho o l  ho ld s  fo r  that  st ud e nt  in a
s ub s id iar y  le d g e r  acco unt  de s ig nat e d  fo r  the 
pur po s e  of  ho ld i ng  fund s ; 
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Instructor’s Notes◊  mus t  maint ain,  at  all time s ,  an amo u nt  of  cas h  in
it s  ba nk  acco unt  that  is  at  le as t  eq ual to  the 
amo unt  of  fund s  the  scho o l  ho ld s  fo r  the  st ud e nt ; 
and 

◊  may  re t ain any  int e r e s t  ea r ne d  on st ud e nt  fund s . 

A  scho o l may  no t  ho ld  exce s s  fund s  f o r  st ud e nt s  if  ED 
d e t e r m ine s  that  the  scho o l  is  no t  fi nancially 
r e s po n s ib le . 

S tu d en t/ P aren t A u th o rizati o n s

Ple as e  tur n in T he Bl u e Book to  Se ct io n 4. 7. 6,  pag e  11 1. 
( OH  7) 

Wr it t e n aut ho r iz at io ns  ar e  re q uir e d  fr o m st ud e nt s  or 
par e nt s  fo r  a sc ho o l to : 

◊  d is b ur s e  Tit le  I V pr o g r am fund s  by  e le ct r o nic
f und s  tr ans f e r  ( E F T ) ; 

◊  us e  Ti t le  IV pr o g r am fund s  to  pay  fo r  st ud e nt 
char g e s  ot he r  th an tho s e  s pe cif icall y  allo w e d  by 
f e d e r a l re g ulat i o ns ;  o r

◊  ho ld  e xce s s  fund s . 

G e ne r a lly ,  an au t ho r izat io n is  valid  in the  aw ar d  ye ar 
o r  pe r io d  of  enr o llme nt  in  which the  scho o l ob t ains  the 
aut ho r izat io n. 

H o w e v e r ,  an init ial aut ho r izat io n wi ll co nt inu e  to  be 
v alid  fo r  sub s e q ue nt  aw ar d  ye ar s  or  enr o llme nt 
pe r io d s  if  the  s cho o l pr o v id e s  the  s t ud e nt  or  par e nt 
w it h a wr it t e n no t ice  that : 

7
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Instructor’s Notes◊  e xplai ns  “in a plain and  co ns picuo us  manne r ” t he 
pr o v is io ns  co nt a ine d  in th e  st ud e nt ’ s  or  par e n t ’ s 
o r ig in al aut ho r i zat io n,  in clud ing  an  explanat i o n of 
ho w  an y  int e r e s t  the  scho o l ear ns  wi ll be  tr e a t e d , 
and 

◊  pr o v id e s  the  st u d e nt  or  pa r e nt  wit h the 
o ppo r t unit y  to  cance l or  mo d if y  pr o v is io ns  of  the 
o r ig in al aut ho r i zat io n at  any  time . 

B. O VE R VI E W OF R E FUN D S  AN D 
R E P AYM E N TS 

T he  1992 r e aut ho r iza t io n of  th e  H ig he r  Ed ucat io n  A ct 
r e q uir e s  a sch o o l that  par t icipat e s  in any  o f  the  Tit l e  IV
pr o g r a ms  to : 

◊  hav e  a fair  and  eq uit ab le  re f und  po l icy ; 

◊  apply  that  re f un d  po licy  t o  any  st ud e nt : 

• w ho  do e s  no t  co mp le t e  the  pe r io d  of 
e nr o ll me nt  fo r  w hich he  or  she  has  b e e n
char g e d  and 

• w ho  re c e iv e d  Tit l e  IV as s is t ance  (inc lud ing  a
par e nt al PL U S L o an) ;  and 

◊  allo ca t e  any  re f und  fir s t  to  t he  T it le  IV pr o g r am s . 

I nt e r im  f inal re g ulat io n s ,  pub lis h e d  on A pr il 29,  1994, 
s ig nif i cant ly  re v is e d  re q ui r e me nt s  an d  pr o ce d ur e s  fo r 
calcul at ing  re f u nd s  and  re pay me nt s ,  and  w e nt  int o 
e f f e ct  f o r  s t ud e n t s  w it hd r aw ing  fr o m scho o ls  on or 
af t e r  July  1,  19 94. 

[25 minutes so far]



Session 7 - Disbursement, Refunds, Repayments, and Workshop Wrap-Up

8-95 1995-96 Instructor’s Guide Seven - 14

Instructor’s NotesH o w e v e r ,  ne w  re f und  re q uir e me nt s  ar e  bas e d  on final
r e g ula t io ns  that  we r e  pub l is he d  on N o v e mb e r  29 ,  1994. 
T he s e  ne w  re q uir e me nt s  ar e  in ef f e ct  fo r  re f un d s  mad e 
o n and  af t e r  Jul y  1,  1995.    

I n thi s  se s s io n,  we  will: 

◊  r e v ie w  the  ne w  re g ulat o r y  r e q uir e me nt s  and 

◊  d e mo ns t r at e  pr o ce d ur e s  fo r  calculat in g  re f und s 
and  r e pay me nt s . 

1. Gen era l P rin cip les an d  De fin itio n s

T it le  IV re f und s  and  re pay me nt s  ar e  calculat e d  and 
b as e d  on the  enr o llme nt  pe r io d  fo r  w hich a st u d e nt  is 
char g e d . 

Whe n a st ud e nt  t e r minat e s  enr o llme nt  (OH  8) ,  t he 
s cho o l  mus t  de t e r mine : 

◊  w he t he r  the  st ud e nt  is  ent it le d  to  a re f und  of 
ins t it ut io nal ch ar g e s  paid  to  the  sc ho o l fo r  t he 
pe r io d  of  enr o ll me nt  and 

◊  w he t he r  dis b ur s e me nt s  of  aid  that  we r e  mad e 
d ir e ct ly  to  the  st ud e nt  ma y  be  re t ai ne d  by  the 
s t ud e n t  or  whe t h e r  the  st u d e nt  was  o v e r paid  an d 
o w e s  a re pay me nt . 

E nr o ll me nt  is  te r minat e d  w he ne v e r  a st ud e nt : 

◊  o f f ici ally  wit hd r aw s , 

◊  d r o ps  out , 

◊  is  exp e lle d , 

8
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Instructor’s Notes◊  t ak e s  an unappr o v e d  le av e  of  ab s e nce ,  o r

◊  f ails  to  re t ur n fr o m an ap pr o v e d  le a v e  of  ab s e nce . 

N o w ,  le t ’ s  lo o k  at  so me  im po r t ant  te r ms  and  co nce pt s 
in thi s  ar e a. 

F ir s t ,  the  te r m “r e f und ”  me ans  a r e t ur n  o f  t he 
une ar n e d  amo unt  paid  fo r  ins t it ut io nal char g e s .  (OH  9) 

◊  Whe n s t ud e nt s  te r minat e  en r o llme nt ,  the y  may  b e 
e nt it l e d  to  re ce iv e  re f und s  fo r  the  exce s s  amo unt s 
t he y  paid  fo r  in s t it ut io na l char g e s . 

◊  H o w e v e r ,  if  st ud e nt s  re ce i v e  Tit le  I V aid ,  ot h e r 
t han F e d e r al Wo r k - St ud y  (F WS) ,  the  r e f und  mus t 
b e  re t ur ne d  fir s t  to  the  T it le  IV pr o g r am (o r 
pr o g r a ms ) ,  the n to  ot he r  s o ur ce s  of  aid ,  and 
f inall y  to  the  s t ud e nt . 

Whe n T it le  IV ai d  re cipie n t s  who  re c e iv e d  cas h 
d is b ur s e me nt s  te r minat e  en r o llme nt ,  the  scho o l  mus t 
d e t e r m ine  whe t he r  the y  ow e  “r e pay me nt s . ”

◊  A  cas h  dis b ur s e m e nt  is  d e f ine d  as  mo ne y  paid  to 
t he  st ud e nt  fo r  no n- ins t it ut io nal co s t s . 

A  re pa y me nt  is  ne ce s s ar y  if  the  st ud e nt  re ce iv e d  mo r e 
in a cas h dis b ur s e me nt  tha n was  ne e d e d  to  co v e r  the 
amo unt  of  no n- in s t it ut io na l expe ns e s  re as o nab l y 
incur r e d  be f o r e  the  st ud e n t  ce as e d  at t e nd ance . 

T o  cal culat e  the  amo unt  of  a re f und  or  re pay me nt ,  the 
s cho o l  mus t  kno w  whe n the  st ud e nt  st o ps  at t e nd ing 
s cho o l . 

9

Note to Instructor:
Many schools also use the
term “refund” to mean the
amount of aid given to a
student after all school
charges have been paid.
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Instructor’s NotesT his  is  be caus e  the  st ud e n t  only  “e a r ns ” Tit le  IV aid —
and  th e  scho o l o nly  “e ar ns ” it s  char g e s —w hile  the 
s t ud e n t  act ually  at t e nd s  s cho o l. 

◊  T he  da t e  the  st u d e nt  st o ps  at t e nd ing  scho o l is 
k no w n as  the  st u d e nt ’ s  “w i t hd r aw al d at e ”; 
d e t e r m ining  this  dat e  is  d is cus s e d  lat e r  in th is 
s e s s io n. 

A no t he r  impo r t an t  co nce pt  a scho o l mus t  ke e p in mind 
is  tha t  FWS is  no t  co ns id e r e d  whe n calculat ing  re f und s 
and  re pay me nt s .   T he  re as o n:   A  scho o l canno t  re q uir e 
s t ud e n t s  to  re pa y  wag e s  th e y  ear ne d . 

L o ans  und e r  the  FF E L  or  Di r e ct  Lo an Pr o g r ams  ar e  no t 
co ns id e r e d  in re pay me nt  ca lculat io ns . *

A ls o ,  if  a st ud e nt  re ce iv e d  a st at e  gr ant  that  includ e d 
SSI G  f und s ,  it  is  co ns id e r e d  fe d e r al  st ud e nt  aid  fo r  the 
pur po s e  of  re f un d  and  re pa y me nt  allo cat io ns .   I f  the 
s t at e  gr ant  incl ud e s  no  SS I G  fund s ,  the n it  is 
co ns id e r e d  “o t he r  so ur ce s  of  aid . ”

Re f und s  inv o lv e  amo unt s  pa id  to w ar d  ins t it ut io nal
char g e s  by  a st u d e nt  or  on  a st ud e nt ’ s  be half . 

Q : What  d o  yo u thin k  we  me an by  ins t it u t io nal
char g e s ?

» Wai t for  an swe r s . 

A : E xampl e s  ar e  tui t io n,  fe e s ,  and  ro o m  and 
b o ar d  that  is  co nt r act e d  w it h the  in s t it ut io n. 
( OH  10 ) 

*Repayment of these funds
is already required in the
signed promissory notes.

10
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Instructor’s NotesE q uipm e nt ,  bo o k s ,  and  supp lie s  ar e  als o  co ns id e r e d 
ins t it ut io nal ch ar g e s  if : 

◊  t he  ch ar g e s  ar e  spe cif ie d  in the  enr o llme nt 
ag r e e m e nt  as  re q uir e d  char g e s  o r

◊  t he r e  is  no  opt i o n to  buy  the  eq uipm e nt ,  bo o k s , 
and  su pplie s  fr o m ano t he r  so ur ce . 

Re pay m e nt s  inv o l v e  cas h th at  was  dis b ur s e d  dir e ct ly  to 
s t ud e n t s  to  co v e r  no n- ins t it ut io nal char g e s . 

Q : What  d o  yo u thin k  we  me an by  no n- 
ins t it ut io nal ch ar g e s ?

»  Wai t for  an swe r s. 

A : N o n- in s t it ut io na l char g e s  ar e  ed ucat io n- r e lat e d 
liv ing  expe ns e s .  (OH  11)  E xample s  ar e 
e q uipm e nt ,  bo o k s ,  supplie s ,  tr ans po r t at io n, 
d e pe nd e nt - car e  e xpe ns e s ,  r o o m and  bo ar d  fo r 
w hich the  st ud e n t  do e s  no t  co nt r act  wit h the 
ins t it ut io n,  and  Tit le  IV st ud e nt  lo an fe e s ,  if 
includ e d  in the  COA . 

2. R eq u ir emen t fo r F air an d  E q u itab le
In stit u tio n al R e fu n d  P o lic y 

T he  19 92 re aut ho r izat io n o f  the  HE A  int r o d uce d  ne w 
r e f und  re q uir e me nt s . 

E f f e ct iv e  July  23,  1992,  e ach scho o l  par t icipa t ing  in an y 
T it le  IV pr o g r am  was  req u i r ed  t o  hav e  a fair  and 
e q uit a b le  re f und  po licy . 

