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CHECKPOINT #1

Circle True or False

T/F — An R2T4 calculation is not required for students who drop
out during our add/drop period

T/F — R2T4 calculations are required when a student withdraws
from all of his/her classes

T/F — An R2T4 calculation must be performed for all students

T/F — A school’s institutional refund policy impacts the federal
R2T4 calculation

T/F — A student who leaves without telling the school does not
cause the school to do an R2T4 calculation

Return of Title IV Funds is often referred to as R2T4.
Throughout this training, we will use both terms.




Recalculation cita-
tion for Pell Grant

34 CFR 690.80
(b)(2)(i1)

R2T4 THEORY AND PRINCIPLES

Students must be enrolled in an eligible Title IV program and
be eligible students receiving Title IV aid in order for the
R2T4 requirements to apply. The student must also with-
draw from all of his/her classes. If a student withdraws
from only some of his/her classes, that student is not a
withdrawal, and R2T4 would not apply in that situation.
However, if a student withdraws from some of his/her
classes prior to establishing attendance in all of his/her
classes, you need to recalculate the student’s eligibility for
Pell and Campus-based funds based on a revised cost of at-
tendance and enrollment status.

Students earn Title IV aid through attendance in the pay-
ment period or period of enrollment. The percent that the
student earns is equal to the percent of the payment period
or period of enrollment that the student completes. If the
school has disbursed more aid than the student has earned,
money must be returned to the Title IV programs. If the
school has disbursed less aid than the student has earned,
the student is due a post-withdrawal disbursement. The
school must complete the R2T4 calculation in order to de-
termine which of these scenarios is applicable when a stu-
dent withdraws or otherwise ceases attendance in all of his/
her classes.

Institutional Refund Policy

A school’s institutional refund policy has no impact on the
R2T4 calculation. If a school chooses to either reduce or
eliminate altogether a student’s institutional charges after
the student has withdrawn, that changes neither the
amount of aid the student has earned, nor the amount of
institutional charges that are used in the R2T4 calculation.
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R2T4 THEORY & PRINCIPLES Cont.

Consumer Information

Schools are required to provide information to their students as part of
the Title IV regulations. Schools are required to provide, at a minimum:

. The requirements and procedures for officially withdrawing from
the school

. Any refund policy with which the school is required to comply for
the return of unearned tuition and fees or other refundable por-
tions of costs paid to the school

. A summary of the requirements for the return of FSA grant or loan
funds

. The school’s tuition refund policy

These requirements are covered in the Federal Student Aid Handbook,
Volume 2.

FEDERAL STUDENT AID

HANDBOOK
2011-2012




R2T4 and programs

offered in modules

34 CFR 668.22

Definition of
Module

34 CFR 668.22(1)(6)
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TITLE IV PROGRAM REGULATIONS IMPACT R2T4
CALCULATIONS

Title IV regulations related to R2T4 are often impacted by other
regulations, as all of the Federal Student Aid programs regula-
tions are linked together. The information below is not intended
to provide guidance on how you should structure your programs,
but rather merely to offer guidance needed for you to complete
the Return calculation.

Non-standard terms not substantially equal in length

In credit hour non-standard term programs where terms are not
substantially equal in length, it is possible that the payment peri-
ods could not be aligned for all Title IV grant and loan programs.
For grants and Perkins loans, the payment period is the non-
standard term.

However, for Direct Loans, the payment period is one-half the
credit hours and one-half the weeks of instructional time. That
leaves the possibility that a student will withdraw during over-
lapping payment periods.

In this scenario, if a student withdraws during overlapping pay-
ment periods, any funds disbursed in both payment periods are
included as aid disbursed in the R2T4 calculation.

If, in the payment period that ends later, there are funds that
have been or could have been disbursed from overlapping pay-
ment periods, the school must include in the Return calculation
any funds that can be attributed to the payment period that
ends later.

Standard credit hour terms with modules

The regulations published on October 29, 2010 provided a new
definition of “module,” and specified revised guidance regarding
when a student is enrolled in a standard term-based credit hour
program consisting of modules. These changes were made to
ensure equitable treatment for students who withdraw from all
programs of study, especially those term-based or non-term
based programs offered in modules.
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We have revised the definition of a module to be a course or courses that do not span the
entire length of the payment period or period of enrollment. Students who are enrolled in
programs offered in modules and do not complete all of the calendar days in which he or
she was scheduled to attend are considered to be withdrawn and an R2T4 calculation must
be completed.

To help you determine whether a student enrolled in one of these programs would be sub-
ject to a Return calculation, we have provided you the following three questions:

1) Did the student cease to attend before completing or fail to begin attendance in a

course scheduled to attend?
YES e Go to Question Number 2

NO * Student NOT a withdrawal

2) When ceased to attend or failed to begin attendance in a scheduled course, was the

student attending other courses?
YES » Student NOT a withdrawal

NO * Go to Question Number 3

3) Did student confirm attendance in a later module within the payment/enroliment pe-
riod (45-day rule might be applicable)?

YES » Student NOT a withdrawal
(recalculations may apply)

« Student is a withdrawal and

e Return calculation necessary

For more information regarding withdrawals from modules, please see Appendix E.

Enrollment in modules as well as full-term courses in a payment period

If a student is enrolled in modules as well as courses that span the entire length of the
payment period and the student withdraws from all of the modules they were en-
rolled in but continues to be enrolled in and completes the course that spanned the
entire length of the payment period, the student has not withdrawn and no R2T4 cal-
culation is required.

11



Verification

The following rules apply when a school is completing a Return
calculation for a student who is subject to verification:

1. A school must always return any unearned Title IV funds it
is responsible for returning within 45 days of the date the
school determined the student withdrew, and offer any
Post-withdrawal disbursement of loan funds within 30
days of that date.

2. A school must disburse any Title IV grant funds a student is
due as part of a Post-withdrawal disbursement within 45
days of the date the school determined the student with-
drew, and disburse any loan funds a student accepts within
180 days of that date.

3. Unless a student subject to verification has provided all re-
quired verification documents in time for the school to
meet the Return deadlines, the school includes as Aid Dis-
bursed or Aid That Could Have Been Disbursed in the Re-
turn calculation only those Title IV funds not subject to
verification.

4. If a student who failed to provide all required verification
documents in time for the school to meet the Return
deadline later provides those documents prior to the ap-

Leave of plicable verification deadline, the school must perform a

Absence new Return calculation on all of the aid the student quali-

fied for based on the completed verification documents

34 CFR 668.22(d
@ and make the appropriate adjustments.

Leave of Absence Policy

A leave of absence (LOA) is a temporary interruption in a stu-
dent’s program of study. An LOA must meet certain criteria to
be counted as a temporary interruption in a student’s education
instead of being counted as a withdrawal that would be subject
to a Return calculation. Unless the LOA meets the conditions as
noted on the following page, the student is considered with-
drawn and the school is required to perform a Return calcula-
tion.
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LEAVE OF ABSENCE

In order for an LOA to qualify as an approved LOA —

1.

The school must have a formal written policy regarding leaves of absence
requiring that all requests for leaves of absence be submitted in writing
and include the reason for the student’s request;

. The student must follow the school’s policy in requesting the LOA;
. There must be a reasonable expectation that the student will return from

the LOA

. The school must approve the student’s request for an LOA in accordance

with the school’s policy;

. The institution may not assess the student any additional institutional

charges, the student’s need may not increase, and therefore, the student is
not eligible for any additional Federal Student Aid;

. The LOA together with any additional leaves of absence must not exceed a

total of 180 days in any 12-month period;

. Except in a clock-hour or nonterm credit-hour program, a student returning

from an LOA must resume training at the same point in the academic pro-
gram that he or she began the LOA; and

. If the student is a Title IV loan recipient, the school must explain to the stu-

dent, prior to granting the LOA, the effects that the student’s failure to re-
turn from an LOA may have on the student’s loan repayment terms, includ-
ing the expiration of the student’s grace period.

13
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DEADLINES

Two main deadlines impact most Return of Title IV Funds calculations:
— the 45-day timeframe for the Return of Funds; or the 30-day re-
quired notification of the need for authorization to make a Post-
withdrawal disbursement of Title IV Loan funds. Any action taken af-
ter a deadline, even a correction, is a violation of the deadline require-
ment. So, when an institution corrects a Return of Title IV Funds cal-
culation, and, as a result, returns funds after the 45-day deadline, it is
a late return. When the school makes a correction and notifies the
student or parent later than 30 days after the date of the institution’s
determination that the student withdrew of the need for authoriza-
tion to make any loan Post-withdrawal disbursement of Title IV loan
funds, the school has violated that deadline.

