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STUDENT DEVELOPMENT MISSION STATEMENT

The Student Development Division works in partnership with its academic and
administrative colleagues in support of the College mission. It is the mission of the
Student Development Division to provide leadership in developing and maintaining
a supportive campus atmosphere through its efforts at: fostering intellectual and
personal growth; supporting cultural diversity; eliminating barriers to the educational
process; creating a nurturing environment; promoting self responsibility and problem
solving; providing for service back to the community; and advocating for the needs
of students. The Student Development Division enhances the College’s overall
academic mission by intentionally fostering learning communities that offer
opportunities for students that support and challenge individual student growth both
within and outside of the formal classroom setting.

General Support Staff Responsibility/Priority Guidelines

Support Staff (non-financial aid counselor personnel) provide clerical support
and provide answers to simple inquiries to parents/students via phone/reception.
Support staff does not provide financial aid counseling services. Financial aid
counseling is strictly performed by financial aid counselors. Counseling may take
place over the phone/in person at reception desk/in person during appointed times.
Below are some guidelines.

e Daily Priorities
Greet Students/ answer phone
Make Appointments with Counselors
Intercom Counselor when appointment has arrived
Answer general Financial Aid process questions
Handle deadline inquiries
How to apply for Financial Aid
Fact sheet handouts/mail
Accept & process FWS preference forms
Accept, review for accuracy, track & file documents
Provide contact phone numbers and other general information
Process incoming Mail: Open, track in Banner & file/distribute mail
Loan Entrance & Exit Interviews retrieved from Mapping Your
Future & processed
Process Outgoing Mail
Award Letters
Tracking Letters
Exit Interview Letters



FWS Preference Request Forms
All other mailings
Maintain Filing System: All documents to be filed are tracked & filed in
student folders in a timely manner. Review weekly for any items that
need folders created.
Process Bugbee Loan Applications
Process GRE Fee Reduction requests
Pull files for Counselors upon request
Enter FWS payroll data
Assign Daily Tasks to FWS student workers & oversee tasks & daily
priorities
Maintain Inventory of Office Supplies/Publications
Monitor supplies & re-order when necessary
Monitor Office Display racks & front counter supplies to be sure fully
stocked & ensure office suite is presentable, especially prior to busy
times such as Orientations, Open Houses, starts of terms.
Responsible for transferring inventory to and from Chase storage
room, as needed

When to make CSR/Appointments

Defaulted Loan Issues
FAFSA Application Processing
Verification requirements
C Codes
Rejected FAFSA
Loan Processing
Explanation of database data (NSLDS, HESC)
Satisfactory Academic Progress
Summer Aid Requests/Questions
Study Abroad Aid
Academic Leave of Absence/Visiting Student (Consortium) Aid



GENERAL

e College Codes

002847 OPE/FAFSA
0930 TAP

5590 TAP Graduate
TG52064 TIV WAN

72000190316 NCS Customer Service Number
Entity # 1-14-601-3200-G6

OPEID 00284700

Campus Based Serial #

DUNS# 860941384 SUCO

DUNS# 045879038-NYS Dept of Education (DOE)
DUNS# 949526610 SUCO Foundation

TIN#/EIN# 14-6013200

HESC Guarantor ID: 736
Electronic App default: 000002

e Class Year

0-24 Credits Freshman
25-56 Credits Sophomore
57-89 Credits Junior
90-122 Credits Senior

e Call Lists (Quick Flows)

GTVQUIK Validation Form
GUAQUIK Definition

Defined Lists xx equals academic year
CCxx C-Codes
VExx Verification
NVxx Plus/Unsub eligibility only, No Verify
CRxx FAFSA Corrections
SUxx Summer Loans
LPxx Loan Proration
CLxx Class Year
RT4 Returnto Title IV



PHONE CONTACT NUMBERS

Updated 3.28.08 Administrative Telephone Student telephone
Lender/Agency Fax

ACS 800-835-0177 800-835-4611
www.acs-education.com/CS/Jsp/general/privContacts.jsp 800-835-1161 fax

Campus Door Loans 800-786-0002 800-786-0002
www.campusdoor.com/Main/home.aspx 717-241-3188 fax

Chase 888-272-4665 800-228-7605, 800-487-4404

www.chasestudentloans.com/

800-846-1290, 800-394-

CitiBank 7194 800-967-2400
www.citibank.com/us/index.htm
College Loan Corp. 888-972-6314 888-972-0852
www.collegeloan.com
CPS/WAN 800-330-5947
www.fafsa.ed.gov/FOTWWebApp/faa/faa.jsp
Direct Loan Service Center 888-877-7658
www.dlssonline.com/borrower/BorrowerWelcomePage.jsp
Duplicate Student Aid Report 800-433-3243, 319-337-5665
www.fafsa.ed.gov/FOTWWebApp/studentaccess.jsp
Federal Student Aid Info Center 800-433-3243
www.studentaid.ed.gov
Great Lakes Higher Ed. Loan Services 800-472-3398

608-246-1618 fax for
www.mygreatlakes.com certifications

IFAP - FSA Handbook

www.ifap.ed.gov/IFAPWebApp/index.jsp

IRS (Letter 22, Form 1722) 800-829-1040
WWW.irs.gov/
Key Bank 800-540-1855 option 3 800-539-5363
www.key.com/html/H-1.3.html#undergraduate-student-loans-
lifecycle
Mapping Your Future 940-497-0741
WWW.mapping-your-future.org
NSLDS 800-999-8219 800-999-8219
www.nslds.ed.gov 785-838-2154 fax
800-642-6234, 888-697-
NYSHESC Loan Inquiry ( Defaults) 4372

NYSHESC Scholarships

Www.hesc.org

NYSHESC TAP (866) 431-4372 option 1, 3 888-697-4372
www.tapweb.org

NYSHESC TAP (Help Desk) 518-473-0550

NYSHESC TAP FAX (Students Fax inquiries)

518-402-3145 fax

NYSHESC DocTrac

518-473-1414 fax

Oneonta Financial Aid 607-436-2532

www.financialaid.oneonta.edu 607-436-2659 fax
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Sallie Mae

888-272-4665

800-695-3317

www.salliemae.com/

800-828-0250, 850-767-
7477 fax

Selective Service

847-688-6888

847-688-6888

www.sss.gov/RegVer/wf\Verification.aspx

Sidney FCU

607-561-7382

Status of FAFSA

800-433-3243, 319-337-5665

www.fafsa.ed.gov

SUNY Loan Service Center

518-525-2628

518-525-2626

http://slsc.albany.edu

518-525-2600 fax

TERI

800-255-4326

800-255-8374

WWW.teri.org
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THE FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF 1974 “The
Buckley Amendment’

e Purpose

To provide student access to his/her education record and to prohibit disclosure of personally
identifiable information from that record (except for directory information) to third parties without the
student’s prior written consent.

o Definition of an ‘Educational Record’

Those records which are directly related to a student and are maintained by the College or by a party
acting for the College
Examples:
your file in the registrar’s office
your file in the career development center
your file in the academic advisement office
the file known as the banner student data base
Education records DO NOT include:
records of instructional, supervisory, administrative and certain educational personnel which are
in the sole possession of the maker (‘desk drawer’ notes)
records of the College Public Safety Office
records relating exclusively to you in your capacity as an employee at the College and are not
available for any other purpose (exception: Federal Work Study Students)
Alumni records created after you have left the College
records made or maintained by the College counseling, Health and Wellness Center, used solely
in connection with the provisions of the treatment of you and not disclosed to anyone other than
the individual providing the treatment

e Students Rights of Access

You may inspect your education records by making an appointment with the appropriate office

You may challenge information contained in your record which you feel is inaccurate or misleading.