◊  U nd e r  this  po lic y ,  the  sch o o l mus t  pr o v id e  fo r  a
r e f und  of  une ar n e d  tuit io n ,  fe e s ,  ro o m and  bo a r d , 
and  ot he r  char g e s  as s e s s e d  to  st ud e n t s  who 

11

CFR 34 668.22



Session 7 - Disbursement, Refunds, Repayments, and Workshop Wrap-Up

8-95 1995-96 Instructor’s Guide Seven - 18

Instructor’s Notesr e ce iv e d  Tit le  I V as s is t an ce  (o r  to  par e nt s  wh o 
r e ce iv e d  Fe d e r al  PL U S or  F e d e r al Dir e ct  PL U S
L o ans  on a st ud e nt ’ s  be hal f ) . 

◊  Such r e f und s  mus t  be  pr o v i d e d  fo r  st ud e nt s  who 
f ail t o  re g is t e r ,  of f icial ly  wit hd r a w ,  dr o p ou t ,  or 
ar e  ex pe lle d  fr o m the  scho o l. 

E f f e ct iv e  as  of  the  1995- 9 6 aw ar d  ye ar ,  a re f u nd  mus t 
b e  pr o v id e d  fo r  st ud e nt s  w ho  tak e  an  unappr o v e d 
le av e  of  ab s e nce  or  fail t o  re t ur n f r o m an app r o v e d 
le av e  of  ab s e nce . 

Ple as e  tur n in T he Bl u e Book t o  Cha pt e r  2,  pa g e  68, 
as  we  dis cus s  th e  re f und  pr o ce s s . 

A  scho o l’ s  re f un d  po licy  is  co ns id e r e d  to  be  f air  and 
e q uit a b le  if  it  pr o v id e s  a re f und  t hat  is  the  lar g e s t  o f : 
( OH  12 ) 

◊  t he  re f und  re q uir e d  by  st at e  law  or  th e  re f und 
r e g ula t io ns  of  a st at e  ag e ncy  that  w e r e 
e s t ab l is he d  thr o ug h a le g a lly  enf o r c e ab le 
r e g ula t o r y  pr o ce s s ; 

◊  t he  re f und  re q uir e d  by  the  scho o l’ s  nat io nally 
r e co g n ize d  accr e d it ing  ag e ncy  and  ap pr o v e d  by 
E D ;  o r

◊  t he  st a t ut o r y  pro ra t a re f un d ,  if  appl icab le . 

• T he  st at ut o r y  pro ra t a re f un d  is  appli cab le  to 
any  T it le  IV re cipie nt s  w ho : 

♦  ar e  at t e nd ing  the  sc ho o l fo r  t he  fir s t  t ime 
and 

12
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Instructor’s Notes♦  w it hd r aw  fr o m th e  scho o l on or  be f o r e  the 
60%  po int  in the  pe r io d  of  enr o llme nt  fo r 
w hich t he y  w e r e  char g e d . 

• St ud e n t s  ar e  co ns id e r e d  to  be  at t e nd ing  the 
s cho o l  fo r  the  f ir s t  time  w he n t he y : 

♦  hav e  no t  pr e v io us ly  at t e nd e d  at  le as t  on e 
clas s  at  the  sch o o l o r

• r e ce iv e d  a 100%  re f u nd  of  an y  char g e s  fo r 
t uit io n and  fe e s  (le s s  any  allo w ab le 
ad mini s t r at iv e  f e e )  fo r  pr e v io us  at t e nd ance  at 
t he  sc ho o l. 

• St ud e n t s  r e main  “f ir s t - t i me  st ud e nt s ” at  the 
s cho o l  unt il t he y : 

♦  o f f ici ally  wit hd r a w ,  dr o p ou t ,  tak e  an
unappr o v e d  le av e  of  ab s e nc e ,  fail  to  re t ur n 
f r o m an appr o v e d  le av e  of  ab s e nce ,  or  ar e 
e xpe ll e d  af t e r  at t e nd ing  at  le as t  on e  clas s ,  o r

♦  co mple t e  the  pe r i o d  of  enr o llme nt  fo r  which
t he y  hav e  be e n char g e d . 

N o t  al l st at e s  and  nat io na lly  re co g n ize d  accr e d it ing 
ag e nci e s  hav e  re f und  re q ui r e me nt s ,  and  no t  all
s t ud e n t s  ar e  at t e nd ing  sch o o l fo r  th e  fir s t  ti me . 

I f  the r e  ar e  no  st at e  or  appr o v e d  accr e d it ing  ag e n cy 
r e f und  re q uir e me nt s , * and  s t at ut o r y  pro ra t a d o e s  no t 
apply ,  the  scho o l mus t  co m par e  it s  ins t it ut io n al re f und 
po licy  (if  it  ha s  such a po licy )  to  t he  fe d e r al re f u nd 
po licy  (f r o m the  No v e mb e r  29,  1994 r e g ulat io ns )  and 
mak e  t he  lar g e r  re f und  of  the  tw o . 

*At this writing, the
Secretary has not
approved any accrediting
agency policies.
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Instructor’s NotesSince  a fair  and  eq uit ab le  re f und  po licy  is  on e  t hat 
pr o v id e s  the  lar g e s t  po s s ib le  r e f und ,  a scho o l  mus t 
calcul at e  all ap plicab le  r e f und  po s s ib ilit ie s  f o r  ea ch
s t ud e n t .   T hat  is ,  the  sch o o l mus t  co mpar e  acc r e d it ing 
ag e ncy ,  st at e ,  and  pro ra t a re f un d s  f o r  al l fir s t - t i me 
s t ud e n t s  who  ar e  Tit le  IV re cipie nt s .   I f  a s t ud e nt  is  no t 
a fir s t - t ime  st u d e nt  and  r e ce iv e d  Ti t le  IV fun d s ,  the r e 
is  no  st at e  re f u nd  po licy ,  and  t he r e  is  no  appr o v e d 
accr e d it ing  ag e nc y  po licy ,  the  s cho o l mus t  co mpar e  it s 
ins t it ut io nal po licy  (if  t he  scho o l has  such a po licy )  w it h
t he  fe d e r al re f u nd  po licy . 

C . R E Q UIR E ME N TS  PR I O R  TO 
C AL C UL ATIN G  RE FU N D S  AN D 
R E P AYM E N TS 

T o  pr o p e r ly  calcu lat e  re f un d s  and  re p ay me nt s ,  a scho o l
mus t :  (OH  13) 

◊  d e t e r mi ne  if  the r e  is  a cr e d it  balanc e  on t he 
s t ud e n t ’ s  acco un t  and 

◊  calcula t e  the  st u d e nt ’ s  unp aid  ins t it ut io nal
char g e s  as  de f in e d  b y  f e d e r a l r e g ula t io ns . 

[45 minutes so far]

13
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Instructor’s Notes1. C red it  B alan ces

Pr io r  to  calcula t ing  a re f un d  or  re pay me nt ,  a sc ho o l
mus t  e liminat e  any  cr e d it  balance  on  the  st ud e nt ’ s 
acco un t . 

E xce pt  fo r  s t ud e n t - e ar ne d  F WS f und s ,  a scho o l mus t 
d e t e r m ine  whe t he r  Tit le  IV  fund s  tha t  mak e  up all or 
par t  o f  the  cr e d it  balance  sho uld  be  giv e n to  the 
s t ud e n t  or  re t ur ne d  to  the  f e d e r a l st ud e nt  aid 
pr o g r a ms  the y  ca me  fr o m.   T it le  IV fund s  that  can’ t  b e 
us e d  t o  pay  fo r  ed ucat io n expe ns e s  incur r e d  by  the 
s t ud e n t  pr io r  to  b e co mi ng  ine lig ib le  mus t  be  re t ur ne d 
t o  the  pr o g r ams . * I n suc h cas e s : 

◊  F F E L  Pr o g r a m f und s  wo uld  be  r e t ur ne d  to  the 
le nd e r ; 

◊  F e d e r a l Pe ll Gr a nt  and  Dir e ct  Lo an Pr o g r a m
f und s  wo uld  be  r e t ur ne d  to  the  appr o pr iat e 
s cho o l  acco unt s  (w it h  co r r e s po n d ing  ad jus t me nt s 
t o  dis b ur s e me nt  re co r d s  se nt  to  ED ) ;  and 

◊  F SE OG  and  Fe d e r a l Pe r k ins  Lo an fund s  wo uld  be 
r e t ur n e d  to  the  appr o pr iat e  acco unt s  at  the 
s cho o l . 

I n de t e r mining  e d ucat io n e xpe ns e s  in cur r e d  by  the 
s t ud e n t  be f o r e  b e co mi ng  ine lig ib le ,  the  scho o l may 
includ e  do cume nt e d ,  no n- in s t it ut io na l co s t s  th e  st ud e nt 
incur r e d . 

2. C alcu l atin g  Un p a id  C h arg es 

U nd e r  cur r e nt  re g ulat io ns ,  all re f un d  calculat io ns  mus t 
t ak e  int o  acco un t  any  unpa id  ins t it u t io nal cha r g e s  t hat 
e xis t  at  the  time  the  st ud e nt  wi t hd r aw s . 

*Pell Grant funds must  be
returned to the Pell Grant
Program and cannot be
used to reduce FFEL or
Direct Loan Program
balances.

Note to Instructor:
SSIG funds would be
returned to the state.
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Instructor’s NotesN o w  we  will dis c us s  t r e at m e nt  of  unpaid  char g e s  and 
ho w  th e y  d if f e r  be t w e e n t he  no n- pro ra t a re f un d 
calcul at io n and  the  st at ut o r y  pro ra t a re f un d  calculat io n. 

A  st ud e nt  may  ha v e  unpaid  char g e s  fo r  the  enr o llme nt 
pe r io d  if :  (OH  14) 

◊  all of  the  st ud e n t ’ s  aid  ha s  no t  be e n  dis b ur s e d  o r

◊  t he  st u d e nt  has  no t  mad e  al l o f  the  s che d u le d 
cas h pay me nt . 

A ny  all o w ab le  lat e  dis b ur s e me nt s  of  Ti t le  IV fun d s 
mus t  b e  co unt e d  by  the  sch o o l as  if  t he y  had  be e n paid 
t o  ins t it ut io nal  char g e s ,  if  the  st u d e nt  is  st ill elig ib le  fo r 
t he  fu nd ing  ( und e r  applicab l e  pr o g r am rule s ) . 

◊  L at e  d is b ur s e me n t s  of  st at e  aid  als o  may  be 
co unt e d  as  re ce i v e d ,  if : 

• t he  st u d e nt  is  el ig ib le  fo r  the  st at e  aid 
acco r d ing  to  the  st at e ’ s  w r it t e n lat e - 
d is b ur s e me nt  po l icy ,  ev e n tho ug h he  or  she 
has  wi t hd r aw n,  and 

• t he  st a t e  dis b ur s e s  the  aid  wit hin 60  day s  of 
t he  st ud e nt ’ s  wi t hd r aw al d at e . 

I f  the  scho o l in clud e d  the  expe ct e d  lat e  dis b u r s e me nt 
o f  st a t e  st ud e nt  aid  fund s ,  but  the  st ud e nt  do e s  no t 
r e ce iv e  the  fund s  wit hin 60 day s  of  the  st ud e n t ’ s 
w it hd r aw al,  the  scho o l mus t  re calcul at e  the  st ud e nt ’ s 
r e f und  and  re pay me nt . 

14

Note to Instructor:
You may want to remind
participants that when
Title IV program
regulations permit payment
of a late disbursement, the
amount that may be
disbursed is limited to the
education costs that the
student incurred prior to his
or her withdrawal.  The
school must document
those costs in the student’s
file.
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Instructor’s NotesN o w  le t ’ s  dis cus s  ho w  to  calculat e  unpaid  st ud e nt 
char g e s .  (OH  15) 

◊  A  st ud e nt ’ s  sche d ule d  cas h  pay me nt  is  the 
amo unt  of  ins t it ut io nal ch ar g e s  no t  paid  fo r  b y 
f inanc ial aid  at  the  time  of  t he  st ud e nt ’ s 
w it hd r aw al. 

◊  I n cal culat ing  t he  sche d ul e d  cas h pa y me nt ,  any 
allo w a b le  lat e  d is b ur s e me n t s  of  Tit l e  IV aid  o r 
s t at e  aid  (f o r  w hich the  s t ud e nt  is  st ill elig ib le ) 
co unt  as  alr e ad y  paid  to  ins t it ut io n al co s t s . 

◊  T o  cal culat e  the  amo unt  of  a st ud e nt ’ s  unpaid 
char g e s ,  the  sch o o l de d uct s  any  pay m e nt s  mad e 
b y  the  st ud e nt  f r o m the  sc he d ule d  ca s h pay me nt . 