14
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IV Funds

REQUIREMENTS AND DEADLINES

Return of Title IV Funds Requirements and Deadlines
Party Responsible Requirement Deadline
30 da}rs after the end of the earlier of:
Determining withdrawal date Eﬁ;ﬁ:r:ﬂﬁrﬂ I;nﬁ Ir;penud
school for student who withdraws without providing student wi?i'ldrew
e Educational program from which
student withdrew.
As spon as possible, but no later than
School Return of unearned Title IV funds. 45 days after date school determined
studant withdraw.
Pnst—wff'ldrawal disbursement to student's ac- As soon as possible, but no later than 180
count ‘;' llowable ch ” days of date school determinad
School Du;?::; Ing EUFFE{;‘I'[;& D:a S student withdrew, in accordance with
an ,Toom and boar '_Etd' requiraments for disbursing Title IV
Miner (e.q., under $200) prior year charges that the funds 34 CER 668,164
schiool has authorization to retain. o
Written notification providing the student (or Within 30 days of the school's determina-
parent) the opportunity to accept all or part of tion that the student withdrew,
School a Post-withdrawal disbursament of Title IV loan 34 CER 668.22(2)(5) (il A} '
funds, [Perkins, Direct Loan or PLUS) to the stu- : ’
dent’s account.
Written notification of student's eligibility for a Within 20 days of the school’s determina-
direct Pﬂstﬂnhd@wal disbursement of tion that the student withdrew,
School Title W loan funds in excess of outstanding 34 CFR 668.22(3)(5)(iii} ()
current (educationally related) charges. : i
From the date school determinad student
Post-withdrawal disbursement to student for withdrew (1) Loans as soon as possible,
School earnad Title IV funds in excess of outstanding cur- | but no later than 180 days (2) Grants as
rent (educationally ralated) charges. soon as possible, but no later than 45 days
MNotification to student (or parent) of outcome of
late request for a Post-withdrawal disbursement ) ;
school to student {request received by school after the Not specifiad, but as soon as possible.
specified period and school choosas not to make
disbursament).
Notification to student of grant overpayment. Within 30 days of date schoal
Schaol datermined student withdrew.
Referral of student to Collections, if student does
not pay overpayment in full, does not entter into Mot ified. but ibl
School repayment agreement or fails to meet terms of specified, but as soon as possible.
repayment agreement.
Submit response instructing school to make within specified number of days
Student {or parent) Post-withdrawal disbursement. schoal allows for response.
Loans - according to terms of the loan
Grants — within 45 days of earlier of
Student Return of unearned Title IV funds. date school sent, or was required to
send notice.

15




Federal Student Aid—Return of Title IV Funds

REQUIREMENTS AND DEADLINES Cont.

Return of Title IV Funds Requirements for Notification

Party Responsible

Notification

Requirements

School

Report of student to NSLDS5 if student does not
pay overpayment in full, does not enter into
repayment agreement, or fails to meet terms of
repayment agreement.

Mo later than 45 days from the date
student is notified of overpayment.

School

Consumer Information.

School's withdrawal policy.
School's refund policy.

Office(s) designated to receive
official notifications of intent to
withdraw.

Requirements regarding return of
Title IV funds.

School

Written notification of student's eligibility for a
direct Post-withdrawal disbursement of

Title IV loan funds in excess of outstanding
current {educationally related) charges.

Identify type and amount of the

Title IV loan funds that will make up
the Post-withdrawal disbursement
not credited to student’s account.
Explain that student or parent may
accept all or part of the disbursement.
Advise student or parent that no Post-
withdrawal disbursement of Title IV
loan funds will be made unless school
receives response within the time-
frame established by the school.

School

Response (written or electronic) to late request
for Post-withdrawal disbursement [that school
chooses not to make).

Qutcome of request.

School

Repayment Agreement.

-

Terms permitting student to repay
overpayment while maintaining
eligibility for Title IV funds.
Repayment in full within 2 years of
date school determined student
withdrew.

16




ROUNDING

For Dollar Amounts

In the calculation, round to the nearest penny using standard rounding rules. Fi-
nal repayment amounts that the school or student are responsible for returning
may be rounded to the nearest dollar, again using standard rounding rules.

For Percentages
Calculate to four decimal places, and rounded to three decimal places. The third
decimal is rounded up if fourth decimal is 5 or above.

The one exception to the rounding rule happens when determining the percent-
age of Title IV program assistance earned. Students who withdraw at any point
after the 60% point in the payment period or period of enrollment have earned
100% of their Title IV funds. If using standard rounding rules, a quotient of .6001
through .6004 would be rounded down to .600 (60%), and the student would
not have earned 100% of Title IV funds. Therefore, for the purpose of determin-
ing whether a student has earned 100% of Title IV funds, amounts of .6001
through .6004 are not rounded — recognizing that students completing more
than 60% of the period (by any amount) have earned 100% of their Federal Stu-
dent Aid.




Payment Period:

34 CFR 668.4

Period of
Enrollment

34 CFR 668.22
D@

Code of Federal Regulations

PAYMENT PERIOD VS. PERIOD OF ENROLLMENT

For students who withdraw from semester, trimester or quar-
ter programs, a school must perform the Return calculation on
a payment period basis. For students who withdraw from a
nonstandard term-based or nonterm-based educational pro-
gram, the school has the choice of performing the Return cal-
culation on either basis. The institution must use the same
basis (payment period or period of enrollment) in its calcula-
tions for all students within a program who cease attendance.

An exception is allowed for students who transfer to or reen-
ter a school that offers nonterm-based or nonstandard term-
based educational programs. For students who transfer to or
reenter a nonterm-based or nonstandard term-based educa-
tional program a school may make a separate selection of pay-
ment period or period of enrollment to use in calculating their
Return of Title IV funds for everyone within the group that
transfers or reenters.

The periods used for transfer and reentry students do not
have to be the same. A school may choose to use payment
period for transfer students and period of enrollment for reen-
try students.

Payment Period

The definition of a payment period is the same as that used
for other Title IV purposes. Schools that use payment periods
as the basis for Return calculations should note that creating
multiple disbursements within a payment period does not cre-
ate a new or additional payment period.

Period of Enrollment

A period of enrollment is the academic period established by
the school for which institutional charges are generally as-
sessed (i.e., the length of the student’s program or the aca-
demic year, but consistent with the period for which loans
generally are originated).

18
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PAYMENT PERIOD
VS.
PERIOD OF ENROLLMENT

Changing the basis of the calculation

A school may change the basis for its Return calculations for new
students as they begin classes. However, for continuing students,
since the institution’s Return policy must be included in the pub-
lished materials the school provides to students as part of the con-
sumer information requirement, the school would have to change its
catalogue, its written policies and procedures, and its enrollment
agreements (if any), and allow sufficient time for those continuing
students who would be governed by the new policy to receive and
review the materials.

19



Case Study: TOM DRUMMER

Tom is majoring in Education at Barn-Hall University. He plans to teach Phys-
ics. His cost of attendance is $20,000 and his financial aid package for a se-
mester at Barn-Hall University (BHU) is $6,300 from the following sources:

$2,200 Federal Pell Grant

$100 Barn-Hall University Grant

$1,000 Federal Teach Grant

$2,000 Direct Unsubsidized Loan (Net amount disbursed)
$1,000 Federal Perkins Loan

All of Tom’s aid has been disbursed, so there isn't any aid remaining that could
have been disbursed.

The semester is 124 calendar days from January 10th to May 13th.

There are 115 days in the period. Spring break was from March 14-18.
Where classes end on a Friday and do not resume until Monday following a
one-week break, both weekends (four days) and the five weekdays would
be excluded from the Return calculation (34 CFR 668.22(f)(2)(i)). Therefore,
9 days are excluded from the calculation.

Tom withdrew January 25th and notified the school. He completed 16 calen-
dar days.

Tom lives in a residence hall at school, which is located in a rural area. Tom’s
books are only available at BHU’s bookstore.

e Tuition and fees $3,200
e Room $1,250
e Board $1,000
e Books and supplies $ 500

20



Federal Student Aid—Return of Title IV Funds

R2T4 WORKSHEETS

Begin by completing the top section of the credit-
hour R2T4 worksheet for Tom Drummer:

Treatment Of Title [V Funds When A Student Withdraws From A Credit-Hour Program

Student’s Name Social Security Number
Date form / / Date of school's determination / /
completed that student withdrew

Period used for calculation (check one) D Payment period D Period of enrollment

Monetary amounts should be in dollars and cents (rounded to the nearest penny).
When calculating percentages, round to three decimal places. (For example, 4486 = 449, or 44.9%)

21



STEP 1

Step 1 begins with the aid that has been disbursed to the student. For
aid to be included in the Amount Disbursed column, the student must
have been eligible to receive the funds and to have had the funds dis-
bursed to him or her. It counts as aid disbursed if it is disbursed as of
the date the institution’s determination that the student withdrew.

