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This Financial Aid Calendar was developed to
help financial aid administrators identify when
deadlines must be met and when they can expect
to receive certain items from the U.S. Department
of Education (ED).

The 1997-98 Federal Student Financial Aid Handbook
and regulations provide more specific
information.

Keep in mind that regulations governing the
federal student financial aid programs are often
amended. You will find it necessary to update
and revise your calendar as you receive notices of
any changes.

Each institution must determine the most
effective way to operate its financial aid office.
Because schools vary in the size and scope of
their financial aid programs, there is no one best
way to administer a financial aid office.
Nevertheless, due to many requests for
guidelines to follow throughout the year,
especially from schools that are new to Title IV
programs, ED offers the following suggestions.

Managing a financial aid office:

= Provide adequate staff to ensure a proper
division of responsibilities.

« Define staff roles.

« Develop and maintain a policies and
procedures manual.

e Establish and maintain a file of ED-issued
“Dear Colleague” letters.

= Maintain an up-to-date collection of
statutory and regulatory requirements for
managing Title IV programs.

= Maintain a library of resource materials,
including the Audit Guide, The 1997-98 Federal
Student Financial Aid Handbook, and The Blue
Book. In addition to this appendix,
Appendix C (“Financial Aid Resources”) and
Appendix D (“Sources and Citations”) of the
Participant’s Workbook also will be helpful
in creating your library.

Staff-related functions:

= |dentify training opportunities, such as those
provided by ED and professional
associations. Determine staff members from
various offices (business office, financial aid
office, and so on) who should attend these
training workshops.

= Plan for regularly scheduled staff meetings
and in-house training.

= Schedule vacations so that appropriate staff
members are available during critical
periods.

Scheduling:

= Determine due dates for any internal
financial aid reports, for reports due to
federal and state agencies, and for any
scholarship reports.

= Determine specific deadlines your school
must meet.

« Coordinate activities with related school
offices, such as the admissions office and
business office.

= Determine when to develop the upcoming
year’s financial aid calendar.
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Audits and self-evaluation:

= |dentify time frames for required audits and
any optional self-evaluations.

= Conduct documentation reviews of student
files for compliance.

Forms and brochures:

= Review and update all institutional
brochures and consumer information
regularly. Remember to allow time for
printing.

= Request or produce necessary financial aid
forms in a timely manner to assure adequate
supplies.

= Publish deadlines and priority dates by
which applicants must complete and return
all student financial aid forms and
documentation.

Letters and reminders:

= Determine dates for mailing out award
letters, if applicable.

= Identify dates to send out various types of
reminders and notices to students about loan
counseling sessions.

« Determine dates for sending any necessary
forms or reports to ED.

Arranging interviews and counseling:

= Schedule group sessions for students
interested in financial aid.

= Schedule entrance and exit loan counseling
for Federal Perkins, Federal Family
Education Loan (FFEL), and Federal Direct
Loan borrowers.

« Schedule interviews for verification, when
necessary.

Satisfactory academic progress:

< Determine the borrower’s satisfactory
academic progress before making each
Title IV disbursement (except FWS).

= If necessary, send letters, schedule
interviews, and/or determine specific times
when appeals will be considered.

Campus-based programs:

= Update the ED-required lobbying disclosure
form quarterly, if necessary.

< Reconcile monthly campus-based fiscal
operations.

= Federal Work-Study:

a Locate student job positions on campus
and off campus, as needed.

Q-

Determine times for reconciling FWS
payroll.

a Coordinate FWS payroll activities
(determine who is responsible for placing
students, submitting time sheets, and
monitoring earnings).

Federal Pell Grants:

= Reconcile Student Payment Summary
reports with Pell Grant disbursement ledgers
quarterly.

< Amend reporting on expected
disbursements, as necessary, for students
who have withdrawn or graduated.

< Schedule meetings with the business office
to make sure program refunds are made
within a 30-day period and that the
Student Payment Summary (final report)
agrees with the final general ledger and
Fiscal Operations Report and Application to
Participate (FISAP).
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= If disbursement records need to be updated,
reconcile internal Pell Grant disbursement
records monthly (for example, existing
records need corrections because students
have withdrawn from school or new
Pell Grant recipients need to be reported).

Direct Loans:
= Reconcile monthly.

= Review error reports.
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JULY*

Beginning of new federal student financial aid award
year.

Deadline for institutions to send reallocation forms to
ED to release previous year’s unexpended balances for
campus-based programs.

ED issues current year’s Federal Perkins Loan
teaching-service cancellation reimbursements to
institutions.