Re me mb e r ,  calcul at ing  unpa id  char g e s  is  the  sa me , 
r e g ar d le s s  of  wh ich re f und  calculat i o n the  sch o o l is 
us ing .  The  only  dif f e r e nce  is  ho w  th e  unpaid  char g e s 
ar e  tr e at e d  in t he  re f und  calculat io n. 

I n cal culat ing  a pro- ra t a re f un d ,  the  amo unt  of  unp aid 
char g e s  is  sub t r act e d  fr o m  the  amo un t  of  the  r e f und , 
no t  fr o m the  amo unt  that  t he  scho o l co uld  ot he r w is e 
r e t ain . 

Yo u ma y  be  aw ar e ,  fr o m re a d ing  De ar  Co lle ag ue 
L e t t e r  GE N - 95- 22 ,  that  ce r t ain ele me nt s  of  ED ’ s  re f und 
r e g ula t io ns  hav e  be e n chal le ng e d  in co ur t .    I n tw o  of 
t he s e  cas e s ,  the  co ur t s  ha v e  impo s e d  pr e limina r y 
injunc t io ns  ag ai ns t  ED ,  pr o hib it ing  it  fr o m en f o r cing 
pr o v is io ns  of  th e  re g ulat i o ns  re lat i ng  to  st at e - po licy 
r e f und  calculat i o ns  unt il the  law s ui t s  ar e  re s o lv e d .   T h e 
ce nt r a l is s ue  in  the  tw o  co ur t  cas e s  is  whe t he r  ED  can
r e q uir e  scho o ls  to  de d uct  unpaid  cha r g e s  whe n
calcul at ing  re f u nd s  und e r  the  st at e  po licy . 

15
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Instructor’s NotesE D  is  se e k ing  fi nal ruling s  to  upho l d  the  re g u lat io ns  as 
w r it t e n.   H o w e v e r ,  be caus e  ED  be lie v e s  that  it  is  in the 
b e s t  int e r e s t  of  the  Tit le  IV pr o g r a ms  to  co ns is t e nt ly 
apply  the s e  po r t io ns  of  th e  re f und  r e g ulat io ns  to  all
ins t it ut io ns ,  ED  will limi t  the  sco p e  of  pr o g r am re v ie w s 
and  au d it s ,  pr o v id e d  a sch o o l was  an d  is  in co mpliance 
w it h all ot he r  as pe ct s  of  the  re f und  re g ulat io ns ,  unt il
t he  is s ue  is  re s o lv e d . 

F inanc ial aid  an d  bus ine s s  of f ice  pe r s o nne l at 
ins t it ut io ns  tha t  calculat e  re f und s  us ing  st at e  po licie s 
s ho uld  re ad  DC L  GE N - 95- 22 car e f ully  and  be  ale r t  fo r 
f ur t he r  ED  co mmu nicat io ns  on the  mat t e r .   A  co py  of 
t his  D e ar  Co lle a g ue  le t t e r  is  in yo u r  P art i c i pan t ’ s Gu i de
at  the  end  of  Se s s io n 7. 

» A  copy  of De ar  Col l e ag ue  Le tte r  GEN- 95-22 is on  pag e s 72  - 75 of th i s
g ui de  as we l l . 

D . TH E  WI TH D R AWAL  R E C O R D 

T o  he l p scho o ls  co mply  wit h the  re f u nd  and  re p ay me nt 
r e q uir e me nt s  that  we nt  int o  ef f e ct  Jul y  1,  1995,  ED  has 
d e v e lo pe d  the  fo llo w ing  sa mple  wo r k s he e t s :  (OH  16) 

◊  t he  Wit hd r aw al Re co r d ; 

◊  t he  Re f und  Calcul at io n Wo r k s he e t  (f o r  no n- pro
rat a r e f und  calculat i o ns ) ; 

◊  t he  Re p ay me nt  Cal culat io n Wo r k s he e t ; 

◊  t he  Fe d e r al Re f u nd  Calcula t io n Wo r k s he e t ;  and 

◊  t he  P ro Ra t a Re f un d  Calculat io n Wo r k s h e e t . 

[55 minutes so far]
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Instructor’s NotesT he s e  wo r k s he e t s  ar e  lo cat e d  in yo ur  P art i c i pan t ’ s
Gu i de,  at  the  end  of  th is  se s s io n . 

» Y ou wi l l  fi n d th e se  wor k sh e e ts in  yo ur  Gui de ,  pag e s 26 - 30. 

U s ing  t he s e  wo r k s he e t s  at  yo u r  scho o l is  vo l unt ar y . 
We  will  us e  the  w o r k s he e t s  he r e  t o  ill us t r at e  th e 
r e f und  and  re pay me nt  pr o ce s s e s . 

F ir s t ,  the  scho o l mus t  co l le ct  the  f o llo w ing  inf o r mat io n 
ab o ut  the  st ud e n t ’ s  at t e nd ance ,  wit h d r aw al,  an d 
e d ucat io n co s t s . 

T he  Wi t hd r aw al Re co r d  co ll e ct s  and  o r g anize s  all of 
t he  f o llo w ing  inf o r m at io n:  (OH  17) 

◊  t he  st u d e nt ’ s  wit hd r aw al da t e  (o r  las t  day  of 
at t e nd ance ) ; 

◊  t he  pe r io d  of  enr o llme nt  (l e ng t h of  e nr o llme nt 
pe r io d )  fo r  w hich the  st ud e n t  w as  char g e d ;  and 

◊  f o r  th at  enr o llm e nt  pe r io d —

• t he  st u d e nt ’ s  ed u cat io n co s t s , 

• t he  amo unt  paid  t o  ins t it ut io nal co s t s ,  and 

• cas h pay me n t s  t o  the  st ud e nt . 

We  wil l no w  re v i e w  us ing  t he  Wi t hd r aw al Re co r d 
Wo r k s h e e t . 

» Th e  Wi th dr awal  R e cor d Wor k sh e e t is sh own  on  pa g e  26 of th i s Gui de . 

» Te xt con ti n ue s on  pag e  31 of th i s Gu i de . 

17
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Instructor’s Notes

 (Pas t e  in wit hd r aw al re co r d ) 
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Instructor’s Notes

( Pas t e  in Re f und  Calculat i o n Wo r k s he e t ) 
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Instructor’s Notes

( Pas t e  in Re pay m e nt  Calcul at io n Wo r k s he e t ) 
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Instructor’s Notes

( Pas t e  in Fe d e r a l Re f und  C alculat io n  Wo r k s he e t ) 
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(P as te  i n P ro  R at a R e fu nd  C al cu l ati o n  Wo rk s he e t )
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Instructor’s Notes1. S tu d en t In fo rmat io n 

T his  s e ct io n of  the  Wit hd r aw al Re co r d  co lle ct s 
inf o r m at io n that  allo w s  th e  scho o l t o  de t e r min e  ho w 
lo ng  t he  st ud e nt  at t e nd e d  the  scho o l dur in g  the 
e nr o ll me nt  pe r io d . 

With d r awal Date o r L ast Da y  o f Atten d an ce
(L DA)

T he  sc ho o l mus t  es t ab lis h the  st ud e n t ’ s  wit hd r aw al
d at e ,  or  las t  da y  of  at t e n d ance  (L D A ) *.   Sch o o ls  mus t 
d e t e r m ine  t his  w it hin  a s pe cif ic t ime  f r ame ,  as 
ind ica t e d  in the  char t  e nt it l e d  “Re q uir e me nt s  fo r 
D e t e r m ining  Wit h d r aw al Dat e  or  Las t  Day  of 
A t t e nd ance  (L D A ) ” pr o v id e d  to  yo u in  yo ur  Guid e  on
t he  la s t  pag e  of  Se s s io n 7. 

» Th e  ch ar t appe ar s on  pag e  76 of th i s  Gui de . 

L en g th  o f E n ro ll men t P erio d 

T he  “l e ng t h of  e nr o llme nt  pe r io d ” re f e r s  to  th e 
e nr o ll me nt  pe r io d  fo r  which  the  st ud e nt  has  be e n
char g e d .   T he  re f und  and  r e pay me nt  calculat io n s  apply 
o nly  t o  the  pe r i o d  of  enr o llme nt  fo r  which the  st ud e nt 
has  be e n char g e d . 

T he  sc ho o l mus t  us e  the  ac t ual enr o l lme nt  pe r i o d  fo r 
w hich the  st ud e n t  was  char g e d .   H o w e v e r ,  to  pr e v e nt 
a scho o l fr o m es t ab lis hing  ve r y  sho r t  pe r io d s  of 
e nr o ll me nt ,  f e d e r a l re g ulat i o ns  re q uir e :  (OH  18) 

◊  f o r  te r m- b as e d ,  cr e d it - ho ur  o r  clo ck - ho ur 
pr o g r a ms ,  t he  mi nimum pe r i o d  is  t he  ac ad e mic
t e r m; 

*The regulatory
requirements for
determining a student’s
withdrawal date or last day
of attendance are
contained in Section
668.22(i)(1) of the Student
Assistance General
Provisions.

18
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Instructor’s Notes◊  f o r  no n t e r m cr e d it - ho ur  o r  clo ck - ho ur 
pr o g r a ms —

• if  the  pr o g r am is  sho r t e r  than an ac ad e mic
y e ar ,  the  minimu m pe r io d  is  pr o g r am le ng t h; 

• if  the  pr o g r am is  eq ual to  or  lo ng e r  than an
acad e m ic ye ar ,  t he  gr e at e r  of  eit he r  the 
pay me n t  pe r io d  o r  one - half  of  the  ac ad e mic
y e ar . 

I f  the  scho o l has  di f f e r e nt  ch ar g e s  fo r  d if f e r e nt  pe r io d s 
o f  enr o llme nt ,  t he  minimum  pe r io d  is  the  lo ng e s t 
pe r io d  fo r  which  the  st ud e nt  w as  char g e d . 

F o r  ex ample ,  sup po s e  a sch o o l char g e s  it s  st ud e nt s 
t uit io n by  the  acad e mic ye ar  but  cha r g e s  fo r  r e q uir e d 
b o o k s  and  suppli e s  by  the  acad e mic t e r m.   Sinc e  the 
lo ng e s t  pe r io d  f o r  which a st ud e nt  is  char g e d  is  the 
acad e m ic ye ar ,  t he  pe r io d  of  enr o llm e nt ,  fo r  r e f und 
and  re pay me nt  pu r po s e s ,  is  the  acad e mic ye ar . 

2. P ro g ra m C o sts

I n thi s  se ct io n of  the  Wit hd r aw al Re co r d ,  the  scho o l
lis t s  the  st ud e n t ’ s  ed ucat io n co s t s  fo r  the  en r o llme nt 
pe r io d ,  de s ig nat ing  the m as  eit he r  ins t it ut io n al or  no n- 
ins t it ut io nal char g e s .   Ins t i t ut io nal char g e s  ar e  us e d  in
t he  re f und  calcu lat io n;  no n- i ns t it ut io n al co s t s  ar e  us e d 
in the  re pay me nt  calculat i o n. 
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Instructor’s NotesF o r  th e  pur po s e  of  calcula t ing  re f un d s ,  ins t it ut io nal
char g e s  ar e  only  tho s e  cha r g e s  fo r  w hich the  s cho o l
d ir e ct ly  char g e s  the  st ud e nt . 

F o r  ex ample ,  if  a st ud e nt ’ s  ro o m cha r g e s  ar e  me r e ly 
pas s 
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Instructor’s Notess t ud e n t ’ s  liv ing  allo w ance  or  mis ce l lane o us 
e xpe ns e s . 

T he  to t al amo unt  of  the  st ud e nt ’ s  in s t it ut io na l char g e s 
and  th e  to t al am o unt  of  th e  st ud e nt ’ s  no n- ins t it ut io nal
co s t s  ar e  re co r d e d  in It e m s  A and  B re s pe ct iv e ly  of  the 
Wit hd r aw al Re co r d . 

3. P ay men ts an d  Dis b u rsemen ts 

T his  s e ct io n of  the  Wit hd r aw al Re co r d  co lle ct s 
inf o r m at io n ab o ut : 

◊  t he  amo unt  paid  f o r  ins t it u t io nal cha r g e s 
( inclu d ing  aid  r e ce iv e d  an d  cas h pai d  by  the 
s t ud e n t )  and 

◊  t he  amo unt  of  aid  dis b ur s e d  to  the  st ud e nt  fo r 
liv ing  expe ns e s . 