Generally, a student’s Title IV funds are disbursed when a school credits
the student’s account with the funds or pays the student or parent di-
rectly with:

. Title IV funds received from the Department, or
. Institutional funds used in advance of receiving Title IV program
funds.

STEP 1: Student’s Title IV Aid Information

Title IV Grant Programs Amount Disbursed amount nat Could . E. TotalTitle IV aid disbursed for the
1. Pell Grant L } D peml?\ |
2 Academlc Compemiveness Gram . | ' s B. |
3 Natonal SWART Grant | o . |E$_ |
4 FSEOG == e
STEACHGEM 'fﬁ.'_..ﬁ.'ﬁ_'.__ ) | codhmeliendenrdor
6. Iraq Afghanistan Service Grant | period.
A | IC. | L&
Subtotal Subtotal -+ C.
Title IV Loan Programs Net Amount Disbursed ﬁvﬂﬁw m&ggg = IF' $ - |
G. Total Title IV aid disbursed and that could
7. Unsubsidized FFEL/Direct Stafford Loan have been disbursed for the period.
8SubsldlzedFFEL/DIrechtaﬂordLoan| ...............................................................
9, Perkns Loan. | SN 5 A -
10 FFELDfes PLUS (Gt S| 5 I B
11. FFEL/Direct PLUS (Parent) (I - D.
|B. Subtotal I lD. Subtotal | =|G.9 =

22



Late disburse-
ment citation:
34 CFR
668.164(g)(2)

Limitations
on late dis-
bursement:

34 CFR
668.164(g)(4)

Promissory
note signa-
tures:

DCL GEN-
05-16

7]
s
]
e =
~~
<
e
=
1Y)
o
—
<
&
()
L =
(<5}
&0y
iy
s)
(D)
e
(=)
@)

TITLE IV AID THAT COULD HAVE BEEN DISBURSED

In order for a school to include in its Return calculation
aid that could have been disbursed, the student had to
have met the conditions for a late disbursement prior to
the student becoming ineligible.

Any undisbursed Title IV aid for the period that the
school uses as the basis for the Return calculation is
counted as aid that could have been disbursed as long
as the following conditions were met before the date
the student became ineligible:

1. The Department processed a Student Aid Report
(SAR) or Institutional Student Information Record
(ISIR) with an official Expected Family Contribution
(EFC) for the student;

2. For an FSEOG award, the institution made the
award to the student;

3. For a Direct loan, the institution originated the
loan;

4. For a Perkins Loan, the institution made the award
to the student, and

5. For TEACH, the institution awarded the grant.

As described in DCL GEN-05-16, a promissory note must
be signed for a loan to be included as Aid that could
have been disbursed in a Return calculation. The signa-
ture may be obtained after the student withdraws, but
for the loan to be included as aid that could have dis-
bursed, the promissory note must be signed before the
school performs the Return calculation.
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STEP 2

INSTITUTIONS REQUIRED TO TAKE ATTENDANCE

Regulations published on October 29, 2010 changed the guidance regarding in-
stitutions required to take attendance. There are circumstances where the insti-
tution may not be required by an outside entity to take attendance, but would
still be considered to be an institution required to take attendance.

Examples of this would include:

. The school requires faculty to take attendance for all students who are en-
rolled in a particular major. For students who are enrolled in that particular
major and withdraw, the school would be considered required to take atten-
dance.

. The school requires faculty to take attendance during the first two weeks of
school, otherwise known at the school as the “add/drop” period. If a student
withdraws during this “add/drop” period, the school is considered to be re-
quired to take attendance during that period only. If a student withdraws af-
ter the “add/drop” period in this example, the school would be considered an
institution not required to take attendance.

DATE OF DETERMINATION AT INSTITUTIONS REQUIRED TO TAKE ATTENDANCE

Institutions that are required to take attendance are expected to have a proce-
dure in place for routinely monitoring attendance records to determine in a
timely manner when a student withdraws. Except in unusual circumstances, the
date of the institution’s determination that the student withdrew should be no
later than 14 days after the student’s last date of attendance as determined by
the institution from its attendance records.

The institution is NOT required to administratively withdraw a student who has
been absent for 14 days. However, after 14 days, it is expected to have deter-
mined whether the student intends to return to classes or to withdraw.

24



In addition, if the student is eventually determined to be a withdrawal, the end
of the 14-day period begins the timeframe for completing a Return calculation.

This requirement does not affect a student’s withdrawal date. At an institution
that is required to take attendance, a student’s withdrawal date is always the last
date of attendance as determined by the institution from its attendance records.

COUNTING CALENDAR DAYS IN CREDIT HOUR PROGRAMS

School A has Spring Break from April 4 — 8, and the school doesn’t offer weekend
classes. Therefore, it would be 9 consecutive days of a scheduled break, because
the previous weekend and the following weekend would be included in counting
the calendar days.

April
< March May P
Counting Sun Mon Tue Wed Thu “ Sat
1 2
COUNT
Calendar oot
Days
3 4 5 6 7 8 9
34 CFR COUNT COUNT
. WEEKEND WEEKEND
668.22(1)(2) (1) SPRING | SPRING | SPRING | SPRING | SPRING
e — BREAK BREAK BREAK BREAK BREAK
E 10 11 12 13 14 15 16
= COUNT
% WEEKEND
S 17 18 19 20 21 22 23
FSA Handbook
24 25 26 27 28 29 30

Volume 5

FEDERAL STUDENT AID
HANDBOOK

2011-2012
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http://www.wincalendar.com/March-Calendar/March-2011-Calendar.html
http://www.wincalendar.com/May-Calendar/May-2011-Calendar.html

COUNTING CALENDAR DAYS IN CREDIT HOUR PROGRAMS Cont.

School B finishes with classes on the Tuesday prior to the Thanksgiv-

ing holiday. They resume classes the following Monday. They have a

scheduled break of 5 days — Wednesday, Thursday, Friday, Saturday

and Sunday.

<« October

Sun

NOVEMBER
Wed

December »

Sat

6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
CLASSES HOLIDAY HOLIDAY HOLIDAY HOLIDAY
FINISH
27 28 29 30 Notes:
HOLIDAY | CLASSES
RESUME

26



http://www.wincalendar.com/October-Calendar/October-2011-Calendar.html
http://www.wincalendar.com/December-Calendar/December-2011-Calendar.html

Federal Student Aid—Return of Title IV Funds

COUNTING CALENDAR DAYS IN CREDIT HOUR PROGRAMS Cont.

Modular Program Example. Each block represents a 3 week module as part of a 12 week
program

Module € 3 weeks

Module A 3 weeks

Module B 3 weeks Never Enrolled Module D 3 weeks

in Module C

Is an R2T4 Calc required in these examples?

"

Module C 3 weeks
Module D 3 weeks
Never Enrolled Registered but

rew did not attend
in Module C

3 weeks
EXAMPLE 1 Module A 3 weeks

attendance in a course scheduled to attend-Module D. Stu-

Withdrew at midpoint of Module B. Student failed to begin I
dent never attended Module D. R2T4 would be required.

Module € 3 weeks Module D 3 weeks
3 weeks Confirmed &
EXAMPLE 2
Module A 3 weeks rew Never Enrolled Completes
in Module C Module D

Student provides written confirmation. R2T4 not required since I
he confirmed and completed Module D.

Module € 3 weeks
Module D 3 weeks

3 weeks
EXAMPLE 3 Module A 3 weeks Never Enrolled
rew Does not show up
in Module C
Student provides written confirmation to attend Module D. However,
student never attends. R2T4 required using the withdrawal date from é
Module B.
Module C 3 weeks
3 weeks
3 weeks
EXAMPLE 4 Module A 3 weeks rew Never Enrolled
in Module C

Student provides written confirmation. But, student with-
draws after beginning Module D. An R2T4 calculation will
be required using the withdrawal date from Module D.
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Federal Student Aid—Return of Title IV Funds

STEP 2 CREDIT HOURS

Note: When determining the percentage of payment period or pe-
riod of enrollment completed, the student MUST have completed
MORE than 60% to have earned 100% of his or her Title IV aid. .5999
is not greater than .6000, even with rounding up.

|
STEP 2: Percentage of Title IV Aid Earned
A [/ [/

Start date Scheduled end date Date of withdrawal

A school that is not required to take attendance may, for a
student who withdraws without notification, enter 50% in
Box H and proceed to Step 3. Or, the school may enter the
last date of attendance at an academically related activity
for the “withdrawal date,” and proceed with the calculation
as instructed. For a student who officially withdraws, enter
the withdrawal date.