You have the right to a formal hearing if the College refuses to remove information which you feel is

inaccurate or misleading.

You may NOT have access to the following:

o financial records and statements of your parents

e confidential letters and statements of recommendation placed in your file prior to January 1,
1975

e confidential letters and statements of recommendation placed in your file after January 1, 1975
where you have waived your right to inspect and review them

e Disclosure of Education Records

The College may not disclose personally identifiable information, other than ‘directory information’,
without your prior written consent.

e Personally Identifiable Information

Includes name of student, student’s parent or other family members, student’s address, social
security number, or a list of personal characteristics or other information which would make the
student’s identity easily traceable.

e Directory Information

Each institution is allowed to define ‘directory information’ within the scope of the Buckley
Amendment definition and must publish this information. The College may release directory



information without the student’s prior written consent, provided the student has the opportunity to
indicate that he/she does not want the directory information released.

If you do not wish directory information released, you must notify the Office of Student Affairs
(Netzer 118) in writing, by the first Friday of the semester in which the information is not to be
released.

Directory Information at the State University College at Oneonta

student Name

student local address and local phone number

student home address and home phone number
parents names, address and phone number

class schedule

date and place of birth

major field of study

class standing

participation in officially recognized sports and activities
weight and height of athletes

dates of attendance at the College

degrees and awards received

the most recent previous educational institution attended

Confidential Records

A student wishing to prevent directory information from being released must contact the College
Registrar in writing or in person, to request that a ‘Confidential’ flag be placed on his or her record.

Disclosure of Non-directory Information

Release of non-directory information to a third party (including your parents or spouse) requires your
prior written consent. Examples of non-directory information would be your social security number,
ethnicity, grades, grade point average, rank in class, etc.

Exceptions

College personnel with a legitimate educational interest: the demonstrated need to know by those
officials of the College who act in the student’s educational interest, including faculty, administration,
clerical and professional employees, and other personnel who manage student record information.
a parent who has claimed you as a ‘dependent’, as defined by section 152 of the Internal Revenue
Code

Officers of the court, to comply with a judicial order of lawfully issued subpoena

Financial aid personnel in connection with aid which you have applied for or received

authorized representatives of Federal and State government for federal program purposes
accrediting organizations that require such information as part of performing their accrediting
functions

appropriate parties in a health or safety emergency

The re-disclosure of information from a student’s education record is subject to the condition that the
party to whom the information is released will not ‘re-disclose’ the information to any other party
without the written consent of the student.

Complaints alleging non-compliance of the Buckley Amendment should be directed to:
Family Policy Compliance Office
US Department of Education, Room 3017, FB-6
400 Maryland Avenue, SW
Washington, DC 20202



(202)732-1807
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ADMISSIONS

ADMHLD Conditionally Accepted Students

An ADMHLD Final Transcript requirement is established programmatically, prior
to the beginning of the aid year, on RRAAREQ (ADMHLD) for every student with an
active financial aid record and an admissions decision for that aid year. Admissions
will receive output of new students with ADMHLD requirement just posted. This may
happen because the student just applied for aid and the admissions file was
completed previously. Each time an admissions file is determined to be complete
the requirement screen is reviewed to make sure ADMHLD is in an ‘S’ status.
Admissions will be responsible to satisfy the requirement when the student’s
admission record is complete and does not require further review.

This procedure will allow financial aid to process seamlessly. The procedure will
allow a student to register, receive a billing statement with aid deferred, however all
disbursements and initiation of loan certification are prevented. The student is
notified that in the event all documentation is not received they will assume full
responsibility for the institutional charges, without the benefit of federal assistance.

Summer Accepts

Undergraduate students are not permitted to accelerate their study by matriculating
during a summer semester. They may attend classes, however, and do so as a hon-
matriculated student and without benefit of financial aid. The exceptions to this rule
are that Post-Baccalaureate students are eligible for aid in summer, since this one-
year education certificate program begins in the summer term. These students are
assigned to the Assistant Director and must file FAFSAs for both aid years in which
their program overlaps. Student loans can be processed at the 5™-year undergrad
level. Also, graduate summer admits also occur. Forward name & ID # to Director to
add to Banner’s active view. Process summer aid using summer spreadsheet &
graduate loan limits. These students must have a graduate acceptance in summer
term in order to receive aid.

10
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EMERGENCY LOANS

e Bugbee Loans

The College foundation board has established the following guidelines for students
seeking loans:

1.

2.

All applicants must make application for a loan at the Financial Aid Office. Loans

are available for all terms.

To apply, an undergraduate student must be registered for 12 credits or more. (6

credits in aggregate between Summer | and Summer II).

Graduate students must be registered for 9 credits or more. SFAREGS

All applicants must have accrued 25 Credit Hours toward their degree. Minimum

GPA requirements include:

e Returning Undergraduate Students: 2.50

e New Transfer Students: 2.50 (includes all coursework accepted by SUNY
Oneonta)-CSR must provide calculated GPA.

e Graduate Students: 3.0

Loans will be made in amounts not to exceed $200.00.

All information requested on the application must be completed in full and the

necessary signatures obtained before the Bugbee Loan Committee will review

the application.

All loans must be paid back prior to the end of the semester in which the loan is

granted. If the loan is contingent on the receipt of Financial Aid, the student must

sign a form authorizing the Student Accounts Office to use excess aid (monies

beyond the obligation to the college) owed to repay the loan directly.

Second semester Seniors (with 105 accumulated credit hours) will not be eligible

for Bugbee Loans unless they are awaiting financial Aid, and have signed the

authorization form.

Student may have multiple Bugbee Loans per semester (previous Bugbee

monies must be paid in full) and could show again, critical need and continued

availability of FA.

Review for “errors” or “blanks” and that the student meets all requirements (GPA, Class
year, etc). Professor signature is NOT required. Support staff will submit to Director for
signature on application and then Support Staff will forward to Finance &
Administration.