A s  me n t io ne d  ear lie r ,  F e d e r a l Wo r k - St u d y  (F WS) 
w ag e s  ar e  ne v e r  includ e d  in eit he r  t he  re f und  or  the 
r e pay m e nt  calcul at io n,  as  f air - l ab o r  law s  pr e clud e 
any o ne  hav ing  to  re pay  e ar ne d  wag e s .   L o an amo unt s 
s ho uld  be  re co r d e d  as  the y  ar e  r e ce iv e d  (e xclud ing  fe e s 
and  in s ur ance  pr e miums ) . 

D ir e ct  Lo an and  FF E L  Pr o g r am lo ans  ar e  no t  co u nt e d 
in the  rep ay m en t  calcul at io n.  T he  re as o n?  Re pay me nt 
o f  the s e  fund s  is  alr e ad y  re q uir e d  in th e  sig ne d 
pr o mis s o r y  no t e s . 
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Instructor’s Notes4. S tatu t o ry  P ro  R a ta an d  F e d eral R efu n d 
In fo rm atio n 

T his  s e ct io n of  the  Wit hd r aw al Re co r d  is  us e d  to : 

◊  e s t ab l is h whe t he r  a pro ra t a r e f und  o r  a f e d e r al
r e f und  is  re q uir e d  and 

◊  g at he r  the  dat a to  be  us e d  in the  ca lculat io ns . 

A s  no t e d  b e f o r e ,  a st at ut o r y  pro ra t a r e f und  calculat i o n
is  re q uir e d  fo r  all fir s t - t ime  st ud e nt s  who  re ce iv e 
T it le   I V aid  and  w ho  w it hd r aw  on or  b e f o r e  the  60% 
po int  in the  enr o llme nt  pe r io d . 

T he  60 %  po int  of  the  en r o llme nt  pe r io d  is :  (OH  20) 

◊  f o r  cr e d it - ho ur  pr o g r ams ,  w he n 60%  (in cale nd ar 
t ime )  of  the  enr o llme nt  pe r io d  has  e laps e d ; 

◊  f o r  clo ck - ho ur  pr o g r ams ,  wh e n the  st u d e nt  has 
co mple t e d  60%  of  th e  clo ck  ho ur s  sche d u le d  fo r 
t he  en r o llme nt  pe r io d ;  o r

◊  f o r  co r r e s po nd e n ce  pr o g r am s ,  whe n th e  st ud e nt 
has  su b mit t e d  60 %  of  the  le s s o ns  in the 
e nr o ll me nt  pe r io d . 

A  st ud e nt ’ s  excu s e d  ab s e nc e s  may  be  includ e d  in the 
numb e r  of  co mple t e d  clo ck  ho ur s  if  t he  scho o l: 

◊  pe r mit s  excus e d  ab s e nce s  un d e r  it s  wr it t e n po li cy 
and 

◊  has  do c ume nt at io n  of  the  st ud e nt ’ s  ex cus e d 
ab s e nc e s . 

20

Note to Instructor:
If a licensing authority such
as the State Board of
Cosmetology requires
actual seat hours to be
certified, the school may
not use an excused
absence policy for the
program of study.



Session 7 - Disbursement, Refunds, Repayments, and Workshop Wrap-Up

8-95 1995-96 Instructor’s Guide Seven - 36

Instructor’s NotesT he  pro ra t a r e f und  calculat i o n is  bas e d  on the  po r t io n
o f  the  enr o llme n t  pe r io d  t hat  re main s  af t e r  th e 
s t ud e n t ’ s  wit hd r aw al dat e . 

T he  “p o r t io n tha t  re mains ”  is  calcul at e d  as  fo llo w s : 

◊  F o r  cr e d it - ho ur  pr o g r ams :  (OH  21) 

     N umb e r  of  we e k s  re maining  in the  enr o llme nt  pe r io d 
T o t al we e k s  in t he  enr o llm e nt  pe r io d 

◊  F o r  cl o ck - ho ur  pr o g r ams :  (OH  22) 

N umb e r  of  sche d u le d  clo ck  ho ur s  re ma ining 
     t o  b e  co mple t e d * in the  enr o llme nt  pe r io d     

T o t al ho ur s  in t he  enr o llm e nt  pe r io d 

◊  F o r  co r r e s po nd e n ce  pr o g r am s :  (OH  23) 

     N umb e r  of  le s s o n s  no t  sub m it t e d  by  t he  st ud e nt    
T o t al le s s o ns  in  the  enr o l lme nt  pe r i o d 

T he  re s ult ing  fr act io n ( po r t i o n that  re mains )  is 
co nv e r t e d  to  a pe r ce nt ag e ,  and  ro und e d  do w n to  the 
ne ar e s t  10% . 

Scho o l s  sho uld  no t e  that  t he  “po r t io n that  re m ains ”
w ill no t  ne ce s s a r ily  be  co ns is t e nt  w it h de t e r m ining  the 
60%  po int  in time  be caus e  of  t he  ro und in g  re q uir e m e nt . 
F o r  ex ample ,  fo r  a st ud e nt  who  wit hd r aw s  at  th e  54% 
po int  in time ,  t he  “po r t io n that  re m ains “ is  46% 
r o und e d  do w n to  40% . 

21

22

*Excused absences are
counted as hours the
student completed.

23
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Instructor’s NotesF o r  pro ra t a r e f und  calculat i o ns ,  ce r t a in ins t it u t io nal
char g e s  may  be  e xclud e d  fr o m to t al ins t it ut io nal
char g e s  whe n cal culat ing  t he  pe r ce nt ag e  of  ins t it ut io nal 
char g e s  that  mus t  be  re f un d e d .   ( T he s e  char g e s  ar e  no t 
e xclud e d  fr o m to t al ins t it ut io nal ch ar g e s  whe n 
calcul at ing  unpa id  char g e s . )   I ns t it ut io nal ch ar g e s  that 
may  be  exclud e d  ar e :  (OH  24) 

◊  t he  “d o cume nt e d  co s t ” of  unr e t ur n ab le 
e q uipm e nt  is s ue d  to  t he  st ud e nt  (if  the  enr o ll me nt 
ag r e e m e nt  spe cif ie s  that  t he  eq uipme nt  is 
unr e t ur n ab le ) .   “D o c ume nt e d  co s t ” me ans : 

• t he  am o unt ,  pe r  inv o ice ,  t hat  the  in s t it ut io n
paid  f o r  the  eq u ipme nt . 

• cur r e n t  ED  po lic y  do e s  no t  pr o v id e  f o r  any 
mar k up ,  po s t ag e ,  or  inv e nt o r y  char g e s . 

◊  t he  do c ume nt e d  co s t  of  re t u r nab le  eq u ipme nt  tha t 
t he  st ud e nt  fail e d  to  re t u r n wit hin 20 day s  o f 
w it hd r aw ing  o r  did  no t  re t ur n in g o o d  co nd it io n. 

• T he  enr o llme nt  ag r e e me nt  mu s t  dis clo s e  the s e 
and  an y  ot he r  re s t r ict io ns  on the  re t ur n of 
e q uipm e nt . 

• T he  st ud e nt  mus t  be  no t if i e d ,  in wr it ing ,  pr io r 
t o  enr o llme nt ,  that  the  eq uipm e nt  mus t  b e 
r e t ur n e d  in go o d  co nd it io n  wit hin 20  day s  of 
w it hd r aw al. 

◊  a re as o nab le  ad mi nis t r at iv e  fe e ,  no t  to  exce e d  5% 
o f  the  st ud e nt ’ s  ins t it ut i o nal char g e s  or  $100 —
w hiche v e r  is  le s s . *

24

*A school may deduct an
administrative fee from its
calculation of total
institutional charges even
when it was not previously
specifically identified as a
separate charge.
However, if a school
chooses to retain an
administrative fee and
reduce the total institutional
charges, it must disclose
that fact in its written
refund policy.  Refer to
DCL GEN-95-22.
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Instructor’s NotesN o w  le t ’ s  dis cus s  the  Fe d e r al Re f und  Po licy  ca lculat io n. 
T o  do  so ,  le t ’ s  tur n to  pa g e  68 in T he Bl u e Book. 

A s  st a t e d  ear lie r ,  the  sch o o l mus t  f ir s t  de t e r mine 
w he t he r  one  or  mo r e  of  the  fo llo w ing  thr e e  ty p e s  of 
r e f und s  applie s  to  any  st u d e nt  re ce i v ing  Tit le  IV fund s . 
I f  any  apply ,  th e  st ud e nt  mus t  re ce i v e  the  lar g e s t 
applic ab le  re f un d .   T he s e  thr e e  ty pe s  of  re f un d s  ar e : 

◊  a st at ut o r y  pro ra t a re f un d ,  if  appl icab le ; 

◊  a st at e  re f und ,  if  st at e  s t and ar d s  e xis t ; 

◊  an acc r e d it ing  ag e ncy  re f u nd ,  if  the  ag e ncy ’ s 
po licy  is  appr o v e d  by  ED . 

I f  no n e  of  the s e  thr e e  re f und  opt io n s  apply  to  a
par t ic ular  st ud e nt ,  a scho o l mus t  ca lculat e  a Fe d e r al
Re f und  Po licy  re f und  and  co mpar e  it  to  the  re f und 
calcul at e d  und e r  the  scho o l’ s  ow n in s t it ut io na l re f und 
po licy .   T he  sch o o l the n is s ue s  the  lar g e r  of  the  tw o 
r e f und s  to  the  s t ud e nt . 

T he  Fe d e r al Re f u nd  Po licy  applie s  to  all st ud e nt s 
r e ce iv ing  Tit le  IV fund s  w ho  wit hd r a w  fr o m sch o o l, 
no t  ju s t  tho s e  w ho  of f icia lly  wit hd r aw . 

T his  po licy  mand at e s  the  pe r ce nt ag e  of  ins t it u t io nal
char g e s  that  mus t  be  re f un d e d  as  fo l lo w s :   ( OH  25) 

◊  100%  r e f und  of  ins t it ut io n al char g e s  if  the  st ud e nt 
w it hd r aw s  up to  one  we e k  b e f o r e  clas s e s  st ar t  or 
o n the  fir s t  day  of  clas s . 

◊  90%  re f und  of  in s t it ut io na l char g e s  if  the  st u d e nt 
w it hd r aw s  af t e r  the  fir s t  day  of  cla s s  thr o ug h  the 
f ir s t  10%  of  the  enr o llme n t  pe r io d . 

25
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Instructor’s Notes◊  50%  re f und  of  in s t it ut io na l char g e s  if  the  st u d e nt 
w it hd r aw s  af t e r  the  fir s t  10%  thr o ug h the  fir s t 
25%  of  the  enr o l lme nt  pe r i o d . 

◊  25%  re f und  of  in s t it ut io na l char g e s  if  the  st u d e nt 
w it hd r aw s  af t e r  the  fir s t  25%  thr o ug h the  fir s t 
50%  of  the  enr o l lme nt  pe r i o d . 

A s  wit h the  pro rat a r e f und  po licy ,  a scho o l ma y  tak e  a
r e as o n ab le  ad min is t r at iv e  fe e  fr o m ins t it ut io n al char g e s 
( no t  t o  exce e d  $100 or  5%  of  the  to t al ins t it u t io nal
char g e s ,  whiche v e r  is  le s s . ) 

T he  Fe d e r al Re f u nd  Po licy  als o  fo llo w s  the  pro rat a
r e f und  po licy  re q uir e me nt s  tr e at ing : 

◊  ins t it ut io nal ch ar g e s , 

◊  pas s - t hr o ug h ro o m char g e s ,  and 

◊  g r o up he alt h ins ur ance  fe e s . 

N o w  th at  we  hav e  re v ie w e d  all the  in f o r mat io n the 
s cho o l  ne e d s  w he n calcul at ing  re f u nd s  and  re pay me nt s , 
w e  wil l de s cr ib e  ho w  to  do  t he s e  calculat io ns . 

Note to Instructor:
Pass-through room
charges refer to room
charges collected by the
school that are “passed
through” to an unaffiliated
entity that is an entity not
controlled, affiliated with, or
otherwise related to the
school’s owners or
management.

[80 minutes so far]
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Instructor’s NotesE . C AL C UL ATIN G  RE FU N D S  AN D 
R E P AYM E N TS 

A s  we  st at e d  ear lie r ,  a s cho o l  mus t  calc ulat e  all
applic ab le  re f un d s ,  co mpa r e  the m,  and  de t e r mine 
w hich calculat io n pr o v id e s  the  lar g e s t  re f und  to  the 
s t ud e n t .   T he n  the  lar g e s t  po s s ib l e  re f und  is  mad e  to 
t he  st ud e nt . 