H. Percentage of payment period or period of
enrollment completed
Divide the calendar days completed in the period by the
total calendar days in the period (excluding scheduled
breaks of five days or more AND days that the student
was on an approved leave of absence).

o = . %

Completed days Total days

P If this percentage is greater than 60%, enter 100% in
Box H and proceed to Step 3.

» If this percentage is less than or equal to 60%, enter
that percentage in Box H, o
and proceed to Step 3. H. . /o
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Federal Student Aid—Return of Title IV Funds

STEP 2 CLOCK HOURS

STEP 2: Percentage of Title IV Aid Earned

Withdrawal date / /

H. Determine the percentage of the period completed:

Divide the clock hours scheduled to have been
completed as of the withdrawal date in the period by
the total clock hours in the period.

. R o
5 = . %
Hours scheduled Total hours in

to complete period

D I this percentage is greater than 60%, enter 100% in
Box H and proceed to Step 3.

D If this percentage is less than or equal to 60%, enter

that percentage in Box H
: 0
and proceed to Step 3. H. . % °|
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CHECKPOINT #2

Circle Correct Answer

1. Date of Determination will

(always/never/sometimes) be the same as the stu-
dent’s withdrawal date.

2. Our official withdrawal policy is

(secret/available upon re-
quest/widely published as consumer information).

3.0ur school is
(required/not required) to complete an R2T4 calcula-
tion for a student that withdraws after the 60% point
in the payment period.
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Federal Student Aid—Return of Title IV Funds

STEP 3

STEP 3: Amount of Title IV Aid Earned by the Student

Multiply the percentage of Title |V aid earned (Box H) by
the Total Title IV aid disbursed and that could have been
disbursed for the period (Box G).

°/oX — |.$ -

Box H Box G

STEP 4

STEP 4: Title IV Aid to be Disbursed or Returned

If the amount in Box | is greater than the amount in
> Box E, go to Item J (Post-withdrawal disbursement).

If the amount in Box | is less than the amount in
Box E, go to Title IV aid to be returned (ltem K).

P>

> If the amounts in Box | and Box E are equal, STOP.
No further action is necessary.

J.

Post-withdrawal disbursement

From the Amount of Title IV aid earned by the student
(Box 1) subtract the Total Title IV aid disbursed for the
period (Box E). This is the amount of the post-
withdrawal disbursement.

= =|J. $ .
Box | Box E

Stop here, and enter the amount in “J” in Box 1 on

Page 3 (Post-withdrawal disbursement tracking sheet).

Step 4 continued ™
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Federal Student Aid—Return of Title IV Funds

STEP 4 Cont.

STEP 4: Aid to be Disbursed or Returned CONTINUED

K. Title IV aid to be returned

From the Total Title IV aid disbursed for the period
(Box E) subtract the amount of Title IV aid earned by

the student (Box |). This is the amount of Title IV aid
that must be returned.

= K.$

Box E Box |

STEP 5: Amount of Unearned Title IV Aid Due
from the School

L. Institutional charges for Tuition
the period g

..........................................
------------------------------------------
..........................................

Total Institutional ChargesS - L $
(Add all the charges together) = ="

M. Percentage of unearned Title IV aid

STEP 5 100% — i Ho/o =M. . %

N. Amount of unearned charges

Multiply institutional charges for the period (Box L) by
the percentage of unearned Title IV aid (Box M).

X %I =|N.$

Box L Box M

0. Amount for school to return

Compare the amount of Title IV aid to be returned
(Box K) to amount of unearned charges (Box N),
and enter the lesser amount. 0.$
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INSTITUTIONAL CHARGES

Three principles associated with institutional charges

Published in a January 7, 1999 policy bulletin, these principles are
applicable to determining institutional charges.

Principle 1: Most costs charged by the school are institutional
charges

The most important principle to keep in mind is that all tuition,
fees, room and board, and other educationally related charges a
school assesses a student are institutional charges, unless dem-
onstrated otherwise. If you want to exclude specific charges or
costs from a calculation, you must document that the charges are
not institutional charges.

Principle 2: An institutional charge does not need to be as-
sessed to all students

A charge assessed to all students enrolled in a course or program
is an institutional charge whether or not it is assessed to all stu-
dents at the school. Moreover, a charge does not have to be
specified in a student’s enrollment agreement to be considered
an institutional charge.

Principle 3: Charges on a student’s account are not always
school charges; school charges do not always appear on a stu-
dent’s account

With the student’s authorization, a school may credit a student’s
account with Title IV funds to pay for non-institutional charges. If
a student withdraws from the school with debits for non-
institutional charges on his or her account, the school should ex-
clude those charges from the Return calculation.

Conversely, there may be institutional charges that do not appear
on a student’s account. If a school disburses Title IV funds to a
student to buy required books, equipment, supplies, or materials
and the student does not have a real and reasonable opportunity
to purchase them from another source, those costs must be clas-
sified as institutional charges.
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Prorating
Institutional
Charges

34 CFR
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DEMONSTRATING A REAL AND REASONABLE OPPORTUNITY

A school may treat charges for books, supplies, equipment,
and materials as non-institutional charges if the school can
substantiate that its students have the option of obtaining the
required course materials from an alternative source. The
school must be able to document that: (1) the required
course materials were available for purchase at a relatively
convenient location unaffiliated with the school; and (2) the
school provided financial aid funds in a way and at a time that
made it possible for the student to purchase the materials in
a timely manner. A signed statement by a student that he or
she had the option to purchase the materials from an alterna-
tive source is not sufficient documentation.

Book vouchers and institutional charges in the return of Ti-
tle IV funds calculations

If a book voucher issued by a school cannot be used to pur-
chase course materials from a convenient unaffiliated
source, the student does not have a real and reasonable op-
portunity to purchase his or her course materials elsewhere.
In that case the school must include the cost of books and
materials purchased with the voucher as institutional charges
in Step 5, Part L of the Return calculation.

WHEN TO PRORATE INSTITUTIONAL CHARGES

When a school chooses to calculate the treatment of Title 1V,
HEA program assistance on a payment period basis for a non-
term credit-hour or clock-hour program, but the school
charges for a period longer than the payment period (most
likely the period of enrollment) there may not be a specific
amount that reflects the actual institutional charges incurred
by the student for the payment period.

When a student is charged for a period longer than a pay-
ment period, the institutional charges incurred by the student
for the payment period generally are a prorated amount of
institutional charges for the longer period.
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WHEN TO PRORATE INSTITUTIONAL CHARGES Cont.

However, if a school has retained Federal Student Aid funds in excess of the
pro-rated amount to cover institutional charges, then the institutional charges
for the payment period are the amount retained.

A school that charges by the period of enrollment but performs its Return cal-
culation on a payment period basis before entering data in STEP 5, Part L, of
the Return calculation, must determine whether it should enter: (a) the pro-
rated amount of all institutional charges, or (b) the amount the school re-
tained. To do this, first, the school prorates all institutional charges. Then, the
school determines the amount actually retained. The school compares the two
results and enters in STEP 5, Part L the greater of the two amounts.

For example, institutional charges are $8,000 for a nonterm based program
that spans two payment periods of 450 clock hours each. The school chooses
to calculate the treatment of Federal Student Aid funds on a payment period
basis. A student withdraws in the first payment period. The prorated amount
of institutional charges for each payment period is $4,000. However, the
school has retained $5,000 of the Federal Student Aid funds for institutional
charges [S$4,000 for the prorated portion of the tuition and $1,000 for books
and supplies for the entire period of enrollment] for the payment period.
Therefore, the institutional charges the school must use in the Return calcula-
tion for the payment period are $5,000.
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CHECKPOINT #3

Circle either True or False

1. T/F — Institutional charges always include tuition, fees,
room and board.

2. T/F — A student is due a post-withdrawal disbursement
when he/she earned less aid than was disbursed.

3. T/F — A school will not be required to return more than the

total amount of aid to be returned.

STEP 6
ORDER OF RETURN OF FUNDS

« Unsubsidized Stafford Loans

. Subsidized Stafford Loans

« Perkins Loan

. Direct PLUS (Grad PLUS)

. Direct PLUS (Parent PLUS)

. Pell Grant

. Academic Competitiveness Grant (ACG)*

. National SMART Grant*

. Federal Supplemental Opportunity Grant (FSEOG)
. lIrag/Afghanistan Service Grant

*After July 1, 2011, there should be no new ACG or SMART grants awarded. These Title IV programs
were eliminated effective July 1, 2011.
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Federal Student Aid—Return of Title IV Funds

STEP 6

STEP 6: Return of Funds by the School

The school must return the unearned aid for which the school is
responsible (Box O) by repaying funds to the following sources, in

order, up to the total net amount disbursed from each source.