Inform student they may begin inquiring (in person at Financial Aid Office) as to the
approval/denial status after 48 hours. After committee decision, the pink copy will be
returned to Financial Aid (to student file). The approval denial is noted in RHACOMM.
Instruct students with approved loans that they may see Finance & Administration,
Netzer Administration Building, Room 200 to arrange delivery of loan proceeds.

11
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NEW YORK STATE GRANTS
e TAP

See www.hesc.com for most recent Tuition Assistance Program (TAP) information.

e Decertification

The student is notified of the TAP decertification via a revised award letter.

e SUSTA - State University Supplemental Tuition Assistance
FAO Contact: J Lentner

SUSTA is awarded to full-time NYS resident students who are eligible for the maximum
TAP award AND have used 4 payments of TAP (24 points).

SUNY Central sends a listing of Students Eligible for SUSTA (about 4/semester) to
the FAO. They are forwarded to J to review and determine who may receive the
award for each semester. Some students may receive it ONLY for one semester or
both. Only given in FALL & SPRING.

e APTS
FAO Contact: Serenity Beardslee

Only for UNDERGRADUATE, matriculated, NYS resident students who are taking a
3 — 11 credit class load and meet the income limit requirements:

Applications are made available for the academic year mid-August.

Awards are ONLY given for FALL and SPRING semesters.

There is a DEADLINE for submitting the application back to FAO, usually by the end
of the first 4 weeks from the start of the semester.

A complete & on-time APTS application requires APTS application, APTS
Certification Form, and relevant NYS Tax Return. Support staff is responsible to
determine if the application is complete. Incomplete applications are returned to
student, completed applications are logged on RRAAREQ as APTS='S’ and are
forwarded to Serenity immediately.

e Scholarship for Academic Excellence/CHILD OF VETERAN AWARDS/ WORLD
TRADE CENTER MEM. SCHOLARSHIP/ other HESC Scholarships

Awards are combined with TAP fund code on RPAAWRD.

12
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TRACKING

e Tracking Codes

Valid Tracking Codes on RRAAREQ are:

13

ADMCON LETTER
ADMHLD NSLDS
APTS PERK
BIRTHC POLINE
CITIZN PRAPPR
CONSOR PRPAY
DD214 PTAX
ENTRAN SAPWAI
EXIT SAR
FAFSA SELSER
FOLDER SOCSEC
G845 STAX

-9 TEACH
INDAPP VERFRM
IVERFM

LISTED documents below, that does not conform to specific actions below- RHACOMM “XX
forward to YY” where XX is description of document and YY is CSR initials, AND forwarded to CSR.
NOT LISTED- forwarded to Director.

ACADEMIC LEAVE OF ABSENCE- If Student is at counter for FA signature on ALOA form, make
CSR appt. IF form received, RHACOMM noted “Leave of Absence to XX” where XX represents CSR
initials. Forwarded to CSR. CSR will determine if PRAPPR/CONSOR is required and if so
RRAAREQ properly. If CSR wishes to put up requirement for Consortium Agreement, type in on p.2
of RRAAREQ); do not use CONSOR tracking code with E status.

AID DECLINATIONS (STED/UNSUB/PLUS/PERK/FWS)- DECLINATIONS: RHACOMM *“Aid
Declination to XX” where XX is CSR initial. Forward to CSR. After CSR adjusts, discard note/mail, no
need for file copy. Queue new award letter.

ALTERNATIVE/PRIVATE LOAN APPLICATIONS- Students must submit applications on their own.
FA CSR does not certify until notified by lender that alt loan is completed/signed/credit-approved.
ALTERNATIVE LOAN CERTIFICATIONS/APPROVAL/DENIAL/CONFIRMATION LISTS
(cumulative rosters & individual letters)- not RRAAREQ. CSR are identified on the
report(Cumulative reports only needs to have “new” students identified). Circulate to counselors.
ALTERNATIVE LOAN CERTIFICATIONS- RHACOMM “Alt Loan cert request/lender/amount to
CSR” & forward to CSR.

APPLICATION FOR LEAVE OF ABSENCE- Change ‘E'stablished or ‘D’isregarded to ‘N’eeds to be
reviewed (on page 2 of RRAAREQ) OR insert requirement on page 2 with ‘N’eeds to be reviewed
status using description “App for LOA”. When inserting Ds and Mn fields must be checked. Must
insert FOLDER requirement with ‘E’stablished status if not already present.

APPROVAL OF OVERSEAS STUDY®PRAPPR- Change ‘E’stablished or ‘D'isregarded to ‘N’ eeds to
be reviewed status OR RHACOMM noted “Overseas Study/college/term to XX’ where XX represents
CSR initials. Forwarded to CSR. CSR will determine if CONSOR is required and if so track properly.
APTSHABTSIONly complete applications are RRAAREQ and always with ‘S’atisfied status.
Completed APTS Application forwarded to Serenity. Incomplete applications are returned by Support
Staff to applicant with letter of explanation and nature of ‘incomplete’ noted in RHACOMM.

BILLING WORKSHEET— RHACOMM “SA Bill to XX” where XX represents CSR and forward
worksheet to counselor.

13



14

BIRTHC-BIRIFIE Change ‘E’stablished or ‘D’isregarded to ‘N’ eeds to be reviewed status.

BUGBEE LOAN APPLICATIONS- See procedures manual ‘Bugbee Loans’.

BUGBEE LOAN APPROVAL/DENIALS — RHACOMM “Bugbee Loan XX” where XX is approved or
denied.

CERTIFICATE OF NATURALIZATIONJJ@IRIZN Change ‘E’stablished or ‘D’isregarded to ‘N’ eeds to
be reviewed status.

CONSORTIUM AGREEMENTSEGONSBR! Applies to home and visiting consortiums. RHACOMM
noted “CONSOR to XX” where XX represents CSR initials forward to CSR. CSR will RRAAREQ the
CONSOR only when processing the Consortium. CSR will determine if PRAPPR is required and
RRAAREQ accordingly. Must insert FOLDER requirement with ‘E’ status if not already present.
DD214#BBZ#- Change ‘E’stablished or ‘D’isregarded to ‘N’ eeds to be reviewed status. Must insert
FOLDER requirement with ‘E’ status if not already present.

Faculty Advisor Counseling Form for TEACH — Given only by CSRs to eligible students for
TEACH Grant. Have student see CSR if possible if student brings in completed form. CSR will
satisfy TEACH requirement.

EEDERAL TAX RETURNS-BIAX-BIARIChange ‘E'stablished or ‘D’isregarded or ‘I'ncomplete to ‘N’
eeds to be reviewed status if return is complete.

1040, 1040A, 1040EZ, Is complete if demographic/identification is legible and signed by at least one
taxpayer, or signed by preparer, or including preparer's name & EIN or PTIN.

Any IRS form that lists tax account information (Form 1722, Ltr 8053C, RTFTP) and provides the
information needed for verification is acceptable. The form MUST be signed by the tax filer, unless
the IRS sent or faxed the form directly to the school. Incomplete see below.