1. No n -P r o  R ata R ef u n d s an d  Un p aid 
C h arg e s

T o  cal culat e  a re f und  und e r  the  st at e ,  accr e d it i ng 
ag e ncy ,  or  ins t i t ut io nal po licy ,  ( OH  26 )  mult ip ly  the 
t o t al ins t it ut io nal char g e s  by  the  pe r ce nt ag e  the  scho o l 
is  ent it le d  to  r e t ain (acc o r d ing  to  ho w  lo ng  t he  st ud e nt 
at t e nd e d ) . 

T he n,  sub t r act  t he  unpaid  char g e s  fr o m that  am o unt . 
T he  re s ult  is  ho w  much the  scho o l is  all o w e d  to  k e e p o f 
t he  mo ne y  paid  t o  ins t it ut io nal char g e s .   A ll the  re s t 
mus t  b e  re f und e d  and  the  s cho o l is  e nt it le d  to  bill the 
s t ud e n t  fo r  the  unpaid  cha r g e s . 

B e caus e  the  Fe d e r al Re f und  Po licy  is  als o  a no n- pro ra t a
po licy ,  unpaid  char g e s  mus t  be  tr e at e d  in the  same 
w ay .   H o w e v e r ,  b e caus e  the  Fe d e r al Re f und  Po li cy 
r e s ult s  in an am o unt  to  be  re f und e d  ins t e ad  of  an
amo unt  to  be  re t aine d  by  t he  scho o l,   t he  pr o p e r 
t r e at m e nt  of  unp aid  char g e s  occur s  aut o mat ical ly .   A 
s e par a t e  st e p is  no t  ne ce s s ar y . 

I f  the  st ud e nt ’ s  unpaid  ch ar g e s  ar e  eq ual to  o r  gr e at e r 
t han t he  amo unt  that  the  s cho o l may  re t ain und e r  it s 
r e f und  po licy ,  t he  scho o l mus t  re t ur n all Tit l e  IV fund s 
( e xce p t  fo r  FWS wag e s )  pai d  to  ins t i t ut io nal char g e s . 

26
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Instructor’s Notes2. P ro  R a ta R efu n d s an d  Un p aid  C h a rg es

T o  cal culat e  a pro ra t a r e f und ,  mult iply  the  to t al  pro ra t a
ins t it ut io nal ch ar g e s  (w hi ch may  be  dif f e r e nt  than the 
t o t al ins t it ut io nal char g e s  fig ur e  us e d  in no n - pro ra t a
r e f und s )  by  the  “po r t io n t hat  re main s . ”  T he n  sub t r act 
any  un paid  char g e s  fr o m th e  re f und .  (OH  27) 

We  will  no w  sho w  y o u t he  st e ps  in cal culat ing  r e f und s . 

U s ing  Example  1,  which is  in yo ur  Guid e ,  we  w ill
d e s cr i b e  the  st e ps  a te r m- b as e d ,  cr e d it - ho ur  s cho o l
mus t  t ak e  in cal culat ing  t he  re f und  und e r  st at e  re f und 
r e q uir e me nt s  and  the  st at u t o r y  pro ra t a r e f und .   T ak e  a
f e w  mo me nt s  to  r e v ie w  the  cas e  de s cr ipt io n. 

» A  copy  of Exam pl e  1 con ta i n i n g  Case  De scr i pti on ,  Wi th dr awal  R e cor d, 
Non -Pr o Ra ta R e fun d Cal cul a ti on  Wor k sh e e t,  an d Pr o Ra ta Re fun d
Cal cul a ti on  Wor k sh e e t (5 pag e s lon g ),  star ts on  pag e  61 of you r  Gui de . 

3. E xamp l es o f R efu n d  C alcu la tio n s

E xamp le  1:  C o rn wel l C o lleg e 

With d r awal R eco r d 

I n the  St ud e nt  I nf o r mat io n  se ct io n,  the  dat e  t hat  To m
s t ar t e d  his  pr o g r am (A ug us t  28)  and  his  wit hd r aw al
d at e  ( Se pt e mb e r  15)  ar e  r e co r d e d .   A s  C o r nw e ll
C o lle g e  is  a cr e d it - ho ur  s cho o l that  char g e s  it s  st ud e nt s 
b y  the  se me s t e r ,  the  15- w e e k  se me s t e r  is  the 
e nr o ll me nt  pe r io d . 

I n the  Pr o g r am C o s t s  se ct i o n,  To m’ s  to t al ins t it ut io nal
char g e s  ar e  $4, 7 75;  t he s e  includ e  only  his  char g e s  f o r 
t uit io n and  fe e s  ($2, 000)  and  ro o m and  bo ar d  ( $2, 775) . 
H is  re maining  co s t s  fo r  bo o k s  and  su pplie s  ($2 00) , 
t r ans p o r t at io n ( $100) ,  and  mis ce llan e o us  pe r s o nal
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Instructor’s Notese xpe ns e s  ($250)  ar e  no n- in s t it ut io na l co s t s .   T o m’ s  t o t al
no n- in s t it ut io na l co s t s  ar e  $550. 

I n the  Pay me nt s  and  Dis b ur s e me nt s  se ct io n,  onl y 
T o m’ s  $65 cas h pay me nt  and  the  aid  T o m re ce iv e d  fo r 
t he  en r o llme nt  pe r io d  (t he  $500 FSE O G ,  the  $1, 050
C o r nw e ll Scho lar s hip,  the  $1, 150 Fe d e r al Pe ll Gr ant , 
and  th e  $750 St a t e  Gr ant )  ar e  r e co r d e d .   T o t al  ai d paid 
t o  ins t it ut io nal  co s t s  eq u als  $3, 450 .   T he  to t al paid  to 
ins t it ut io nal co s t s  eq uals  $3, 515.   N o  cas h di s b ur s e me nt 
w as  ma d e . 

A s  a f ir s t - t ime  bo r r o w e r  in the  fir s t  ye ar  of  an
und e r g r ad uat e  pr o g r am,  To m  canno t  re ce iv e  lo an 
pr o ce e d s  unt il 30 day s  af t e r  clas s e s  be g in . 

H e  wit hd r e w  be f o r e  that  30- d ay  po int ,  and  s o  he  w ill
no t  be  paid  any  lo an fund s . 

I n the  St at ut o r y  P ro Ra t a s e ct io n,  the  pe r ce nt ag e  of  the 
s e me s t e r  co mple t e d  is  calc ulat e d  by  div id ing  t he 
3 we e k s  To m co mp le t e d  by  t he  15 we e k s  in the 
s e me s t e r ,  (3 ÷ 15 = 20% ) .   B e caus e  T o m is  a fi r s t - t ime 
s t ud e n t  who  wit h d r e w  be f o r e  the  60%  po int  of  the 
e nr o ll me nt  pe r io d ,  the  sch o o l mus t  calculat e  a pro ra t a
r e f und . 

H ad  To m wit hd r aw n af t e r  th e  nint h we e k  of  the 
s e me s t e r  (af t e r  the  60%  po int ) ,  the  sch o o l wo uld  no t  be 
r e q uir e d  to  calc ulat e  a st at ut o r y  pro ra t a re f un d . 

T o  calc ulat e  the  pro ra t a r e f und ,  the  scho o l will ne e d  to 
d e t e r m ine : 

◊  t he  “po r t io n that  re mains ” (t he  pe r ce nt ag e  of  t he 
s e me s t e r  that  To m  did  no t  co mple t e )  and 

◊  w he t he r  any  of  To m’ s  ins t it ut io nal ch ar g e s  may 
b e  exc lud e d  fo r  pro ra t a pur po s e s . 

Note to Instructor:
The loan fee was not in the
COA since Tom never
received loan proceeds.
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Instructor’s NotesB e caus e  To m was  enr o lle d  in a cr e d it - ho ur  pr o g r am, 
t he  “p o r t io n tha t  re mains ”  is  calcul at e d  by  di v id ing  the 
12 re m aining  we e k s  by  t he  15 to t al we e k s  ( 12 ÷ 15 =
80% ) .   T he  re s ul t ing  numb e r  mus t  be  ro und e d  do w n to 
t he  ne ar e s t  10% ,  so  it  re mains  80% . 

B e caus e  no ne  of  To m’ s  ins t it ut io nal char g e s  ma y  be 
e xclud e d  fr o m th e  pro ra t a r e f und  calculat i o n,  To m’ s 
pro ra t a ins t it ut io nal ch ar g e s  ar e  the  same  as  his  to t a l
ins t it ut io nal ch ar g e s . 

N o w  we  ar e  r e ad y  to  calcula t e  To m’ s  r e f und .   F i r s t  we 
w ill calculat e  t he  st at e  r e f und ,  the n the  pro ra t a r e f und . 

No n -P r o  R ata R ef u n d  C alcu l atio n  Wo rk sh eet

I n St e p One ,  To m ’ s  unpaid  char g e s  ($ 1, 260)  ar e 
calcul at e d  by  fi r s t  de t e r m ining  the  sche d ule d  cas h
pay me n t  ($1, 325) ,  t he n d e d uct ing  To m’ s  cas h pay me nt 
( $65)  f r o m t hat  amo unt   ( $1, 325 - $65 = $1 , 260) . 

I n St e p Tw o ,  us i ng  the  dat e  of  To m’ s  wit hd r aw a l and 
t he  st at e  re f und  po licy ,  t he  scho o l calculat e s  the 
amo unt  of  ins t it ut io nal ch ar g e s  it  may  re t ain. 

A cco r d ing  to  Co r nw e ll Co ll e g e ’ s  po lic y ,  if  a st ud e nt 
w it hd r aw s  af t e r  the  thir d  we e k ,  the  scho o l is  ent it le d 
t o  re t ain 50%  of  th e  ins t it ut io nal char g e s  ($4, 77 5 x .50 =
$2, 388 ) . 

T he n,  the  scho o l  mus t  de d u ct  the  $1, 260 in unp aid 
char g e s  fr o m the  $2, 388 re t aine d  ini t ially  ($2 , 388 -
$1, 260  = $1, 128) . 

I n St e p Thr e e ,  s ub t r act  th e  to t al am o unt  the  s cho o l may 
r e t ain  ($1, 128)  fr o m the  t o t al amo un t  ($3, 515)  paid  t o 
ins t it ut io nal ch ar g e s  ($3, 515 - $1, 1 28 = $2, 38 7) . 
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Instructor’s Notes» Be for e  pr oce e di n g ,  ask  par ti c i pan ts i f th e y  hav e  an y  que sti on s  ab out th i s
state  re fun d cal cul ati on . 

P ro  R a ta R efu n d  C alcu latio n  Wo rk sh ee t

I n St e p One ,  the  amo unt  of  To m’ s  unp aid  char g e s 
( $1, 26 0)  is  calc ulat e d  in the  same  manne r  as  f o r  the 
no n- pro ra t a r e f und  calculat i o n sho w n e ar lie r . 

I n St e p Tw o : 

◊  mult ipl y  To m’ s  pro ra t a ins t it ut io nal ch ar g e s  fo r 
t he  en r o llme nt  pe r io d  ($4, 775)  by  th e  po r t io n that 
r e main s  (80% ) . 

◊  s ub t r ac t  To m’ s  un paid  char g e s  ($1, 260 )  fr o m tha t 
r e s ult . 

T he  pro ra t a r e f und  is  $2, 560 ,  which is  lar g e r  th an the 
s t at e - r e q uir e d  r e f und .   I t  is  this  lar g e r  amo unt  t hat 
mus t  b e  re f und e d . 

Yo u sh o uld  no t e  that  To m’ s  unpaid  ch ar g e s  we r e 
co v e r e d  by  d e d uct ing  the  un paid  char g e s  fr o m t he 
T it le  IV re f und  und e r  the  pro ra t a r e f und  calculat i o n. 
T he r e f o r e ,  the  s cho o l cann o t  bill T o m f o r  th at  amo unt . 

We  wil l de s cr ib e  the  re q ui r e me nt s  fo r  dis t r ib u t ing  the 
$2, 560  re f und  la t e r  in thi s  se s s io n. 

E xampl e  2,  whic h is  als o  in yo ur  Gu id e ,  illus t r at e s  a
clo ck - ho ur  scho o l re f und  calculat io n  mad e  acco r d ing  to 
accr e d it ing  ag e n cy  re f und  st and ar d s  and  pro ra t a
r e q uir e me nt s .   T ak e  a fe w  mo me nt s  to  re v ie w  th e  cas e 
d e s cr i pt io n. 