Amount for School
Title IV Programs to Return

1. Unsubsidized FFEL/Direct Stafford Loan

----------------------------------------------------------------------------------------

2. Subsidized FFEL/Direct Stafford Loan | |
3. Perkins Loan

----------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------

5. FFEL/Direct PLUS (Parent)

Total loans the  __
school must return = P-$ .

6. Pell Grant

----------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------

a1l Iraq Afghanistan Service Grant
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Federal Student Aid—Return of Title IV Funds

Timely return A school must return unearned funds for which it is respon-
of funds by sible as soon as possible, but no later than 45 days from the

school determination of a student’s withdrawal.
34 CFR

668.22(j)(1) A school will be considered to have returned funds timely if

the school does one of the following as soon as possible,
but no later than 45 days after the date it determines that
the student withdrew:

e deposits or transfers the funds into the school’s fed-
eral funds bank account;

e initiates an electronic funds transfer (EFT) to an ac-
count belonging to the student;

e initiates an electronic transaction that informs the
FFEL lender or ED, in the case of a Direct Loan, to ad-
just the borrower’s loan account for the amount re-
turned; or
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« issues a check.

Schools must return any amount of Title IV funds to

STEP 7 the applicable program(s).

STEP 7: Initial Amount of Unearned Title IV Aid Due
from the Student

From the amount of Title IV aid to be returned (Box K) subtract the
Amount for the school to return (Box O).

— = Q.

Box K Box O
If Box Q is < zero, STOP. If greater than zero, go to Step 8
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Federal Student Aid—Return of Title IV Funds

STEP 8

| éTEP 8: Repayn{ent of ti'ne Student’éuloans‘

From the Net loans disbursed to the student (Box B) subtract the
Total loans the school must return (Box P) to find the amount of
Title IV loans the student is still responsible for repaying (Box R).

These loans consist of loans the student has earned, or unearned
loan funds the school is not responsible for repaying. They are
repaid to the loan holders according to the terms of the borrower’s

promissory note.
Box B Box P

D If Box Qis less than or equal to Box R, STOP.
The only action a school must take is to notify the holders
of the loans of the student’s withdrawal date.

P fBoxQis greater than Box R, proceed to Step 9.

STEP 9

For withdrawals occurring on or after July 1, 2006, the regulations limit the
amount a student must repay to the amount by which the original overpay-
ment amount exceeds 50 percent of the total grant funds disbursed or could
have been disbursed by the student for the payment period or period of en-
roliment.
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STEP 9 Cont.

STEP 9: Grant Funds to be Returned

S. Initial amount of Title IV grants for student to return

From the initial amount of unearned Title IV aid due from
the student (Box Q) subtract the amount of loans to be
repaid by the student (Box R) .

— =|S.$ :
Box Q Box R
T. Amount of Title IV grant protection
Multiply the total of Title IV grant aid that was disbursed

and that could have been disbursed for the period
(Box F) by 50%.

X 50% |=[T.% ;

U. Title IV grant funds for student to return

From the Initial amount of Title IV grants for student to
return (Box S) subtract the Amount of Title IV grant
protection (Box T).

=|U.$
Box S Box T

| B If Box U is less than or equal to zero, STOP. If not, go to Step 10.

A student does not have to repay an original grant overpayment of $50 or less
for grant overpayments resulting from the student’s withdrawal. As a result, an
original grant overpayment of $50 or less will not make the student ineligible to
receive Title IV, HEA program assistance should the student return to school. A
school is not required to attempt recovery of that overpayment, report it to the
Department’s National Student Loan Data System (NSLDS), or refer it to Federal
Student Aid’s Debt Resolution Services.

Amounts of $50 or less are considered de minimus. These de minimus amounts
are program specific. That is, if a Return calculation resulted in a student having

to return $150 in Pell funds and $40 in FSEOG funds, the student would have to

return the Pell funds, but the FSEOG funds would be considered de minimus and
treated as described above.
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Federal Student Aid—Return of Title IV Funds

STEP 10

STEP 10: Return of Grant Funds by the Student

Except as noted below, the student must return the unearned grant funds
for which he or she is responsible (Box U). The grant funds returned by
the student are applied in order as indicated, up to the amount disbursed
from that grant program minus any grant funds the school is responsible
for returning to that program in Step 6.

Note that the student is not responsible for returning funds
to any program to which the student owes $50.00 or less.

Title IV Grant Programs Amount To Return
1. Pell Grant
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SCHOOL'S RESPONSIBILITIES IN RETURN OF FUNDS BY THE STUDENT

Grant Overpayments

Students who owe overpayments as a result of withdrawals initially will retain
their eligibility for Title IV funds for a maximum of 45 days from the earlier of
the —

e date the school sends the student notice of the overpayment, or
¢ date the school was required to notify the student of the overpayment.

Within 30 days of determining that a student who withdrew must repay all or
part of a Title IV grant, a school must notify the student that he or she must re-
pay the overpayment or make satisfactory arrangements to repay it. In its noti-
fication a school must inform the student that:

1. The student owes an overpayment of Title IV funds.

2. The student’s eligibility for additional Title IV funds will end if the stu-
dent fails to take positive action by the 45th day following the date the
school sent or was required to send notification to the student.

3. There are three positive actions a student can take to extend his or her
eligibility for Title IV funds beyond 45 days:

a. The student may repay the overpayment in full to the school.

b. The student may sign a repayment agreement with the school.
(Note: Two years is the maximum time a school may allow for re-
payment).

c. The student may sign a repayment agreement with the Depart-
ment. If the student takes no positive action during the 45-day pe-
riod, the school should report the overpayment to NSLDS immedi-
ately after the 45-day period has elapsed. (Because making this
change in the NSLDS system is a simple process, we expect an insti-
tution will complete making the change within a few days of the end
of the 45-day period).

4. If the student fails to take one of the positive actions during the 45-day
period, the student’s overpayment immediately must be reported to the
NSLDS and referred to the Debt Resolution Services for collection.

5. The student should contact the school to discuss his or her options.
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The 45-day period of extended eligibility

Students who owe overpayments as a result of withdrawals generally will re-
tain their eligibility for Title IV funds for a maximum of 45 days from the ear-
lier of (a) the date the school sends the student notice of the overpayment,
or (b) the date the school was required to notify the student of the overpay-
ment.

A student who receives Title IV funds within that period of extended eligibil-
ity and then fails to return the overpayment or make repayment arrange-
ments becomes ineligible for additional Title IV program funds on the day
following the 45-day period. However, any Title IV program funds received
by the student during the 45-day period were received while the student
was eligible. Therefore, those Title IV funds do not have to be returned
(unless the student withdraws a second time). A student who loses his or
her eligibility for Title IV funds at the expiration of the 45-day period will re-
main ineligible for additional Title IV funds until the student enters into a re-
payment agreement with the Department.

If at any time a student who previously negotiated a repayment arrange-
ment fails to comply with the terms of his or her agreement to repay, that
student immediately becomes ineligible for additional Title IV funds. Any Ti-
tle IV program funds received by the student between the time the student
negotiated the repayment arrangement and the time the student violated
the agreement were received while the student was eligible. Therefore,
those Title IV funds do not have to be returned (unless the student with-
draws a second time). A student who violates the terms of a repayment
agreement and loses eligibility remains ineligible for Title IV funds until the
student has made satisfactory repayment arrangements with the Depart-
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CHECKPOINT #4

Circle one.

If Tom owed an Overpayment (Return of Grant funds) and doesn't return
the funds within 45 days, he will never again be eligible for Title IV aid.

True? False?

What would happen if Tom did not respond to the school's notification
concerning his post-withdrawal disbursement until three weeks after he
received the letter — and he wants his money? Can the school disburse the
funds to him?

Yes? No?

If Tom received additional funds during the 45 day period of extended eli-
gibility and then fails to return the overpayment, does he have to return
those funds he received during this period?

Yes? No?
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Federal Student Aid—Return of Title IV Funds

POST-WITHDRAWAL DISBURSEMENTS

Schools may use the Post-withdrawal Disbursement Tracking Sheet to track

the handling of post-withdrawal disbursements, or they may use a form de-
veloped by someone other than ED. Regardless of what form or mechanism
is used, schools must maintain written records of their post-withdrawal dis-

bursements.