Form 8453 used in e-filing is not acceptable on its own. The printed 1040 or 1040A pages must be
submitted. Signature on the Form 8453 does not replace signature on 1040/1040A.

Requirement can be ‘W’aived if statement submitted indicating did not/not required to file returns.

EEDERAL WORK STUDY PROGRAM PREFERENCE REQUEST FORM-FWS status on p. 1 of
RPAAWRD is changed from BID to ACPT. Receipt date noted on form. Form is filed in Alpha
holding file. If FWS status on RPAAWRD is CNCL, note receipt date on form & file in Workstudy
Waitlist holding file.
G845— G845 Change ‘Mailed to ‘N’ eeds to be reviewed status. Must insert FOLDER requirement
with ‘E’ status if not already present.
JTPA VOUCHERS — RHACOMM noted “JTPA Voucher to XX” where XX represents CSR initials.
Must insert FOLDER requirement with ‘E’ status if not already present. Forward to CSR.
LATE DISBURSEMENT NOTICES- Not RRAAREQ. RHACOMM noted “Late Disbursement Notice
to SA”. Copy to CSR and original to Student Accounts
LETTER-“- Change ‘E’stablished or ‘D’isregarded or ‘S’atisfied to ‘N’ eeds to be reviewed
status OR insert requirement with ‘N’eeds to be reviewed status. This includes any document that
requires written response by CSR. Must insert FOLDER requirement with ‘E’ status if not present.
LOAN CHECKS-Hand carried to Student Accounts.
LOAN ENTRANCE INTERVIEWSEERIIRANE Change ‘E’stablished or ‘D'isregarded to ‘S’atisfied OR
insert requirement with ‘S' status (if insert requirement must notify CSR that ENTRAN was satisfied).
Stafford Entrance document to Entrance holding file.

- Change ‘E’stablished or ‘D’isregarded to ‘S’atisfied OR insert requirement with ‘S’ status
(if insert requirement must notify CSR that PENTRA was satisfied). Perkins Entrance document to
Perkins filing shelf.
CSR will re-establish loan eligibility on RPAAWRD. Click Here to get Mapping Your Future on-line.
LOAN EXIT INTERVIEWS Change ‘E’stablished to ‘S’atisfied. Exit document (must include
name and address of nearest kin) to Exit holding file. Click Here to get Mapping Your Future on-line.
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BXI —ror online Perkins Exits received, insert POLINE in ‘S’ status & forward to Director. If paper
Perkins Repayment Agreement received, insert PRPAY in ‘S’ status & forward to Director. DO NOT
satisfy PXIT requirement (or any variation, i.e. SPPXIT, FAPXIT). Director will review & satisfy PXIT.
NEW YORK STATE CHILD CARE EDUCATIONAL INCENTIVE PROGRAM- RHACOMM noted
“EIP to XX” where XX represents CSR initials forward to CSR. Must insert FOLDER requirement with
‘E’ status if not already present.

NEW YORK STATE TAX RETURNS-Discarded, unless specifically requested for pending APTS
application. (Review RHACOMM.)

SUNY PERKINS DEFAULT ROSTER- For processing instructions see; "SUNY Student Loan
Service Center Report-Monthly".

PERKINS LOAN NOTE & LETTER- Check for completeness. Must have letter signed w/appropriate
date & have #s 3, 4 5 completed with signature & appropriate date on MPN. Also, both pages of
MPN must be present with white original & pink & yellow carbon copies. If complete, forward to
Assistant Director for Banner coding; then to Perkins Folder (not student folder). If incomplete,
forward to CSR & note RHACOMM ‘Incomplete PERK note to CSR'.

PLUS LOAN (do not have our unigue loan ID) paper MPNs- Insert requirement on page 2 with
‘N’eeds to be reviewed status using description “Paper PLUS application” When inserting Mm field
must be checked (Ds is not checked). Forward to CSR.

PLUS LOAN PRE-APPROVALS (bank letters or faxed notification)- RHACOMM noted “PLUS
pre-approval (lender) to XX” where XX represents CSR initials & forward to CSR.

PLUS LOAN DENIALS(bank letters)- Change RPAAWRD fund status to DENY. RHACOMM noted
“PLUS denial (Iender) to XX” where XX represents CSR initials. Denial document to CSR. Must
insert FOLDER requirement with ‘E’stablished status if not already present.

If an UNSUB is requested, RHACOMM details & forward to CSR.

PRIOR APPROVAL FORMIPRAPPR! Change ‘E’stablished or ‘D’isregarded to ‘N’eeds to be
reviewed and RHACOMM noted “PRAPPR (college, term) to XX” where XX represents CSR initials,
forward to CSR. CSR will determine if CONSOR is required and if so RRAAREQ properly. Must
insert FOLDER requirement with ‘E’ status if not already present.

REQUEST FOR OVERSEAS PROGRAM ADVANCE- RHACOMM noted “Program Advance to XX’
where XX represents CSR initials. Must insert FOLDER requirement with ‘E’ status if not already
present. Forward to CSR.

RESIDENCY (SUCO L etter of Residency Determination)- Change ‘E’stablished or ‘D’isregarded to
‘N’eeds to be reviewed (on page 2 of RRAAREQ) OR insert requirement on page 2 with ‘N’'eeds to
be reviewed status using description “SUCO Residency Letter”. When inserting Ds and Mm fields
must be checked. Must insert FOLDER requirement with ‘E’stablished status if not already present.
SCHOLARSHIP AWARD LETTERS -- RHACOMM noted “YY Scholarship to XX” where YY
represents the scholarship name and XX represents CSR initials. Must insert FOLDER requirement
with ‘E’ status if not established. Mark original “CC: FA ”and “CC: SA”. Make one photocopy routing
both accordingly (one to SA and one to FA) marking routing accordingly. CSR insures scholarship is
recorded as an award (removing from resource if previously used).

SCHOLARSHIP CHECKS — Hand carried to Student Accounts.

SCHOLARSHIP OPPORTUNITY Info (General Notices from External Organizations, not
student-specific) - Forward to Student Scholarship Coordinator

SIBLING ENROLLMENT VERIFEICATIONS - RHACOMM noted “Sibling Enrollment Verification to
CSR” & forwarded to CSR. Must insert FOLDER requirement with ‘E’ status if not established.
SELECTIVE SERVICE VERIFICATIONS-SEBSER- Change ‘E’stablished or ‘D’isregarded to ‘N'eeds
to be reviewed status. Must be printed acknowledgement from Selective Service Administration or
their website. After RRAAREQ must insert FOLDER requirement with ‘E’ status if not already
present.

SOCIAL SECURITY CARD-S®ESEE Change ‘E’stablished or ‘D’isregarded to ‘N’ eeds to be
reviewed status. After RRAAREQ must insert FOLDER requirement with ‘E’ status if not already
present.