» A  copy  of Exam pl e  2,  con ta i n i n g  Case  De scr i p ti on ,  Wi th dr a wal  R e cor d, 
Non -Pr o Ra ta Re fun d Cal cul a ti on  Wor k sh e e t,  an d Pr o Ra ta R e fun d
Cal cul a ti on  Wor k sh e e t (6 pag e s  lon g ),  star ts  on  pag e  66 of your  Gui de . 
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Instructor’s NotesE xamp l e 2: L y n ley  In stitu te 

With d r awal R eco r d 

I n the  St ud e nt  I nf o r mat io n  se ct io n,  the  dat e  t hat 
G e o r g e  st ar t e d  his  pr o g r am  (J uly  3)  and  his 
w it hd r aw al dat e  (A ug us t  11 )  hav e  be e n re co r d e d . 

A s  L y nle y  Ins t it ut e  char g e s  it s  st ud e nt s  fo r  the  ent ir e 
pr o g r a m at  the  t ime  of  enr o llme nt ,  t he  1, 200- c lo ck - 
ho ur ,  40- w e e k  pr o g r am is  t he  enr o llm e nt  pe r io d . 

I n the  Pr o g r am C o s t s  se ct i o n,  Ge o r g e ’ s  to t al
ins t it ut io nal ch ar g e s  ar e  $1, 575;  t he s e  includ e  his 
char g e s  fo r  tuit io n ($1, 50 0)  and  the  ad minis t r at iv e  fe e 
( $75) .   H is  to t a l no n- ins t it ut io nal co s t s  ($5, 200)  co ns i s t 
o f  the  scho o l’ s  $5, 000 all o w ance  fo r  of f - campu s  liv ing 
e xpe ns e s  and  the  $200 bo o k s ,  s uppli e s ,  and  lo an fe e 
allo w a nce . 

I n the  Pay me nt s  and  Dis b ur s e me nt s  se ct io n,  the  scho o l
lis t s  the  aid  di s b ur s e d  t o  Ge o r g e  ( t he  $840 Dir e ct 
Sub s id ize d  L o an d is b ur s e me n t ,  $500 of  the  St at e  Gr ant , 
and  th e  $767 Fe d e r al Pe ll Gr ant ,  fo r  a to t al of  $2, 107) . 
B e caus e  the  ins t it ut io nal co s t s  we r e  fully  pai d ,  the 
r e main ing  $532 o f  his  $767  Fe d e r al Pe ll Gr ant  pay me nt 
w as  di s b ur s e d  t o  Ge o r g e  in cas h. 

I n the  St at ut o r y  P ro Ra t a se ct i o n,  the  pe r ce nt ag e  o f  the 
e nr o ll me nt  pe r io d  co mple t e d  is  calcu lat e d  by  d iv id ing 
t he  15 0 clo ck  ho ur s  Ge o r g e  co mple t e d  by  the  1, 200
clo ck  ho ur s  fo r  which Ge o r g e  has  be e n char g e d  (150 ÷
1, 200 = 12. 5% ) .   B e caus e  G e o r g e  is  a fir s t - t im e  st ud e nt 
w ho  wi t hd r e w  be f o r e  the  60 %  po int  of  the  enr o llme nt 
pe r io d ,  the  scho o l mus t  als o  calcul at e  a st at ut o r y  pro
rat a r e f und . 
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Instructor’s NotesH ad  Ge o r g e  wit hd r aw n af t e r  co mple t in g  at  le as t  720
clo ck  ho ur s  (af t e r  the  60%  po int ) ,  the  sch o o l wo uld  no t 
b e  re q uir e d  to  calculat e  t he  pro ra t a r e f und . 

T o  calc ulat e  the  pro ra t a r e f und ,  the  scho o l will ne e d  to 
d e t e r m ine : 

◊  t he  “po r t io n that  re mains ” (t he  pe r ce nt ag e  of  t he 
e nr o ll me nt  pe r io d  that  Ge o r g e  did  no t  co mple t e ) 
and 

◊  w he t he r  any  of  Ge o r g e ’ s  ins t it ut io nal  char g e s 
may  be  exclud e d  fo r  pro ra t a pur po s e s . 

T he  “p o r t io n tha t  re mains ”  is  calcul at e d  by  di v id ing 
t he  1, 050 re main ing  clo ck  ho ur s  by  t he  to t al 1, 200 clo ck 
ho ur s  in his  pr o g r am (1, 05 0 ÷ 1, 200 = 87. 5% ) .   T h e 
87. 5%  is  ro und e d  d o w n t o  80% . 

T he  sc ho o l may  e xclud e  it s  e nt ir e  $75 ad min is t r at iv e 
f e e  fr o m the  pro ra t a r e f und  calculat i o n be caus e : 

◊  it  is  le s s  than e it he r  $100 o r  5%  of  Ge o r g e ’ s 
ins t it ut io nal ch ar g e s  (5%  x $1, 775 = $88. 75) . 

P ro ra t a ins t it ut io nal ch ar g e s  eq ua l $1, 500 ( $1, 575 - $75 =
$1, 500 ) . 

We  ar e  no w  re ad y  to  calcul at e  Ge o r g e ’ s  re f und .   F ir s t 
w e  wil l calculat e  the  accr e d it ing  ag e ncy  re f un d ,  the n
t he  pro ra t a r e f und . 
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Instructor’s Notes4. Accred itin g  Ag en cy  R efu n d s

I n St e p One ,  be c aus e  all o f  Ge o r g e ’ s  ins t it ut i o nal
char g e s  we r e  pai d  by  the  f inancial aid  he  re ce iv e d , 
t he r e  ar e  no  unp aid  char g e s . 

I n St e p Tw o ,  us i ng  the  dat e  of  Ge o r g e ’ s  wit hd r aw al
and  th e  accr e d it ing  ag e ncy  re f und  po licy ,  the  scho o l
calcul at e s  the  amo unt  it  may  re t ain. 

A cco r d ing  to  Ly n le y  Ins t it ut e ’ s  accr e d it ing  ag e ncy 
s t and a r d s ,  if  a st ud e nt  wi t hd r aw s  af t e r  co mple t ing 
13% * of  th e  enr o llme nt  pe r io d ,  the  scho o l is  ent it le d  to 
r e t ain  25%  of  th e  ins t it ut io nal char g e s  ($1, 57 5 x .25 =
$393. 7 5,  ro und e d  up to  $394) . 

Since  the r e  ar e  no  unpaid  char g e s ,  t he  scho o l may 
r e t ain  the  ent ir e  $394. 

I n St e p Thr e e ,  t he  re f und  amo unt  is  calculat e d  by 
s ub t r a ct ing  the  to t al amo u nt  the  sch o o l may  re t ain
( $394)  fr o m the  to t al amo u nt  paid  to  ins t it ut i o nal
char g e s  ($1, 575 -  $394 = $1, 18 1) . 

» Be for e  pr oce e di n g ,  ask  par ti c i pan ts i f th e y  hav e  an y  que sti on s  ab out th i s
accr e d i ti n g  ag e n cy  re fun d cal cul ati o n . 

Note to Instructor:
The accrediting agency
refund policy is for
illustration purposes only,
as there are no approved
accrediting agency policies
at this time.

*For this purpose,
George’s completed
amount of 12.5% is
rounded up to 13%, as
allowed under the
accrediting agency
policy.
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Instructor’s NotesP ro  R a ta R efu n d  C alcu latio n  Wo rk sh ee t

I n St e p Tw o ,  the  re f und  am o unt  is  ca lculat e d  b y 
mult ip ly ing  Ge o r g e ’ s  pro ra t a ins t it ut io nal ch ar g e s 
( $1, 50 0)  by  the  po r t io n th at  re mains  (80% ) .  ($1 , 500 x .80 
= $1, 2 00. ) 

T he r e  ar e  no  unp aid  char g e s  to  sub t r act  fr o m t his  pro
rat a r e f und . 

T he  pro ra t a r e f und  is  lar g e r  than the  accr e d it in g  ag e ncy 
r e f und .   T he r e f o r e ,  the  sc ho o l mus t  us e  the  pro ra t a
r e f und  calculat i o n re s ult . 

We  wil l de s cr ib e  the  re q ui r e me nt s  fo r  dis t r ib u t ing  the 
$1, 200  pro ra t a r e f und  amo ng  the  so ur ce s  that  pai d 
G e o r g e ’ s  co s t s  lat e r  in thi s  se s s io n. 

5. R ep ay m en ts

Re pay m e nt  re q uir e me nt s  ar e  id e nt ical  fo r  all s t ud e nt s , 
r e g ar d le s s  of  th e  me t ho d  us e d  to  de t e r mine  the 
s t ud e n t ’ s  re f und . 

T he  re pay me nt  is  calculat e d  by  de d uc t ing  the  t o t al
no n- in s t it ut io na l co s t s  in cur r e d  fr o m the  to t a l cas h
d is b ur s e d ,  exclu d ing  any  ( e ar ne d )  F e d e r a l Wo r k - St u d y 
w ag e s  and  Dir e ct  Lo an or  F e d e r al Fam ily  Ed ucat io n
L o an pr o ce e d s . 

N o w ,  w e  will sho w  a re pay m e nt  calcul at io n fo r  Ge o r g e 
us ing  the  Wit hd r aw al Re co r d  inf o r mat io n fr o m
E xampl e  2.   The  Re pay me nt  Wo r k s he e t  f o r  this 
e xampl e  is  in yo u r  Guid e . 

» A  copy  of th e  Re pay m e n t Wo r k sh e e t fo r  Exam pl e  2 is at th e  en d of th i s
se ssi o n  on  pag e  71. 
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Instructor’s NotesI n St e p One ,  fo l lo w ing  it s  wr it t e n r e pay me nt  po licy , 
t he  sc ho o l de t e r mine s  the  to t al amo u nt  of  no n- 
ins t it ut io nal co s t s  Ge o r g e  incur r e d  fo r  the  en r o llme nt 
pe r io d . 

T he  sc ho o l pr o r a t e s  his  $5, 000  of f - campu s  liv ing 
e xpe ns e  allo w anc e  by  mult i ply ing  it  by  13%  ( 5 ÷ 40 =
12. 5% ,  ro und e d  up to  13 % ) .   B e caus e  Ge o r g e  be g an
clas s e s ,  50%  of  th e  $200 bo o k s  and  sup plie s  allo w ance 
is  co n s id e r e d  s pe nt  ( 50%  x $200 = $1 00) .   T he  to t al
amo unt  of  no n- in s t it ut io na l co s t s  Ge o r g e  incur r e d  is 
$750. 

I n St e p Tw o ,  sin ce  all of  the  cas h d is b ur s e me n t  came 
f r o m G e o r g e ’ s  Fe d e r al Pe ll  Gr ant ,  th e  ent ir e  $532 cas h
d is b ur s e me nt  is  us e d  in th e  re pay me n t  calculat io n. 

I n St e p Thr e e ,  b e caus e  the  amo unt  of  Ge o r g e ’ s  no n- 
ins t it ut io nal co s t s  exce e d e d  the  amo unt  that  he  had 
r e ce iv e d  as  a ca s h dis b ur s e me nt ,  no  re pay me nt  is 
r e q uir e d . 

6. Allo ca tin g  R efu n d s an d  R ep ay men ts

Once  t he  scho o l calculat e s  a s t ud e n t ’ s  re f und ,  any 
r e f und  mus t  be  r e t ur ne d  fi r s t  to  Tit le  IV pr o g r ams . 
H o w e v e r ,  the  amo unt  of  a r e f und  re t u r ne d  to  a
T it le   I V pr o g r am  may  no t  e xce e d  the  amo unt  tha t  the 
s t ud e n t  re ce iv e d  fr o m that  pr o g r am f o r  the  pe r io d  of 
e nr o ll me nt . 

I n ad d it io n,  acc o r d ing  to  st at ut o r y  and  re g ula t o r y 
r e q uir e me nt s ,  the  r e f und  mus t  be  r e t ur n e d  in the 
f o llo w ing  or d e r :  (OH  28) 

1. uns ub s i d ize d  Fe d e r al St af f o r d  Lo an; 

2. s ub s id i ze d  Fe d e r a l St af f o r d  Lo an; 

28
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3. F e d e r a l PL U S Lo a n; 

4. D ir e ct  Uns ub s id i ze d  Lo an; 

5. D ir e ct  Sub s id ize d  Lo an; 

6. D ir e ct  PL U S Lo an ; 

7. F e d e r a l Pe r k ins  Lo an Pr o g r am; 

8. F e d e r a l Pe ll Gr a nt  Pr o g r am ; 

9. F e d e r a l Suppl e me nt al Ed ucat io nal Oppo r t unit y  
G r ant  ( F SE OG )  Pr o g r am;  and 

10.  ot he r  T it le  IV pr o g r ams . *

F und s  re t ur ne d  t o  any  Tit l e  IV pr o g r am may  no t 
e xce e d  the  amo un t  re ce iv e d  fr o m that  pr o g r am. 
H o w e v e r ,  lo an am o unt s  re t u r ne d  af t e r  120 day s  may 
includ e  any  appl icab le  lo an f e e s  and  in s ur ance  fe e s  to 
av o id  a st ud e nt  de f ault ing  ov e r  a re lat iv e ly  small
amo unt  of  un r e t ur ne d  mo ne y . **

I f  the r e  is  any  re maining  mo ne y  af t e r  re t ur nin g  all
T it le  IV fund s  r e ce iv e d  fo r  the  enr o llme nt  pe r io d , 
r e g ula t io ns  re q u ir e  the  sc ho o l to  al lo cat e  re m aining 
f und s  in the  fo l lo w ing  or d e r : 

◊  o t he r  f e d e r al,  st at e ,  pr iv a t e ,  or  ins t it ut io nal 
s t ud e n t  financia l as s is t an ce  pr o g r am s ;  and 

◊  t he  st u d e nt . 