Post-
Withdrawal

Disbursements

CFR 34
668.22(a)(5)
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POST-WITHDRAWAL DISBURSEMENT TRACKING SHEET

Students Name

| Social Security Number |

Date of school's determination that student withdrew |

f

I. Amount of Post-withdrawal Disbursement (PWD)

Amaount from “Bax J” of the Treatment of Trte IV Funds When a Student Withdraws workshest  Box 1

L ]

Il. Qutstanding Charges For Educationally Related Expenses Remaining On Student's Account

Total Outstanding Charges Scheduled to be Paid from PWD
{Mote: Prior-year chamges cannot exceed $200.)

Box 2

b ]

Ill. Post-withdrawal Disbursement Offered Directly to Student and/or Parent

From the total Post-withdrawal Disbursement due (Box 1), subtract the Post-withdrawal Disbursemeant to be credited to the siudent’s account
{Bax 2) . This is the amount you must maks to the studant (grant) or offer to the student or parent (Loan) as a Direct Disbursement.

s | - s = Bx3 [ . |
Bax 1 Box 2
IV. Allocation of Post-withdrawal Disbursement
Loan Amournt Leoan Amount Tite IV Aid Loan Amount Loan Amount Ttk IV Aid
School Seoks Authorized Credited Offered Acoepted Disbursad
Type of Aid to Credit to 1o Credit to as Direct as Direct Directly to
0 Accourt ’ _
Account Account Disbursament Disbursament Student
Pell Grant N/A N/A N/A N/A
ACG N/A MN/A MN/A MN/A
Naticnal SMART Grant N/A MN/A N/A N/A
FSEOG MNIA IN/A N/A MN/A
TEACH Grant N/A N/A N/A N/A
Iraq Afghanistan Sve. Grant| ~ N/A N/A N/A N/A
Perkins
Subsidized FFEL / Direct
Unsubsidized FFEL / Direct
FFEL ! Direct Grad Plus
FFEL / Direct Parent Pius
Totals

V. Authorizations and Motifications

Post-withdrawal disburzement loan notification sent to student and’or parent on

O Response received from student and/or parent on

O School does not accept late response

O Response not received

Deadline for student and/or parent to respond

VI. Date Funds Sent

Date Direct Disbursement mailed or transferred

Gl ] e[

You should use this form when the withdrawal date is on or after 7/1/2010
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Federal Student Aid—Return of Title IV Funds

APPENDIX A

Treatment Of Title IV Funds When A Student Withdraws From A Credit-Hour Program

Student’s Name | | Social Security Number | |
Date form / / | Date of school’s determination / ] |
completed that student withdrew

Period used for calculation (check one) |:| Payment period |:| Period of enroliment

Monetary amounts should be in doflars and cents (rounded to the nearest penny).
When cakulating percentages, round to three decimal places. (For example, 4486 = 449, or 44.9%)

STEP 1: Student’s Title IV Aid Information

Title IV Grant Programs Amount Disbursesd e e oo, E mm IV aid disbursad for the
1. Pell Grant A
2. Academic Competitiveness Grant | L L] 4B
3. National SMART Grant
L | :|E.$ . |
STEACHGran T ok e baan dsoursd o e
6. Iraq Afghanistan Sarvica Grant period.
[A | [C. | [A. |
SumoE SunmE + [C. |
Title IV L Me1 Amount Disbursed e — |F' $ - |
e IV Loan Programs G. Total Tike IV aid disbursad and that could
7. Unsubsidized FREL/Direct Stafford Loan| | .| ... .| haebeendsbursediorihe pericd.
B e e SR s ... ....................... ... ...
8. Perkins Loan " T 8
et ....................... E'
11. FFEL/Direct PLUS (Parent) | | | | +D.
B. D. -
Subinal Subiotal - G'$ =
STEP 2: Percentage of Title IV Aid Earned STEP 3: Amount of Title IV Aid Earmed by the Student
| /) | | /] | | /] | Multiply the percentage of Title IV aid earned (Box H) by
the Total Title IV aid disbursed and that could have been

Start date Scheduled end date Date of withdrawal disbursed for the period (Box G).

A school that is not required to take attendance may, for a
student who withdraws without notification, enter 50% in | a |x| | - | .S
Box H and proceed to Step 3. Or, the school may enter the t{‘-" =1
last date of attendance at an academically related acthvity Box H B 3

for the “withdrawal date” and proceed with the calculation
as instructed. For a student who officially withdraws, enter STEP 4: Tite IV Aid to be Disbursed or Returned

the withdrawal date. If the amount in Box | is greater than the amount in
H. Percentage of payment period or period of > Box E, go to ltem J {Post-withdrawal disbursement).
enrollment completed : : :
Divide the calendar days complated in the period by the > ggf;;‘g?gﬁg% ;g E?;t:;;ﬁ:;ﬁ;mﬁ
total calendar days in the pericd (excluding scheduled ’ ) :
breaks of five days or more AND days that the student [ If the amounts in Box | and Box E are equal, STOR.
was on an approved leave of absence). No further action is necessary.
J. Post-withdrawal disbursement
| |;| |=| o | From the Amount of Title IV aid earned by the student
B = L2 {Box |} subtract the Total Title IV aid disbursed for the
N Tkl tay= period (Box E). This is the amount of the post-
withdrawal disbursement.
P | this percentage is greater than 60%, enter 100% in =[J S
Box H and proceed to Step 3. | |_| |— | . = |
Box | Box E
P i this percentage is less than or equal to 60%, enter Stop here, and enter the amount in “J” in Box 1 on
that percentage in Box H, H % Page 3 (Post-withdrawal disbursement tracking sheet).
and proceed o Step 3. . . (] Qiop 4 conmat -
Y ou should use this form when the withdrawal date is on or after 7/1/2010 p-10of3
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IV Funds

APPENDIX A Cont.

Treamment Of Tide IV Funds When A Stdent Withdraws From A Credi-Hour Program

Student's Name |

Social Security Mumherl

STEP 4: Aid to be Disbursed or Returned CONTINUED

K. Title IV aid to be returned
From the Total Title IV aid disbursed for the penod
{Box E) subtract the amount of Title IV aid earned by
the student (Box l). This is the amount of Title IV aid
that must be returned.

Bax E Bax |

STEP 7: Initial Amount of Unearned Title IV Aid Due
from the Student

From the amount of Title 1V aid to be returned (Box K) subtract the
Amount for the school 1o return (Box O).

B

B iiBox Qs < zam, STOP. If greaier than Zeno, go o Step 8

STEP 8: Repayment of the Student’s loans

- |=|K.$
STEP 5: Amount of Unearned Title IV Aid Due

from the School

L. Institutional charges for

Tiiti

JBoom |,
‘Other

Total Institutional Charges — ||_ $
(Add all the charges togather)

M. Percentage of unearned Title IV aid
100% —| %] = [M.
Bax H

. %

M. Amount of unearned charges
Multiply institutional charges for the pericd (Box L) by
the percentage of uneamed Title IV aid (Box M).

X % =[N.$ .

Box L Box M

0. Amount for school to return
Compare the amount of Title IV aid to be returned
(Box K) to amount of unearned charges (Box N),

From the Met lcans disbursed to the student (Box B) subtract the
Total loans the school must return (Box P) to find the amount of
Title IV loans the student is still responsibla for repaying (Box B).
These loans consist of loans the student has earmed, or unearned
boan funds the school is not responsible for repaying. They are
regaid to the loan holders according to the terms of the borrower's
promissory nota.

| — | R.S .

Box B

P FBox @ is less than or equal b Box A, STOP.
The only action a school must take is to notify the holders
of the loans of the student’s withdrawal data.

B If Box O iz groater than Box A, proceed o Step 0.

STEP 9: Grant Funds to be Returned

S. Initial amount of Title IV grants for student to return

From the initial amount of unearned Title |V aid due from
the student (Box Q) subtract the amount of loans to be
repaid by the student (Box R) .

| - |=[s.$ :
Box g Box R
T. Amount of Title IV grant protection
Multiply the total of Title IV grant aid that was disbursed

and that could have been disbursed for the period
(Box F) by 50%.

| X[ 50% |=[T.s ]

and enter the lesser amount. |U $

STEP 6: Return of Funds by the School

The school must return the unearned aid for which the school is

responsible (Box O by repaying funds 1o the following sources, in

ordear, up to the tofal net amount disbursed from each sourca.
Amount for Schoal

THle v Frn-grarns o Aleaurn
2 Submdlzqd FFE __'Dlreci Slafﬁ:urd Lc-an
4. FFEL/Direct PLUS (Gradale Studert) |
5. FFEL/Direct PLUS (Parent)
Total loans the _ | $
school must retum = P. -
6. Poll Grant

; Academlc C-:-mpalmwnees B R
B National SMART Grant |
11 Iraq Afghamsla.n Senrm Gr“am

Box F
L. Title IV grant funds for student to return
From the Initial amount of Title |V grants for student to
return (Box S5) subtract the Amount of Title IV grant
protection (Box T).
=[U.$ .