STAFFORD LOAN paper MPNs (do not have our unigue loan ID)- Insert requirement on page 2
with ‘N’eeds to be reviewed status using description “Paper STFD application” When inserting Mm
field must be checked (Ds is not checked). Forward to CSR.
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STUDENT AID REPORT-BAR-If student indicates changes or encloses letter, insert requirement
with ‘N’eeds to be reviewed & forward to CSR. If FAFSA received & processing, shred SAR; do not
track.

STUDENT FINANCIAL ASSISTANCE WAIVER FORM-SAPWIAI- Change ‘E’stablished or
‘D’isregarded or ‘I'ncomplete to ‘N’eeds to be reviewed OR insert requirement with ‘N’eeds to be
reviewed. Attached supporting documentation is not tracked as a separate item. RHACOMM noted
“‘SAPWAI to XX” where XX represents CSR initials and forwarded to CSR. CSR reviews for
completeness/validity prior to submitting to committee.

STUDENT LOAN SERVICE CENTER NOTICE TO REMOVE HOLDS- RHACOMM Noted “SLSC
notice to remove HOLD to Assistant Director” & forwarded to Assistant Director

TEACH on-line counseling — New in 0910, Dept of Ed TEACH counseling will be loaded into
Banner

TRA VOUCHERS — RHACOMM noted “TRA Voucher to XX” where XX represents CSR initials. Must
insert FOLDER requirement with ‘E’ status if not already present. Forward to CSR.

Unsub Requests (resulting from PLUS denials) RRAAREQ insert requirement on page 2 with
‘N’eeds to be reviewed status using description “PLUS Denial UNSUB Requested”. When inserting
Mm field must be checked (Ds field is not checked). NOTE: Requests can be verbal via phone, in
person. Hard copy requests can be destroyed after procedure, they do not need to be retained.
VERIFICATION WORKSHEETS— i i - Change ‘E’stablished or ‘D’isregarded or
‘I'ncomplete to ‘N’eeds to be reviewed if complete. Is complete if signed by student and at least one
parent if dependent worksheet. Incomplete see below

VESID VOUCHERS — RHACOMM noted “VESID Voucher to XX” where XX represents CSR initials.
Must insert FOLDER requirement with ‘E’ status if not already present. Forward to CSR.

W-2— Discarded, unless RHACOMM or RRAAREQ indicate requested by CSR.

WITHDRAWAL LIST- For additional instruction see; "WITHDRAWALS AND LEAVE OF ABSENCE
ROSTER FROM OFFICE OF STUDENT DEVELOPMENT"

Special Process Notes

Documents Listed

Any LISTED document rec’d and you are not able to follow directions, is RHACOMM “XX forward to
YY” where XX is description of document and YY is CSR initials, AND forwarded to CSR.

Status codes changed from ‘D’ must have the Ds and Mm fields selected

When documents tracked as ‘Z’ placed in Z-file.

Incomplete documents are tracked as ‘I'ncomplete AND support staff returns incomplete items to
student/parent, cc of incomplete item and accompanying letter must be maintained in student file.
Comment added to RHACOMM regarding what is missing on document (parent or student signature,
page missing of TAX return, etc.)

D-coding documents is permissible ONLY when all aid is canceled.

Documents Not Listed

Documents not specifically mentioned here are forwarded to Director. The following documents are not
tracked and may be shredded unless specifically requested by CSR (in which case the requirement is
established):

Copies of FAFSA (with Oneonta Code) (unless specifically requested by CSR)

File Folders

When working correctly, previous day tracked documents will have folder labels created (day after
tracked) or have a previously established folder. If folders do not exist for any documents (day after
tracked) the documents should be brought to the Director’s attention.

Folders that have similar/same names are color coded as a warning to pay special attention while
filing.
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New File Folder Labels

When a new file is needed for a name change/SSN Change etc. the old file is destroyed, RRAAREQ
FOLDER status changed to M, RHACOMM noted ‘FOLDER REPRINT’, and documents held by
requesting party until following day.
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VERIFICATION

whN e

Failure to submit documentation

Up to three tracking letters will be mailed to students requesting documentation. Aid is cancelled and
requirements ‘D’ coded if the documents are not received within 10 days after the 3rd tracking letter.

Independent Status

The requirement INDAPP with ‘M’ status will be used to identify independent students who have
guestionable independence status. This requirement will be posted by the Director and will require
follow-up by counselors. The required follow-up is determined by the circumstances by which the
student claims independence. For example: if student independence is by way of indicating military
veteran or on active duty, follow-up would be to obtain a DD214 or documentation of active duty
status. Other examples: if student independence is by way of indicating graduate/professional
student, and packaging group reflects the student is an undergraduate, then either the student
FAFSA will need correction or a Graduate Admissions record is necessary. A student indicating
unaccompanied youth status (homeless) will need documentation from either a HUD shelter or the
homeless liaison at the student’s high school. Independency due to ward of court or emancipated
minor status will need to submit documentation indicating such.

In all cases the Independence status must be noted in RHACOMM with pertinent facts beginning with
“IND STATUS-relevant facts”.

Independent Override

Annual determinations are made subject to merit of documentation on case by case basis. If
approved, letter to student and copy in student file. INDAPP with ‘S’ status and RHACOMM with
pertinent facts beginning with “IND STATUS-*

Verification Waivers

When students show only Unsub and Plus loan eligibility (EFC>Student Budget) verification can be
waived. The following procedure is followed:

CALL LIST NAME: NVxx where xx equals aid year
Review previous year EFC, summary information on ROASTAT.
Established requirements on RRAAREQ screen are waived.
A comment is placed in RHACOMM indicating that verification has been waived due to
PLUS/UNSUB only eligibility.
Lock current EDE record on the RNAOVXX screen.
Post a verification code ‘S’ on ROAPELL in order to release any future disbursements. (If you did
collect documentation and a review was performed you should use V).
Check Verification Complete box on ROASTAT to allow loan certifications to send.

Verification Quick Flow

CALL LIST NAME: VExx
RHACOMM
RNIAPPL
ROASTAT-
Note EFC
Note Dependency Status-verify Independent Students meet Independent criteria, review RNANAXX Options Menu

Verification Worksheet is not required to verify Household size or Number in college if:
student's valid federal output document (SAR, SAR Information Acknowledgement, or ISIR) is received within 90 days of the date the
application was signed.

Receipt Date: ROASTAT-AId Application Rcvd
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Application Signed Date: pg 5 of RNANAXX-Date Application Signed

***|f this method is used it is noted in RHACOMM and if the verification worksheet is not
required for any other purpose it is waived in RRAAREQ.
RNAVRXX- Verify required data.
If all data verify: enter ‘Verification Status Code’.
If all data does not verify: for simulations RNAPRXX from Options Menu (see Simulation)
RRAAREQ-

If application is sent for corrections add “TRXX/IIl YYYYMMDD" with a status code of “M” on p. 2 RRAAREQ (be sure to
check ‘Y’ for both Disb. and Memo fields. Satisfy appropriate requirements for other documents if review is completed (taxes, verification

worksheet). Where XX = corrected transaction number, llll=expected EFC, and YYYYMMDD (20080328) is today’s date.
If application is not sent for corrections change appropriate requirements status codes to ‘S'.