*except FWS

**If the amount of an FFEL
loan that is delivered to a
student is repaid in full
within 120 days of the date
the lender disbursed the
loan, the holder of the loan
must return any deducted
origination fees and
insurance premiums to the
student’s account.  Loan
amounts returned within
120 days are net of fees;
after 120 days they are
gross.
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Instructor’s NotesI n Exa mple s  1 an d  2 in yo ur  P art i c i pan t ’ s Gu i de,  the 
Re f und  Dis t r ib ut io n se ct io ns  of  th e  wo r k s he e t s  s ho w 
t hat  t he  to t al r e f und  fo r  each of  th e s e  exampl e s  was 
allo ca t e d  acco r d ing  to  the s e  re q uir e me nt s . 

» Th e  ex am pl e s of th e  Re fun d  Di str i b ut i on  se cti o n  ar e  in  th e  In s tr u ctor ’ s 
Gu i de  on  pag e s 65 an d 70. 

T he  re pay me nt  mu s t  be  allo cat e d  acco r d ing  to 
r e g ula t o r y  re q ui r e me nt s  in  the  fo llo w ing  or d e r : 
( OH   29) 

1. F e d e r a l Pe r k ins  Lo an Pr o g r am; 

2. F e d e r a l Pe ll Gr a nt  Pr o g r am ; 

3. F e d e r a l Supple me nt al Ed uca t io nal  Oppo r t uni t y  
G r ant  ( F SE OG )  Pr o g r am; 

4. o t he r  no n- lo an T it le  IV pr o g r ams *;  and 

5. o t he r  s t at e ,  pr iv at e ,  or  in s t it ut io na l st ud e nt  
f inanc ial aid  pr o g r a ms . 

T he  am o unt  of  re pay me nt  re t ur ne d  to  a Tit le  IV 
pr o g r a m may  no t  exce e d  the  amo unt  th at  the  st u d e nt 
r e ce iv e d  fr o m th at  pr o g r am  fo r  the  e nr o llme nt  pe r io d 
f o r  wh ich he  or  she  w as  char g e d . 

29

*except FWS

 [115 minutes so far]



Session 7 - Disbursement, Refunds, Repayments, and Workshop Wrap-Up

8-95 1995-96 Instructor’s Guide Seven - 52

Instructor’s NotesF. O TH E R  RE L ATE D  RE Q UIR E ME N TS 

1. P u b lis h ed  P o lici es an d  P ro ced u res

Scho o l s  mus t  pr o v id e  a “cl e ar  and  co ns picuo us  wr it t e n
s t at e m e nt ” to  pr o s pe ct iv e  and  enr o ll e d  st ud e nt s  that 
includ e s :  (OH  30 ) 

◊  t he  ma nne r  in wh ich aid  is  applie d  and  dis b ur s e d ; 

◊  ho w  in s t it ut io na l re f und s  and  re pay m e nt s  ar e 
calcul at e d ; 

◊  ho w  re f und  and  r e pay me nt  mo nie s  ar e 
d is t r i b ut e d  to  T it le  IV ac co unt s ,  le nd e r s ,  and  no n- 
f e d e r a l acco unt s ; 

◊  o pe r at io nal po li cie s  that  out line  sy s t e ms  fo r 
che ck i ng  on enr o llme nt  and  ot he r  ad m inis t r at iv e 
r e s po n s ib ilit ie s  inv o lv e d  in the  re f und /r e pay m e nt 
pr o ce s s e s ; 

◊  pr o ce d ur e s  a st u d e nt  mus t  fo llo w  to  ob t ain a
r e f und ; 

◊  e xampl e s  of  appl y ing  the  r e f und  and  re pay me nt 
po lici e s ;  and 

◊  t he  co s t  of  st ud e nt s ’  re q u ir e d  suppl ie s  and 
e q uipm e nt . 

Re f und s  and  re pa y me nt s  all o cat e d  to  a par t icul ar 
pr o g r a m may  ne v e r  exce e d  t he  aid  pai d  to  st ud e nt s 
f r o m t hat  pr o g r a m. 

30

Note to Instructor:
If the amount of an FFEL
Program loan that is
delivered to a student is
repaid in full after 120 days
of the date the lender
disbursed the loan, the
school must return the
gross amount of the loan
(which includes origination
fees and insurance
premiums).
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r e pay m e nt  po licy  on the  am o unt  of  no n- ins t it ut io nal, 
e d ucat io n- r e lat e d  expe ns e s  co ns id e r e d  to  be  in cur r e d 
b y  st u d e nt s  dur i ng  the  enr o llme nt  pe r io d  fo r  w hich
t he y  w e r e  char g e d . 

2. T imely  P ro cessin g 

Re g ulat io ns  spe ci f y  the  max imum time  in which any 
r e f und  and  re pay me nt  mus t  be  mad e . 

Ple as e  ope n T he Bl u e Book to  Se ct io n 4. 8. 4,  pag e  11 8. 
( OH  31 ) 

I f  the  st ud e nt  r e ce iv e d  a lo an und e r  the  FF E L  Pr o g r am, 
t he  sc ho o l mus t  re t ur n the  re f und  al lo cat e d  to  the  lo an
pr o g r a m to  the  F F E L  le nd e r  wit hin 60  day s  of  t he 
e ar lie s t  of  the  fo llo w ing  w it hd r aw al d at e s : 

◊  t he  dat e  that  the  st ud e nt  no t if ie s  th e  scho o l o f  his 
o r  he r  wit hd r aw a l or  the  w it hd r aw al dat e 
s pe cif ie d  by  the  st ud e nt ,  whiche v e r  is  lat e r ; 

◊  t he  la s t  dat e  of  the  st ud e nt ’ s  re co r d e d 
at t e nd ance ; 

◊  t he  da t e  the  st u d e nt  tak e s  an unappr o v e d  le av e  of 
ab s e nc e ,  or  fail s  to  re t ur n fr o m an appr o v e d  le av e 
o f  ab s e nce ; 

◊  t he  da t e  of  the  st ud e nt ’ s  expuls io n;  o r

◊  t he  da t e  of  the  las t  le s s o n sub mit t e d  by  the 
s t ud e n t  enr o lle d  in a co r r e s po nd e nce  pr o g r am if 
t he  st ud e nt  fail e d  to  sub m it  the  sub s e q ue nt  le s s o n
acco r d ing  to  the  scho o l’ s  sche d ule . 

31

Note to Instructor:
FFEL/Direct Loan
proceeds must be returned
within 30 days if the
student never begins
attendance.

34 CFR 668.22(b)(1),
Appendix A (X)
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Instructor’s NotesF o r  th e  Fe d e r al Pe r k ins  Lo an,  Fe d e r a l Pe ll Gr a nt , 
F SE OG ,  and  Dir e c t  Lo an Pr o g r am s ,  the  sch o o l mus t 
r e t ur n  the  re f un d  to  the  pr o g r am acc o unt  wit hi n
30  d ay s  of  the  d at e : 

◊  t he  st u d e nt  of f ic ially  w it hd r aw s ,  is  e xpe ll e d ,  do e s 
no t  re t ur n fr o m an app r o v e d  le av e  of  ab s e nce ,  or 
t ak e s  an unappr o v e d  le av e  of  ab s e nce  o r

◊  t he  sch o o l de t e r m ine s  that  the  st ud e n t  has 
d r o ppe d  out . 

I f  a r e f und  is  d ue  the  st u d e nt ,  re g u lat io ns  sp e cif y  whe n 
t he  st ud e nt  mus t  be  paid  t he  re f und .   T he  scho o l mus t 
pay  th e  st ud e nt  wit hin: 

◊  30 d ay s  o f  the  st ud e nt ’ s  wit h d r aw al,  if  the 
s t ud e n t  o f f ici ally  wit hd r aw s ; 

◊  30 d ay s  o f  the  ear l ie s t  of  th e  fo llo w in g  dat e s ,  if 
t he  s t ud e n t  dr o ps  ou t : 

• t he  dat e  on which  the  scho o l de t e r min e s  the 
s t ud e n t  dr o ppe d  out ; 

• t he  exp ir at io n of  the  te r m;  o r

• t he  exp ir at io n of  the  enr o l lme nt  pe r i o d ; 

◊  30 day s  of  the  e ar lie r  of : 

• t he  en d  of  an ap pr o v e d  le a v e  of  ab s e nce  or 

• t he  da t e  the  st u d e nt  no t if ie s  the  sc ho o l that  he 
o r  she  is  no t  re t ur ning  fr o m the  app r o v e d 
le av e  of  ab s e nce ;  o r
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Instructor’s Notes◊  30 d ay s  af t e r  the  s t ud e nt ’ s  las t  re co r d e d  dat e  of 
at t e nd ance ,  if  t he  st ud e nt  tak e s  an unappr o v e d 
le av e  of  ab s e nce . 

Re me mb e r ,  scho o ls  mus t  de t e r mine  th e  dat e  of  a
s t ud e n t ’ s  las t  d ay  of  at t e nd ance  wit hin the  ti me  fr ame s 
lis t e d  in the  ch ar t  t it le d  “Re q ui r e me nt s  Fo r 
D e t e r m ining  Wit h d r aw al Dat e  or  Las t  Day  of 
A t t e nd ance  (L D A ) ” which we  dis cus s e d  ear lie r . 

E f f e ct iv e  July  1,  1995,  if  the  re f und  amo un t  is  $25 o r 
le s s ,  the  scho o l  do e s  no t  hav e  to  pa y  a re f und . 

◊  H o w e v e r ,  since  a re f und  re t ur ne d  to  a Tit le  IV 
lo an pr o g r am wo u ld  re d uce  the  lo an amo unt  a
s t ud e n t  wo uld  ha v e  to  re pa y ,  a scho o l mus t  hav e 
w r it t e n aut ho r iz at io n fr o m  the  st ud e nt  in the 
e nr o ll me nt  ag r e e me nt  to  ke e p any  po r t io n of  a
r e f und  that  ot he r w is e  wo ul d  be  dis t r ib ut e d  to  a
T it le  IV pr o g r am .    T he  enr o llme nt  ag r e e me nt 
mus t  e xplain cle ar ly  that  if  a st ud e nt  wit hd r a w s 
t he  st ud e nt  is  pe r mit t ing  the  scho o l  to  ke e p t he 
f und s  rat he r  tha n hav ing  t he  fund s  us e d  to 
r e d uce  the  st ud e nt ’ s  lo an de b t . 

T he  sc ho o l mus t  re t ur n a r e pay me nt  o f  a Fe d e r a l
Pe r k in s  Lo an,  Fe d e r al Pe ll  Gr ant ,  or  FSE OG  to  the 
appr o p r iat e  pr o g r am acco un t  wit hin 30 day s  of  the 
d at e  t he  st ud e nt  mak e s  the  pay me nt  to  th e  scho o l. 

I f  the  re pay me nt  amo unt  is  le s s  than  $100,  no 
r e pay m e nt  is  ow e d . 

Note to Instructor:
A school is not required to
actually calculate the
refund to prove that it is
$25 or less if it can
demonstrate that the
institutional charges are so
low that no refund would
exceed $25.

Note to Instructor:
If the student owes a
repayment due to an
overpayment of Title IV
funds that is the result of
the school’s error
(including early
disbursement), then the
school is liable for the
overpayment.
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Instructor’s NotesA lt ho u g h the  sch o o l is  no t  liab le  fo r  any  amo u nt  of  a
r e pay m e nt  ow e d  b y  the  st ud e nt ,  the  s cho o l is 
r e s po n s ib le  fo r : 

◊  no t if y i ng  and  bil ling  the  s t ud e nt  fo r  the  amo un t 
d ue  an d 

◊  co lle ct ing  the  re pay me nt . 