Bax T

Box 5
B If Box U s less than or equal ip zero, STOP. F not, go b Siep 10,

STEP 10: Return of Grant Funds by the Student

Except as noted balow, the student must retum the uneamed grant funds
for which he or she is responsible (Box U). The grant funds resumed by
the student are anplied In onder as indcated, up 1o the amount dsbursad
from that grant program minus any grant funds the school is responsible
for retuming to that program in Step 6.
Mote that the student is not responsible for returning funds
to any program to which the student owes $50.00 or less.
Titde IV Grant Programs Amourit To Reourn
2 WQ‘“E Competiiveness Grant |
AFSEDG

5. TEACH Grarl

e Mghanmn ngm Gram

You should use this form when the withdrawal date is on or after 7/1/2010 p.20of3
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APPENDIX B

Treatment Of Title IV Funds When A Student Withdraws From A Clock-Hour Program

Student’s Name | | Social Security Number|
Date form | / / | Date of school's determination / /
completed that student withdrew

Period used for calculation (check one) |:| Payment period

|:| Period of enrollment

Monetary amounts should be in doflars and cents (rounded to the nearest penny).
When calculating percentages, round fo three decimal places. (For exampls, 4486 = .449, or 44.9%)

STEP 1: Student’s Title IV Aid Information

Title IV Grant Programs Ampunt Disbursed Amaunt that Gould

Have Baen Disbursed = mﬁwmmhﬂﬂ
Ll LA.
2. Academic Competitiveness Grant | + B.
3 NatmnalSI'u'IAHTGrant —|E5 . |
4. FSEOG = -
STEACHGmm ) F colldhave been dsbursed or e
& Iran Afghanistan Service Grant period.
A | [C. A
Subipaal Subsioial -+ C.
e Met Amount that Could = | F $ . |

Title v Laan Frngrarns Have Baen Disbursed
9 F’grl-uns Lcuan . . },_ﬂ,,

10, FFEL/Diract PLUS (Graduate Swdemi BN (% B B

G. Total Tetke IV aid disbursed and that could
have been disbursad for the pericd.

[C.
11 FFEL.I Dlract PLUS (Parant) | | | | + D.
B. D. - |
Subtotal Subeatal =1G. $ -
STEP 2: Percentage of Title IV Aid Earned STEP 4: Title IV Aid to be Disbursed or Returned
Withdrawal date | / / | B If the amount in Box | is greater than the amount in
H. Determine the percentage of the period completed: Box E goto J‘:.em J {F@I-mmdraurai desbursemm:}_
Divide the clock hours scheduled to have been P If the amount in Box | is less than the amount in
completed as of the withdrawal date in the period by Box E, goto Tite IV aid to be returned (ftem K).
the total clock hours in the period. » if the amounts in Box | and Box E are equal, STOP.

No further action is necessary.

J. Post-withdrawal disbursement

| -+ | =| . ':',-".;.| From the Amount of Title IV aid earned by the student
Haurs scheduled Touzl hours in (Box 1) subtract the Total Title 1V aid disbursed for the
13 complete Em period (Box E). This is the amount of the post-
P If this percentage is greater than 60%, enter 100% in withdrawal disbursement.
Box H and proceed to Step 3. | |_| | :|J_$
B If this percentage is less than or equal to 60%, enter = B E =
that percentage in Box H, | H .«%J If there's an entry for “J]" Stop here, and enter the
and proceed to Step 3. . . amount in Box 1 on Page 3 (Post-withdrawal disburse-

ment tracking sheet).

STEP 3: Amount of Title IV Aid Earned by the Student

Multiply the percentage of Title IV aid earned (Box H) by
the Total Title IV aid disbursed and that could have been
disbursed for the period (Box G).

K. Title IV aid to be returned
From the Total Title IV aid disbursed for the period
(Box E) subtract the Amount of Title 1V aid earned by
the student (Box [) . This is the amount of Title IV aid
that must be returned.

) =LL8 .|

| | =[K.$

Bax H Box G

Box E Box |
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Federal Student Aid—Return of Title

IV Funds

APPENDIX B Cont.

Student’s Name |

Social Security Number|

STEP 5: Amount of Unearned Title IV Aid Due
from the School

STEP 8: Repayment of the Student’s loans

L. Institutional charges
for the period

JRoomI .
PR .. senene [
e | Y

Othar
Toial Institutional Charges - |L $ |
(Add al the charges together) = = .

M. Percentage of unearned Title IV aid
100% — | % |= M. ]
Bax H

N. Amount of unearned charges
Multiply institutional charges for the period (Box L) by the
Percentage of unearned Title IV aid (Box M).

| X | %|=IN.$ . |
Box L Box M
0. Amount for school to return

Compare the amount of Title IV aid to be returned
{Box K) to Amount of uneamed charges (Box N),
and enter the lesser amount.

0.3 . |

%]

From the Met loans disbursed to the student (Box B) subtract the
Total loans the school must return (Box P) to find the amount of
Title IV loans the student is still responsible for repaying (Box R).

These loans consist of loans the student has earned, or
unearnad loan funds the school is not responsible for repaying.
Thay are repaid to the loan holders according to the terms of
the bormower's promissory nota.

- J-Fs |

If Box Q is less than or equal to Box R, STOP.
The only action a school must take is to notify the
holders of the loans of the student's withdrawal date.

P If Box Q is greater than Box R, proceed fo Step 9.

STEP 9: Grant Funds to be Returned

STEP 6: Return of Funds by the School

Tha school must return the wnearned aid for which the school is
responsible (Box O) by repaying funds to the following sources, in
order, up 1o the total net amount disbursed from each sourca.
Amount for Schoal

T|'||E v Pr-u-grams 10 Remurn
._Sumdlzed FFELJ DIFECI Staffcnn::l Loan
. Porking Loan
._FFEL. Diract F"IJ..IS {Gladuam Su.r:lent]
. FFEL/Diract PLUS {Parant)

m;-n;m;m§—~

S. Initial amount of Title IV grants for student to return
From the Initial amount of unsarned Title IV aid due from
the student ({Box Q) subtract the amount of loans to be
repaid by the student (Box R) .

| — | =[S. :
Bax O Box R
T. Amount of Title IV grant protection
Multiply the total of Title IV grant aid that was disbursed
and that could have been disbursed for the period
{Box F) by 50%.

| x|

Bax F

U. Title IV grant funds for student to return
From the Initial amount of Title IV grants for student to
return (Box 5) subtract the Amount of Tide IV grant
protection (Box T).
Bax 5 Bax T
B If Box Uis less than or equal to zaro, STOP. If not, go to Siep 10.

50% | =[T. :

|=|U. .

sa;fgf;au:tsrgzm = ||:‘\-$ . |

. Pell Grant
 cadeiic Garpeiivanss Gaagi T
. National SMART Grant
FSEOG | e
10. TEACH Grant

e

'mfmfufm

STEP 10: Return of Grant Funds by the Student

STEP 7: Initial Amount of Unearned Title IV Aid
Due from the Student

From the amount of Tite 1V aid 1o be retumed (Box K) subtract
the Amount for the school to return (Box O).

| |~ =[Q.8
Box K
P If Box O is = zero, STOP. If greater than zem, go to Step 8.

Bax O

Except as noted bolow, the studant must retum the unsarned grant
funids for which ha or =ha is responsibla (Box LY. Tha grant funds
returned by the student are applied in order as indicated, up to the
amount disbursed from that grant program minws any grant funds the

schodol is responsiole for refuming to that program in Step 6.

Note that the student is not responsible for returning funds

to any program to which the student owes $50.00 or less.

Title IV Grant Programs
1. Pell Grant
EAJ::ademu:CDmpenmngssGm
3 National SMART Grant = |
E Ir“aq Afghanman Sar'.rh::a Grarrt ]

Amount To Rewrn

You should use this form when the withdrawal date is on or after 7/1/2010 p. 2 of 3
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APPENDIX C

POST-WITHDRAWAL DISBURSEMENT TRACKING SHEET

Student's Mame

| Social Security Number |

Date of school's determination that student withdrew |

I. Amount of Post-withdrawal Disbursement (PWD)

Amount from “Box J” of the Treatment of Title IV Funds When a Student Withdraws workshest  Box 1

s

Il. Qutstanding Charges For Educationally Related Expenses Remaining On Student’s Account

Total Outstanding Charges Scheduled to be Paid from PWD
(Nofe: Prior-year charges cannot exceed $200.)