RPAAWRD-Review awards for accuracy.
The auto-package button will remove unlocked campus based programs if dollars are no longer available.

RNAOVXX-insert into the Lock Current Record field ‘Y’ if appropriate. If verification code is present
record must be locked.

Corrections Call List
CALL LIST NAME: CRxx

RHACOMM- Review any pertinent comments
RNIAPPL-Determine the most recent transaction and EFC
RRAAREQ-Does the expected transaction and EFC match

If NO: i expected transaction did not come in you can verify EDE correction was sent using CPS FAA Online. If sent more than two
weeks notify Director.

If YES: Change status of “TRxx/lil YYYYMMDD" to ‘S".
RNARSLT- Check ‘C’ flag and that the transaction is ‘Official’
RNAOVXX- insert into the Lock Current Record field Y’
ROAPELL-Insert *V’ Verification code.

RPAAWRD- Review awards for accuracy.

Simulation

You may need to perform a simulation to the student record to decide if the correction needs to be
sent.

RNAPRXX and change FM Source from EDE to SIM. Note the old EFC (‘Summary’ button).
Change the appropriate data and Calculate Need. This will take you to the RNARSxx screen and
show the new EFC value. If you decide a correction is required you MUST go to CPA FAA Online &
process a correction to the FAFSA.

Current Record
To change the current EDE record in banner change NEW FM REC SOURCE in RNAOVXX.
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C CODES

CALL LIST NAME: CCxx
RHACOMM-review prior c-code notes
RNIMSXX-Pg 3 to review message codes.

Message code(s) responsible for C-code are noted in RHACOMM
SPAPERS-For Selective Service Resolution:

If female-override Selective Service error & indicate in RHACOMM when clearing C-code

If male-Verify student’s Selective Service registration at

https://www.sss.gov/RegVer/wfVerification.aspx If student is registered, print screen, note student’s

first name & Oneonta ID on page & file. Add SELSER in RRAAREQ in ‘S’ status. Must insert
FOLDER requirement with ‘E’ status if not already present.

If not yet registered with Selective Service & 18™ birthday has passed or is within 30 days, insert

20

tracking code SELSER in RRAAREQ with ‘E’status. If 18" birthday is beyond 30 days, clear C-code

& comment.

RHACOMM:- Insert comments regarding reason for ‘C’
Ccode #XXX (where xxx is the message code) & describe

RRAAREQ The following C-code message codes must have the corresponding tracking

reﬂuirements:

C-Code or 0809 Reason RRAAREQ Action
Reject Message for C-Code
Code
004 NSLDS history change NSLDS=M

Reject 19 009 Drug Conviction, Not

Eligible for Title IV Aid
C-Code 010 FSEOG overpayment Make Appt w/Counselor
Reject 6 011 Father SSN not match

SSA
Reject 7 012 Mother SSN not match

SSA
Reject S 016 Fat her’' s DOE

in SSA
Reject T 017 Mot her ' s DOE

in SSA
Reject 5 018 Provide date of birth
C-Code 020 Pell Overpayment Make Appt w/Counselor
Reject P 023 SSN not valid per SSA
Reject 18 024 SSA not match SSN
C-Code 030 Selective Service SELSER
C-Code 033 Selective Service SELSER
C-Code 038 Pell Overpayment Make Appt w/Counselor
C-Code 039 Pell Overpayment Make Appt w/Counselor
Reject E 040 Father name, SSN

mismatch in SSA
C-Code 041 Pell Overpayment Make Appt w/Counselor
C-Code 042 Pell Overpayment Make Appt w/Counselor
C-Code 043 Pell Overpayment Make Appt w/Counselor
C-Code 046 DHS could not confirm CITIZN=E, G845=M

eligible Non-citizen status
Reject 9 049 Father/Mother SSN,

name, DOB needed
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Reject F 051 Mother name, SSN
mismatch in SSA
C-Code 053 Question 31 blank Call 800.4.FED.AID to answer
FAFSA question #31
C-Code 054 Drug Conviction Make Appt w/Counselor
C-Code 056 Drug Conviction Make Appt w/Counselor
C-Code 057 Must register with SELSER
Selective Service
C-Code 058 Drug Conviction Make Appt w/Counselor
Reject R 060 SSA not confirm DOB
Reject D 061 SSA not matching Name
Reject 4 062 Marital Status Date
Invalid
C-Code 063 DOB, SSN mismatch in BIRTHC, SOCSEC
SSA
C-Code 064 Name does not match SSN BIRTHC, SOCSEC
at SSA
C-Code 065 FSEOG overpayment Make Appt w/Counselor
C-Code 066 FSEOG overpayment Make Appt w/Counselor
C-Code 067 FSEOG overpayment Make Appt w/Counselor
Reject 17 068 Citizenship guestion blank
Reject A 069 DOB not valid
Reject B 072 DOB not valid
Reject 8 076 SSN is of deceased person
C-Code 077 FSEOG overpayment Make Appt w/Counselor
C-Code 079 FSEOG overpayment Make Appt w/Counselor
Reject N 080 Name incomplete on
paper FAFSA
Reject 13 082 Missing name on paper
FAFSA
Reject J 083 Stated parents filed taxes
but father does not have
an SSN
Reject K 084 Stated parents filed taxes
but mother does not have
an SSN
C-Code 086 Perkins overpayment Make Appt w/Counselor
Reject 11 089 Review Parent martial
status
C-Code 090 Perkins overpayment Make Appt w/Counselor
Reject 11 099 Review your marital status
C-Code 100 Perkins overpayment Make Appt w/Counselor
C-Code 101 Perkins overpayment Make Appt w/Counselor
C-Code 102 Perkins overpayment Make Appt w/Counselor
C-Code 105 DHS did not confirm non- CITIZN, G845=M
citizen eligibility
C-Code 107 Perkins overpayment Make Appt w/Counselor
Reject 15 108 Missing Parent signature
C-Code 109 DHS did not confirm non- CITIZN, G845 =M
citizen eligibility
Reject 16 110 Signature page not