Schools must report to ED if their percentage

of correspondence, incarcerated, or ability-to-benefit
students or their correspondence courses exceed
applicable limits.

* Specific dates can vary from year to year.
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AUGUST*

= The previous year’s FISAP in the Federal Perkins
Loan, FSEOG, and FWS Programs and drug-free
workplace, anti-lobbying, and debarment certification
forms are distributed to institutions by ED.

= Deadline for a student undergoing verification to
submit a reprocessed Student Aid Report (SAR) or
Institutional Student Information Record (ISIR) for the
previous year to the financial aid office.

= ED disseminates the current year directory listing of
low-income schools for teacher cancellation benefits
under the National Defense/Direct and Federal
Perkins Loan Programs.

= Federal Perkins Loan participant schools must submit
annual Safeguard Activity Reports to maintain
eligibility to participate in the Internal Revenue
Service (IRS)/ED skip-tracing service.

* Specific dates can vary from year to year.
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SEPTEMBER*

e ED publishes Fall Financial Aid Training Calendar.

= Publish and distribute annual institutional security
report.

= Suggested date for institutions of higher
education (IHEs) to submit drug-prevention
certifications to ED, if applicable.

= Last date for upcoming year’s electronic FISAP
transmission and postmark for signed drug-free
workplace, anti-lobbying, and debarment
certifications.

= Deadline for final Electronic Pell Payment Data
Records and Institutional Payment Summary (IPS) for
previous year.

= Supplemental allocations for current year’s campus-
based programs distributed to participating schools.

* Specific dates can vary from year to year.
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OCTOBER*

e Upcoming year’s FISAP due.

= Deadline for an institution to certify to ED that it has
adopted and implemented a program to prevent the
illicit use of drugs and the abuse of alcohol by
students and employees.

= Deadline for ED’s receipt of the previous year’s
Paul Douglas Teacher Scholarship Program
Performance Report.

= Equity in Athletics Disclosure Act (EADA) report due.
(This must be made available to the public, but
submission to ED is required only if requested by ED.)

* Specific dates can vary from year to year.

May 1997 Appendix E E-7



Appendix E—Financial Aid Calendar

NOVEMBER*

= Upcoming year’s Renewal FAFSA and instructions
scheduled for distribution to students.

= Upcoming year’s Free Application for Federal Student
Aid (FAFSA) forms and instructions scheduled for
distribution to institutions.

= Institutions receive previous year’s FISAP edits and
computer printouts.

* Specific dates can vary from year to year.
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DECEMBER*

= School receives procedures for appealing campus-
based allocations.

Deadline for transmitting previous year’s FISAP
corrections and edits to ED.

* Specific dates can vary from year to year.
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JANUARY*

ED publishes Winter Financial Aid Training Calendar.

Students begin applying for financial aid for the
upcoming academic year.

Institutions applying for participation in one or more
of the campus-based programs for the first time in the
upcoming year must submit all documents required
for determining eligibility to ED’s Institutional
Participation and Oversight Service (IPOS).

* Specific dates can vary from year to year.
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FEBRUARY*

ED makes the upcoming year’s final Pell Grant
Payment Schedule available to institutions.

ED makes the upcoming year’s campus-based
program funding levels available to institutions.

Deadline for ED to receive campus-based allocation
appeals from schools.

* Specific dates can vary from year to year.
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MARCH*

Final Pell Grant Administrative Cost Allowance payment
for previous year mailed to institutions.

Deadline for institutions to file waiver or appeal of loss of
FWS and/or FSEOG on the basis of under utilization.

* Specific dates can vary from year to year.
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APRIL*

Upcoming year’s final campus-based allocation letters
mailed to institutions.

ED issues addendum to the upcoming year’s directory
listing of low-income schools for teacher cancellation
benefits under the National Defense/Direct and
Federal Perkins Loan Programs.

* Specific dates can vary from year to year.
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MAY*

= ED publishes Summer Financial Aid Training
Calendar.

Anti-Lobbying Certification forms must be returned to

ED by schools with campus-based programs that have
allocations exceeding $100,000.

* Specific dates can vary from year to year.
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JUNE*

Upcoming year’s Initial Pell Statement of Accounts,
IPS, and instructions sent to schools.

Deadline for schools to receive a valid SAR or ISIR.

Deadline for excess Federal Perkins Loan cash on hand
to be returned to ED.

ED issues approval/denial letters for institutional
requests for the upcoming year’s waivers of Federal
Work-Study and FSEOG institutional share
requirements.

Free Application for Federal Student Aid (FAFSAS) for
the current award year must be received by the federal
processor.

* Specific dates can vary from year to year.
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