Box 2

ls

Ill. Post-withdrawal Disbursement Offered Directly to Student and/'or Parent

From the total Post-withdrawal Disbursement due (Box 1), subtract the Post-withdrawal Disbursament to be credited to the student’s account
(Box 2) . This is the amount you must makea to the studant (gramt) or offer to the student or parent (Loan) as a Direct Disbursement.

$ | - | s = Box3 |s
Bax 1 Box 2
IV. Allocation of Post-withdrawal Disbursement
Loan Amount Loan Amount Title IV Aid Loan Amount Loan Amount Tithe IV Aid
School Secks Authorzed Credited Offered Accepted Disbursad
Type of Aid to Credit to 1o Credit to as Direct as Direct Directly to
to Account . _
Account Account Disbursament Disbursomant Studant
Pell Grant N/A N/A N/A N/A
ACG MN/A MN/A MN/A MN/A
Mational SMART Grant MY A MNIA MNA YA
FSEQG MN/A N/A MN/A MN/A
TEACH Grant N/A N/A N/A N/A
Iraq Afghanistan Sve. Grant N/A N/A N/A N/A
Perkins
Subsidized FFEL / Direct
Unsubsidized FFEL / Direct
FFEL / Direct Grad Plus

FFEL / Direct Parent Pius

Totals
V. Authorizations and Motifications

Post-withdrawal disbursement loan notification sent to student and/or parent on |

Deadline for student and/or parent to respond | |

O Response receved from student and/or parent on | / / | O Response not recsived

O School does not accept late response

VI. Date Funds Sent

Date Direct Disbursement mailed or transferred Grant | / / | Loan / /

p.3of 3

You should use this form when the withdrawal date is on or after 7/1/2010
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APPENDIX D

Box Codes for Return to Title IV Funds

wWxox PO oOWVOoOZIT " R <=~

Amount Disbursed for Title IV Grant Programs

Net Amount Disbursed for Title IV Loan Programs
Amount in Grants that Could Have Been Disbursed

Net Amount in Loans that Could Have Been Disbursed
Total Aid Disbursed for the period

Total Grant Aid that Was Disbursed and Could Have Been
Disbursed

Total Title IV Aid that Was Disbursed and Could Have Been
Disbursed

Percentage of Payment Period student had completed
(percentage earned)

Amount of Title IV Earned by student
Post-Withdrawal disbursement amount

Aid to be returned

Institutional charges for the period

Percentage of unearned Title IV aid

Amount of unearned charges

Amount for school to return

Total Loans the school must return

Initial amount of unearned aid due from the student
Amount in Loans student is responsible to pay back
Initial amount of grants to be returned by student
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APPENDIX E

Example—Program Offered in Modules

Provided here is an example illustrating many of the changes to the
regulations addressing withdrawals from programs offered in mod-
ules.

Determination of Withdrawal Questions

As noted on page 66895 of the preamble to the final regulations
(October 29, 2010) the following three questions may be used to de-
termine whether a student in a program offered in modules is a with-
drawal and the Return of Title IV Funds requirements apply:

Question 1:  After beginning attendance in the payment period or
period of enrollment, did the student cease to attend or fail to begin
attendance in a course he or she was scheduled to attend?

If the answer is no, this is not a withdrawal. If the answer is yes, go to
guestion 2.

Question 2: When the student ceased to attend or failed to begin
attendance in a course he or she was scheduled to attend, was the
student still attending any other courses?

If the answer is yes, this is not a withdrawal, however other regula-
tory provisions concerning recalculation may apply. If the answer is
no, go to question 3.

Question 3:  Did the student confirm attendance in a course in a
module beginning later in the period (for non-term and nonstandard
term programs, this must be no later than 45 calendar days after the
end of the module the student ceased attending)?

If the answer is yes, this is not a withdrawal, unless the student does
not return. If the answer is no, this is a withdrawal and the Return of
Title IV Funds requirements apply.
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Example

This example illustrates (1) how to determine when a student is a withdrawal
from a term-based program offered in modules; (2) the amount of aid to use in
the Return of Title IV Funds calculation when a student withdraws from a pro-
gram offered in modules; (3) how to determine the numerator and denominator
when calculating the percentage of the payment period completed for a student
who withdraws from a program offered in modules; and (4) what steps must be
taken when a student who withdrew from a term-based program offered in
modules returns within the payment period; (5) how to determine the numera-
tor and denominator when calculating the percentage of the payment period
completed for a student who withdraws again.

Program Profile:

Payment Period/Period of Enrollment: Payment period, 15-week semester Pro-
gram structure for payment period/period of enrollment: Three consecutive five-
week modules, 35 days in each module, no scheduled breaks.

A student enrolls for one three-credit course in each of the three modules. Stu-
dent ceases attending module 1 after completing 10 days. The student does not
confirm attendance in a later module. The student does not attend module 2,
but returns for the one 3-credit course in module 3. The student withdraws from
module 3 after completing 15 days.

When the institution determines that the student has ceased to attend module
1, the institution answers the Determination of Withdrawal Questions to deter-
mine whether the student is a withdrawal as follows:

The answer to Question 1 is yes. The student ceased to attend a course the stu-
dent was scheduled to attend—the three-credit course in module 1. Because the
answer to Question 1 is yes, Question 2 must be answered.
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The answer to this Question 2 is no. When the student ceased to attend the course
in module 1, he or she was not attending any other classes. Because the answer to
Question 2 is no, Question 3 must be answered.

The answer to this Question 3 is no. The student did not confirm attendance in a
later module. Thus, this student is a withdrawal and the Return of Title IV Funds re-
quirements apply.

If the student was awarded Pell Grant funds, before performing the Return of Title IV
Funds calculation, the institution must recalculate the student’s awards to reflect the
change in enrollment status from nine credit hours, to three credit hours. These re-
calculated aid amounts are used in the Return of Title IV Funds calculation.

The percentage of the payment period completed is determined by dividing the
number of calendar days completed by the total number of calendar days in the pay-
ment period, which included all days within the period that the student was sched-
uled to complete, except for any scheduled breaks of at least five consecutive days
when the student is not scheduled to attend a module or other course offered dur-
ing that period of time, and any days the student was on an approved leave of ab-
sence. The student has completed 10 days. The total number of days in the payment
period includes all the days in all the modules the student was scheduled to com-
plete, which is 105 days (three modules of 35 days each). The percentage of the pay-
ment period completed is determined by dividing 10 days by 105 days, resulting
in .0952, rounded to .095 or 9.50%.

When the student returns for module 3, §668.22(a)(2)(iii)(A) applies, which provides
that, if a student withdraws from a term-based credit hour program offered in mod-
ules and reenters the same program prior to the end of the period, the student is
treated as if he or she did not cease attendance for purposes of determining the stu-
dent’s aid awards for the period. The student is considered to be in the same pay-
ment period he or she was in at the time of the withdrawal and retains his or her
original Title IV eligibility for that payment period, provided the student’s enrollment
status continues to support the same amount of those funds. To do this, the institu-
tion must:
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« recalculate the student’s Title IV, HEA program eligibility based upon enroll-
ment in modules 1 and 3 and then re-disburse any Title IV, HEA program funds
that had been disbursed and then returned under the Return of Title IV Funds
provisions, adjusting, if necessary, for the change in enrollment status from
nine credit hours to six credit hours;

. disburse any Title IV, HEA program funds the student was otherwise eligible for
that had not yet been disbursed at the time the student withdrew, adjusting
for the change in enrollment status; and

« cancel any Title IV overpayments assessed the student as a result of the prior
withdrawal that were disbursed upon reentry.

When the institution determines that the student has ceased to attend module 3,
the institution again answers the Determination of Withdrawal Questions to deter-
mine whether the student is a withdrawal:

The answer to Question 1 is yes. The student ceased to attend a course the student
was scheduled to attend—the three-credit course in module 3. Because the answer
to Question 1 is yes, Question 2 must be answered.

The answer to this Question 2 is no. When the student ceased to attend the course
in module 3, he or she was not attending any other classes. Because the answer to
Question 2 is no, Question 3 must be answered.

The answer to this Question 3 is no. There are no later modules in which the student
can confirm attendance. Thus, this student is a withdrawal and the Return of Title IV
Funds requirements apply.

The total number of days in the payment period is the original 105 days. While the
student did not begin module 2, since module 2 was included in the original pay-
ment period or period of enrollment and used to determine the amount of Title IV,
HEA funds eligibility, the 35 days from module 2 are included in the denominator.

The total number of completed calendar days in the period reflects the com-
pleted days in both modules 1 and 3. The student had completed 10 days in
module 1 and 15 days in module 3 for a total of 25 days completed in the
payment period. The percentage of the payment period completed is deter-
mined by dividing 25 days by 105 days, resulting in .238, or 23.8%.
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