received
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Reject 12 111 Parent income tax = AGI
Reject 3 114 Your income tax = AGI
C-Code 115 Loan Discharged in Make Appt w/Counselor
Bankruptcy
C-Code 116 Loan in active Bankruptcy Make Appt w/Counselor
status
C-Code 124 Defaulted Loan Release of Defaulted Loan
Documentation
Reject 20 126 Parents income over min.
to file taxes
Reject 2 129 Missing Parents income
info
Reject 2 130 Missing your income info
Reject 20 131 Student income over min.
to file
C-Code 132 Default Release of Defaulted Loan
Documentation
C-Code 133 Federal Overpayment Make Appt w/Counselor
C-Code 134 Defaulted Loan Release of Defaulted Loan
Documentation
C-Code 135 Defaulted Loan, contact Release of Defaulted Loan
lender Documentation
C-Code 136 Defaulted Loan , contact Release of Defaulted Loan
previous college Documentation
C-Code 138 NSLDS not matching BIRTHC, SOCSEC, NSLDS=M
Birth Certificate/Soc Sec
Reject 8 140 SSN is of deceased person
C-Code 141 Citizenship question CITIZN
changed, now must
provide doc. to FAO
C-Code 142 Eligible non-citizenship in CITIZN, G845=M
question
C-Code 144 Eligible non-citizenship in CITIZN, G845 =M
question
Reject 8 145 SSN is of deceased person
C-Code 146 Citizenship in question by BIRTHC, CITIZN, SOCSEC
SSA
Reject 1 150 Need parent & your asset
info
Reject 1 151 Missing student asset info
Reject 3 152 Income tax = AGI
Reject G 153 Income tax too high for
AGI
Reject C 154 Parent income tax too
high for AGI
Reject C 155 Income tax too high for
AGI
Reject 14 160 Missing student signature
C-Code 162 Veteran Status in question DD214
by VA
Reject J 164 Parent filed taxes but has
and K no SSN

22



23

Reject 10 168 Parent marital status &
family members blank

Reject 10 169 Marital Status

C-Code 173 Veteran Status in question DD214
by VA

Reject W 178 Confirm # of family
members

Reject W 179 Confirm # of family
members

C-Code 180 Veteran Status in question DD214
by VA

C-Code 240 ACG overpayment Make Appt w/Counselor

C-Code 241 ACG overpayment Make Appt w/Counselor

C-Code 242 ACG overpayment Make Appt w/Counselor

C-Code 243 ACG overpayment Make Appt w/Counselor

C-Code 244 ACG overpayment Make Appt w/Counselor

C-Code 246 ACG overpayment Make Appt w/Counselor

C-Code 254 NSLDS exceeds aggregate Verify Loan Eligibility NSLDS=M
loan limits

C-Code 255 NSLDS exceeds aggregate Verify Loan Eligibility NSLDS=M
loan limits

C-Code 256 NSLDS exceeds aggregate Verify Loan Eligibility NSLDS=M
loan limits

C-Code 260 NSLDS exceeds aggregate Verify Loan Eligibility NSLDS=M
loan limits

C-Code 261 SMART Grant Make Appt w/Counselor
overpayment

C-Code 262 SMART Grant Make Appt w/Counselor
overpayment

C-Code 263 SMART Grant Make Appt w/Counselor
overpayment

C-Code 264 SMART Grant Make Appt w/Counselor
overpayment

C-Code 265 SMART Grant Make Appt w/Counselor
overpayment

C-Code 266 SMART Grant Make Appt w/Counselor
overpayment

The full text of data base flags, match flags, and c-codes for the current academic year can be
reviewed at http://www.ifap.ed.qov/IFAPWebApp/index.jsp
RNARSXxx-to delete SAR 'C' Flag: 1 code when resolved.

Rejects — Students inquiring about FAFSA rejects are given the reason from chart above.

CSR/Support Staff will note details of conversation in RHACOMM.

Students/parents must resolve FAFSA rejects on their own by correcting FAFSA/resolving issue.
G-845

Secondary Confirmation is required for those listing an Eligible Noncitizen status on the FAFSA who
fail the automated DHS match. Secondary Confirmation is accomplished with the G-845. The DHS
Verification # must be entered on the G-845. You can obtain this number on page 2 of RNIMSXX.
You must submit the non-citizenship eligibility documentation with the G-845 form. You must ask for
this documentation from the student prior to completing the G-845.

The form is sent to DHS and tracking code G845 entered in RRAAREQ with ‘M’ status. Result of
secondary confirmation will take 5-10 working days. The ONLY eligible categories are 1,2,5,6,7,8.
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An exception to the secondary confirmation process is the category of Victims of Human Trafficking,
who are verified by HHS, not DHS, and will therefore fail the automated DHS match. Students
should submit letter of their status from HHS and CSR will call the Office of Refugee Resettlement at
1-866-401-5510, as noted on the letter, to verify its validity and confirm that the eligibility has not
expired. You must note the date, time, and results of the call in RHACOMM and retain a copy of the
letter.

Social Security Number (SSN) Issues — If a student’s SSN in Banner is a mismatch to FAFSA or
other documented SSN, notify Director.
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BUDGETS

2009-2010 Student

Budgets

BD

FCON

FEES

LFEE

MINS- Med Ins.
PB - Books
PERS

RM

SCON

TRAN

TOTAL
Direct

Indirect

UINHM

1200
120

1000
1184
1500

1105

4970

UINON

3700

1200
120

1000
1184
5800

935

4970

uos

3700

1200
120

1000
1184
5800

1275
1287

ADMCON

1850

600
26

500
625.5
2900

467.5

2485

CONSOR

s

e i

GCIN

GCOS

GIN

GOS

3700 3700 3700 3700
1200 1200 1200 1200
120 120 120 120
0 0
1000 1000 1000 1000
1400 1400 1400 1400
6428 6428 5800 5800
935 1275 935 1275
1325 1325
8370 0 8370 0

11079
6170
4909

18909
15670
3239

27149
23570
3579

9454
7835
1619

10

23153
19698
3455

28373
24578
3795

22525
19070
3455

27745
23950
3795

25
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e Consortium Students

Consortium students are identified by the presence of CONSOR in RRAAREQ, and are given a
CONSOR budget group and CONSOR packaging group. CONSOR Budget groups will include FCON
and SCON line items (CONS is not automatically inserted). These line items are used to document
consortium cost for appropriate semester (if fall consortium student the FCON line item is used to
represent the consortium costs for fall semester. Fall amounts represented in all other line items are
subtracted out.) Both CAMP budgets and Pell budgets need to be amended.

FCON-Fall Consortium Amounts
SCON-Spring Consortium Amounts
CONS-Summer Consortium Amounts

Also See CONSORTIUM AGREEMENTS

e Summer Budgets

Summer budgets are calculated using shared spreadsheet. The spreadsheet calculates needed
entries and suggests Banner Coding requirements. A copy of the worksheet must be placed in the
student file.