U nt il the  ov e r pa y me nt  is  r e s o lv e d : 

◊  t he  st u d e nt  is  in e lig ib le  f o r  fur t he r  Tit le  IV
as s is t ance  and 

◊  t he  sch o o l mus t  r e po r t  the  ov e r pay me n t  ow e d  b y 
t he  st ud e nt  o n any  financial  aid  tr ans cr ipt 
co mple t e d  fo r  th e  st ud e nt . 

I n ad d it io n,  if  the  scho o l  is  unab le  to  co lle c t  an FSE OG 
o r  Fe d e r al Pe ll Gr ant  ov e r pay me nt  fr o m the  st ud e n t , 
t he  sc ho o l mus t  re f e r  the  mat t e r  to  ED  fo r  co lle ct io n, 
f o llo w ing  the  pr o ce d ur e  s pe cif ie d  in T he 19 95- 96 Fede ral 
S t u den t  Fi n an c i a l  Ai d Han d book,  C hapt e r  3,  Se ct i o n 5, 
“Re pay me nt  Calcu lat io ns . ”

E ach r e f e r r al t o  ED  o f  an ov e r pay me n t  mad e  b y  the 
s cho o l  mus t  be  t y pe d  and  s ub mit t e d  o n the  scho o l
le t t e r he ad .   T he  scho o l is  no t  re q ui r e d  to  re f e r  Fe d e r al 
Pe r k in s  Lo an or  Dir e ct  Lo a n re pay me n t s  to  ED  f o r 
co lle c t io n. 

N o w  le t ’ s  tur n t o  Lab  C an d  pr act ice  calculat i ng 
r e f und s  and  re pa y me nt s . 

» A t th i s ti m e ,  fa ci l i tate  Lab  C,  “Cal cu l ati n g  Re f un ds an d R e pay m e n ts. ”
Lab  C sh oul d tak e  60 mi n ut e s.   A fte r  com pl e ti n g  th e  lab ,  pl e ase  re tur n  to
th i s poi n t in  th e  te xt to pr e se n t th e  “Wor k sh o p Sum m ar y  an d Ev al ua ti on . ”

[125 minutes so far]
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E VAL UA TIO N 

Ov e r  t he  pas t  tw o  day s ,  we  hav e  co v e r e d  a wid e  rang e 
o f  to p ics ,  such as : 

◊  r e co g n izing  the  main Tit le  IV st ud e n t  financia l aid 
pr o g r a ms ; 

◊  id e nt i f y ing  the  majo r  fe at ur e s  and  r e s t r ict io n s  of 
t he s e  pr o g r ams ; 

◊  e s t ab l is hing  pr o pe r  ar e as  of  re s po ns ib ilit y  fo r  the 
d if f e r e nt  ins t it ut io nal of f ice s  that  de al wit h 
v ar io u s  as pe ct s  of  Tit le  I V financia l aid ; 

◊  k e e pin g  re q uir e d  re co r d s  ( f o r  ind iv i d ual st ud e nt s 
and  Ti t le  IV pr o g r ams ) ; 

◊  s che d u ling  and  pr e par ing  f o r  re q uir e d 
e v alua t io ns  (s uc h as  aud it s  and  pr o g r am re v ie w s ) ; 

◊  e s t ima t ing  fund s  av ailab le  fo r  aw ar d s  in campu s - 
b as e d  pr o g r ams ; 

◊  calcul at ing  ad mi nis t r at iv e  co s t  allo w ance s ; 

◊  pr o je c t ing  the  s cho o l’ s  im me d iat e  ne e d  fo r  fe d e r al
cas h f o r  Tit le  I V pr o g r ams  and  dr aw i ng  do w n, 
manag i ng ,  and  re t ur ning  fe d e r al cas h  as 
ne ce s s ar y ; 

◊  e s t ab l is hing  app r o pr iat e  le d g e r  acco unt s  and 
jo ur na ls  fo r  Tit le  IV pr o g r ams  and  pe r f o r ming 
ne ce s s ar y  int e r n al che ck s  and  co nt r o ls ; 

◊  f iling  re q uir e d  re po r t s  on  Tit le  IV pr o g r am
act iv i t ie s ; 
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Instructor’s Notes◊  k e e pin g  appr o pr i at e  re co r d s  whe n app ly ing  aid  to 
ins t it ut io nal ch ar g e s  and  mak ing  dir e ct 
d is b ur s e me nt s  to  st ud e nt s  of  re maini ng  aid ;  an d 

◊  apply i ng  re f und  and  re pay m e nt  pr o ce d ur e s  whe n
T it le  IV re cipie nt s  wit hd r aw . 

Whe n y o u go  back  to  yo ur  s cho o ls ,  yo u mig ht  ha v e 
q ue s t i o ns  or  wan t  to  do  fu r t he r  re ad ing  on the s e 
t o pics .   Re me mb e r  that  T he Bl u e Book w ill s e r v e  as  a
g o o d  r e f e r e nce  t o o l,  as  wi ll T he 19 95- 96 Fede ral  St u den t 
F i n an c i al  Ai d Ha n dbook,  whic h is  in yo ur  financi al aid 
o f f ice . 

T he  1- 800- 4- F E D - A I D  numb e r  can als o  be  us e d  fo r 
g e ne r a l financia l aid  que s t io ns  and  to  or d e r  E D 
pub lic at io ns . 

F ur t he r  as s is t an ce  can be  ob t aine d  f r o m pr o f e s s io nal
o r g ani zat io ns  wh o s e  wo r k  includ e s  he lping  me mb e r s 
ad mini s t e r  st ud e nt  financi al aid .    A fe w  such 
o r g ani zat io ns  ar e : 

◊  N A CU BO —T he  N at io nal As s o ciat io n of  Co lle g e 
and  Un iv e r s it y  B us ine s s  Of f ice r s ,  wh ich pr o v id e s 
pub lic at io ns  and  tr aining  to  as s is t  in ef f e ct i v e 
ad mini s t r at io n o f  financia l aid . 

• C o nt ac t  NA C U B O at  1 Dupo nt  Cir cle ,  N W, 
Suit e  500,  Was hi ng t o n,  DC  20036. 
T e l:   202- 861- 25 00. 
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Instructor’s Notes◊  N A S F A A —T he  N at io nal As s o ciat io n of  St ud e nt 
F inanc ial Aid  Ad minis t r at o r s ,  fo r me d  on the 
nat io n al le v e l t o  re pr e s e n t  and  tr ai n financia l aid 
ad mini s t r at o r s  and  to  ke e p  the m inf o r me d  of 
r e g ula t o r y  chang e s . 

• C o nt ac t  NA SF A A  at  1920 L St r e e t ,  NW, 
Suit e  200,  Was hi ng t o n,  DC  20036. 
T e l:  202- 785- 045 3. 

◊  CCA —T he  C ar e e r  Co ll e g e  As s o ci at io n,  a nat io nal
as s o ci at io n and  accr e d it in g  co mmis s i o n fo r 
pr iv at e  bus ine s s  car e e r  sc ho o ls  and  tr ad e  and 
t e chni cal scho o l s . 

• C o nt ac t  CC A  at  750 Fir s t  St r e e t ,  NE ,  Suit e  900 , 
Was hin g t o n,  DC  20002. 
T e l:   202- 336- 67 00. 

◊  A A CS —A me r i can As s o ci at io n of  C o s me t o lo g y 
Scho o l s ,  which ho ld s  se min ar s  fo r  fi nancial ai d 
ad mini s t r at o r s  w ho  wo r k  at  co s me t o lo g y  scho o ls . 

• C o nt ac t  AA C S at  901 N.  Was hing t o n St r e e t , 
Suit e  206,  Ale xa nd r ia,  VA  22314. 
T e l:   703- 683- 17 00. 

◊  N A CCA S —N at io nal Accr e d it ing  Co mm is s io n of 
C o s me t o lo g y  Ar t s  and  Scie n ce s ,  which  pr o v id e s 
he lpf u l inf o r mat io n to  co s me t o lo g y  s cho o ls . 

• C o nt ac t  NA C C A S at  901 N.  St uar t  St r e e t , 
Suit e  900,  Ar lin g t o n,  VA  22203. 
T e l:   703- 527- 76 00. 



Session 7 - Disbursement, Refunds, Repayments, and Workshop Wrap-Up

8-95 1995-96 Instructor’s Guide Seven - 60

Instructor’s NotesYo u ca n als o  re c e iv e  te chn ical as s is t ance  fr o m  yo ur 
accr e d it ing  ag e n cy  and  the  nat io nal,  st at e ,  an d  re g io nal 
as s o ci at io ns  of  which yo ur  scho o l is  a me mb e r .   T he s e 
ag e nci e s  and  as s o ciat io ns  of t e n pr o v id e  wo r k s h o ps  on
t o pics  re lat e d  t o  st ud e nt  financial aid . 

N e t w o r k ing  is  an o t he r  impo r t ant  so ur ce  of  as s i s t ance . 
H o pe f u lly ,  ov e r  the  pas t  t w o  day s  yo u hav e  me t  ot he r 
f is cal  of f ice r s  and  financ ial aid  ad minis t r at o r s  who  yo u 
can ta lk  wit h in  the  fut ur e  to  excha ng e : 

◊  t e chni cal inf o r m at io n, 

◊  s ug g e s t e d  manag e me nt  appr o ache s ,  and 

◊  pr o b le m so lv ing  id e as  fo r  be s t  imple me nt ing 
r e g ula t io ns . 

A t  thi s  po int ,  w e  as k  ev e r y o ne  to  fi ll out  a “F e e d b ack 
o n Tr a ining  Act i v it y ” fo r m . 

◊  Ple as e  tak e  a fe w  minut e s  to  fill ou t  the  fo r m —w e 
appr e c iat e  yo ur  as s is t ance . 

A nd  pl e as e  be  fr ank —y o ur  co mme nt s  wi ll be  ve r y 
he lpf u l to  us  in  planning  this  wo r k s ho p in the  fut ur e . 
We  ar e  allo w ing  ab o ut  fiv e  minut e s  f o r  yo u to 
co mple t e  yo ur  ev aluat io n. 

» Han d out th e  ED  fe e db ack  for m s.   Col l e ct th e  ED  fe e db ack  for m s as
par ti c i pan ts le a v e . 

Ple as e  tur n in y o ur  ev alua t io ns  fo r m  on the  ta b le  as 
y o u le av e . 

T hank s  fo r  co min g —it ’ s  be e n a ple as u r e  wo r k ing  wit h
y o u! 
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Re q u i r e me n t s  fo r  De t e rmi n i n g  Wi t h d ra w a l  Da t e  o r
L a s t  Da y  of  At t e n d a n c e  (L DA) 

St u d en t ’s A ct io n Wit h d ra w al D at e/L D A 1 

Wit h d r a ws (o ff icia l  wit h d ra wa l) Th e  la t e r of : 

•  d a t e  st u d e n t  no t if ie s sch o o l of 
h is/ h e r wit h d ra w a l or

•  d a t e  sp e cif ie d  b y st u d e n t 

Dro p s ou t  (u n o ff icia l  wit h d ra wa l) L a st  d a t e  of  st u d e n t ’s re co rd e d 
a t t e n d a n ce 

G ra n t e d  le a ve  of  ab se n ce L a st  d a t e  of  st u d e n t ’s re co rd e d 
a t t e n d a n ce 

E xp e ll e d Da t e  o f  exp u lsio n 

E n ro ll e d  in  a co rre sp o n d e n ce 
p ro g ra m

Da t e  o f  th e  la st  le sso n  su b mit t e d  by 
st u d e n t  if  th e  st u d e n t  fa i le d  to 
su b mit  th e  su b se q u e n t  le ss o n 
a cco rd in g  to  th e  sch o o l’s sch e d u le 2

1Wit h d r a wa l da t e / L DA mu st  be  de t e rmi n e d  wit h in  30  da ys a f t e r th e 
e xp ira t io n  of  th e  ea rlie r of : 

•  t h e  pe rio d  of  en ro llme n t  f o r wh ich  t h e  st u d e n t  ha s be e n  ch a rg e d , 

•  t h e  ac a d e mic ye a r in  wh ich  th e  st u d e n t  wit h d re w,  or

•  t h e  en d  of  th e  st u d e n t ’s aca d e mic pro g r a m. 
2Th e  st u d e n t  ma y be  re st o re d  to  an  “i n -sch o o l st a t u s” if  th e  st u d e n t  at t e st s
t o  th e  sch o o l,  in  writ in g ,  wit h in  60  da ys of  t h e  la st  le sso n  su b mi t t e d : 

•  a  de si re  to  co n t in u e  in  th e  pro g ra m an d 

•  a n  un d e rst a n d in g  th a t  re q u ire d  le sso n s mu st  be  su b mit t e d  on  time . 

O n ly o n e  re st o ra t io n  of  “i n -sch o o l st a t u s” ma y  be  su b mit t e d  on  th i s ba sis. 


