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Sample Worksheets

Ä Withdrawal Record

Ä Refund Calculation Worksheet

Ä Repayment Calculation Worksheet 

Ä Federal Refund Policy Calculation Worksheet

Ä Pro Rata Refund Calculation Worksheet
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Withdrawal Record

Collects information used to calculate refunds and repayments:

• student’s withdrawal date or last day of attendance (LDA),

• period of enrollment for which the student was charged,

• for that enrollment period—

◊ student’s education costs,

◊ amount paid to institutional costs, and

◊ cash payments to student.
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Period of Enrollment for Which 
Student Was Charged

Minimum Standards
Type of Program

Term-based, credit-hour, or clock-hour

Nonterm, credit-hour or clock-hour, 
shorter than an academic year

Nonterm, credit-hour or clock-hour, 
equal to or longer than an academic 
year

Minimum Period

Academic term

Program length

Greater of:

• payment period or

• one-half academic year 

If school bills by different periods of enrollment for different charges, the minimum is 
the longest period for which student was charged.
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Books, Supplies, 
Equipment Charges

Considered institutional charges only if:

Ä specifically identified as separate charges in 
student’s enrollment agreement or

Ä the school requires the student to purchase them 
from a vendor operated by the school or an 
individual or organization affiliated with or related 
to the school.
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60% Point in Time 
of Enrollment Period

Type of Program

Credit-hour

Clock-hour

Correspondence

Determination of 60% Point

60% of enrollment period has elapsed (calendar time)
(Weeks remaining  ÷  Total weeks in period)

60% of scheduled clock hours for enrollment period 
(including excused absences) have been completed

(Hours remaining ÷  Total hours in period)

60% of lessons in enrollment period have been submitted 
(Lessons not submitted ÷  Total lessons in period)
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Credit-Hour Programs

Number of weeks remaining in the 

enrollment period

Total weeks in the enrollment period
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Clock-Hour Programs

Number of scheduled clock hours 
remaining to be completed* in the 

enrollment period

Total hours in the enrollment period

*Excused absences are counted as hours the student completed.
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Correspondence Programs

Number of lessons not submitted 

by the student

Total lessons in the enrollment period
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School Charges Excluded
from Pro Rata Calculation

• Unreturnable equipment, if specified as such in enrollment agreement.

• Equipment not returned in good condition and on time:

• Restrictions must be disclosed in enrollment agreement. 

• Student must be notified, in writing, prior to enrollment, that equipment 
must be returned in good condition within 20 days of the student’s 

withdrawal.

• An administrative fee, not to exceed the lesser of:

• 5% of student’s institutional charges or

• $100.
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Federal Refund Policy

Mandates the percentage of institutional charges to be refunded as follows:

100% Student withdraws up to one 
week before or on the first day of class

90% Student withdraws after the first day of 
class through the first 10% of the enrollment 
period.

50% Student withdraws after the first 10% 
through the first 25% of the enrollment 

period.

25% Student withdraws after the first 25% through the first 
50% of the enrollment period.
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Non-Pro Rata Refund Calculation

       Total institutional        percentage the school
               charges    is entitled to retain

       Unpaid charges           amount the school is
   allowed to keep of the 
money paid to institutional 

         charges
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Calculating Pro Rata Refund

    Total pro rata   “portion that pro rata
institutional charges       remains”   refund

Then subtract any unpaid charges from the 
pro rata refund.
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Required Order for 
Returning Refunds

 1. Unsubsidized Federal Stafford Loan
 2. Subsidized Federal Stafford Loan
 3. Federal PLUS Loan
 4. Federal Direct Unsubsidized Loan
 5. Direct Subsidized Loan
 6. Federal Direct PLUS Loan
 7. Federal Perkins Loan Program
 8. Federal Pell Grant Program
 9. Federal Supplemental Educational Opportunity Grant Program
10. Other Title IV Programs (expect FWS)
11. Other federal, state, or institutional student financial assistance 

programs
12. Student
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Allocating Repayments

1. Federal Perkins Loan Program

2. Federal Pell Grant Program

3. Federal Supplemental Educational Opportunity Grant 
(FSEOG) Program

4. Other non-loan Title IV Programs (except FWS)

5. Other state, private, or institutional student financial 
aid programs
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Published Policies and 
Procedures

Must include:

• the way aid is applied and disbursed,

• how institutional refunds and repayments are calculated,

• how refunds and repayments are distributed,

• operational policies involved in the refund/repayment processes,

• how a student gets a refund,

• examples applying refund and repayment policies, and

• cost of students’ required supplies and equipment.
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Timely Processing

Regulations specify the maximum time in which 
any FFEL Program refund and repayment must 

be made.

      Refer to Section 4.8.4, page 118.