Budget adjustments are:

1. Tuition
Graduate NY Res 328/Cr Hr
Graduate Non Res 552/Cr Hr

Ugrad NY Res 207/Cr Hr
Ugrad Non Res 536/Cr Hr
2. Loan Fees-may be adjusted only if the student actually incurred origination fees in excess of the
standard budget.
3. Room- Actual charges ($140/week) or $100/summer if living at home
4. Board-Actual charges or ($100/week) or $100/summer if living at home
5. Books-Students attending classes during summer will have budgets increased by $200.
6. Transportation-a standard allowance of $100
7. Personal Expense- a standard allowance of $300

Part Time Budgets

Students reporting other than Full-Time on EDE record will have BUDGET inserted with an ‘M’ status in
RRAAREQ. This requirement will establish the student on the Verification Report. The following
steps must be taken. Use Part Time Budget Calculation spreadsheet to calculate budget. A copy is
placed in the students record. RBAABUD is adjusted. Insert RHACOMM with the following format
“‘BUDGET XX/YY” where XX is # fall credits and YY is # spring credits. Satisfy BUDGET in
RRAAREQ.

The spreadsheet calculates the budget in the following manner:

CAMP Budget

1. Tuition-Actual/Anticipated charges are used.
Graduate NY Res 328/Cr Hr
Graduate Non Res 552/Cr Hr

Ugrad NY Res 207/Cr Hr

Ugrad Non Res 536/Cr Hr
2. Fees-
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Less than half time Semester $ 25.00/sem
Half time Semester $100.00/sem

% time Semester $200.00/sem

Full Time 50% AY Allowance

If student is Half time Fall and ¥ time Spring fees would equal ($100 + $200 = $300)
3. Loan Fees Adjusted to actual loan fees (Zero for <1/2 students)

4. Room-
Less than half timeSemester 0% AY Allowance
Half time Semester 25% AY Allowance
% time Semester 50% AY Allowance
Full time 50% AY Allowance
5. Board
Less than half timeSemester 0% AY Allowance
Half time Semester 25% AY Allowance
% time Semester 50% AY Allowance
Full time 50% AY Allowance

6. Books-$100/course/sem
7. Transportation-

Less than half timeSemester 0% AY Allowance
Half time Semester 25% AY Allowance
% time Semester 50% AY Allowance
Full time 50% AY Allowance

8. Personal Expense- a standard allowance of $475/sem (Zero for <1/2 students)

On page 2 or RPAAWRD the Packaging Load indicator must be changed to reflect the correct load.
Acceptable values:

1= Full Time
2 = Three-Quarter Time
3 = Half Time

4 = Less than Half Time

PELL Budgets

For students enrolled less than half time, only Tuition, Fees Books, Transportation (for full time AY) can
be included for purposes of calculating Pell Grant eligibility. For <1/2 students you must delete from
the PELL COA the following line items (Loan Fees, Room, Board, Personal). The Part-time Budget
spreadsheet updated annually makes these adjustments.

1. Tuition-Actual/Anticipated charges are used.

Ugrad NY Res 207.00/Cr Hr
Ugrad Non Res 536.00/Cr Hr
Fees- AY allowance
Loan Fees Adjusted to actual loan fees
Room-AY allowance
Board- AY allowance
Books- AY allowance
Transportation- AY allowance
Personal Expense- AY allowance

NGO A~WN

e Budget Adjustments

Noted by the use of XOTH on RBAABUD. RHACOMM will give itemization of amounts and category,
and hard copy documentation maintained in student file.
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e Part-Time Aid Packages

Campus based programs (SEOG, FWS, PERK) are prorated from default full time awards. A typical
SEOG award for a full time, AY student is $1000. An AY student attending % time would receive
$750 while a Fall only % time student would receive only $375.
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OTHER RESOURCES

[l AmeriCorps

The amount of eligible payments can not exceed the “cost of attendance” for the enrollment period
minus other sources of financial assistance, such as grants, scholarships, VA benefits, and loans.

Voucher amounts are listed by semester on RPAARSC.

0 ATM
Residence Life Office will provide a list of students hired to be ATM’s (R3/Blank/ATM).

Benefits are posted in RPAARSC by semester with Resource = "RA” as follows (Discontinue use of
‘ATM’ code) :

((R3 or R5) 1% year ATMs
$2,900 toward room/Semester*

(R4) 2" year ATMs
$2,900 toward room/Semester*
$ 200 toward meal plan
$ 100 book voucher
$3,200 TOTAL

*If only partial semester net adjustments (TSAAREV RW% and BW%) are inserted into RPAARSC
(Actual Amount) for the appropriate semester.

[l CAMP FAO Contact: Serenity Beardslee

CAMP Program Director will provide Serenity a list of students admitted as College
Assistance Migrant Program students, along with award amounts.

Benefits are posted in RPAAWRD by semester using CAMP fund code.
Only freshmen are eligible for the CAMP Grant.

[0 GATA

Tuition Waiver/Graduate Assistantships. Appear on RPAAWRD with fund Code GATA in the amount
of tuition.

[l  Graduate Assistantships

Assistantships for less than tuition. Benefits are posted in RPAARSC by semester with Resource =

"GA” equal to the amount of the assistantship.
Note: Graduate Opportunity Waiver is not a Resource. This Tuition Waiver/Graduate Assistantship appears
on RPAAWRD with fund Code GROPP in the amount of tuition.

[1  Help Desk Support & Lab Consultants/ Hunt Union Managers
Now paid as hourly employees. There is no other compensation to be considered a Resource.

[1  Misc. Scholarships (paid directly to student)

Scholarships issued directly to students, and do not flow through our accounting system. See Other
Scholarships.
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[0 Morris Complex Resident Managers

Morris Conference Center will provide a list of students hired to be Resident managers at the start of
each semester.

Benefits are posted in RPAARSC by semester with Resource ="RA” as follows:
$2,900 toward room/Semester

*If only partial semester net adjustments (TSAAREV RW% and BW%) are inserted into RPAARSC
(Actual Amount) for the appropriate semester.

[l  Resident Assistants
Residence Life Office will provide a list of students hired to be RA’s.

Benefits are posted in RPAARSC by semester with Resource ="RA” as follows:
1st year RA’s (R1)*

2900 toward room/Semester
300 toward meals/Semester
3200 TOTAL

2nd year RA’s (R2)*

2900 toward room/Semester
500 toward meals/Semester
3400 TOTAL

*If only partial semester net adjustments (TSAAREV RW% and BW%) are inserted into RPAARSC
(Actual Amount) for the appropriate semester.

1 SPECIAL CIRCUMSTANCES

Counseling Discussion/ Disclosures:

The Department of Education’s Philosophy is that the best indicator of your and your family’s ability
to contribute towards your educational costs is your income information from the last completed tax
year.

EXAMPLE:

2008-2009 Financial aid is based upon the information you supplied on 2008-2009 Free Application
for Federal Student Aid (FAFSA) which reflects information contained on 2007 Federal Income tax
returns.

Occasionally due to circumstances beyond the family’s control, this income is not the best indicator
of family’s ability to contribute towards educational costs. Each financial aid office has the ability to
use their professional judgment to change certain data elements to better reflect the family’s ability
to contribute towards educational costs. The initial FAFSA is completed using the required tax data.
After the application is processed we may make changes based on special circumstances.
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Listed below are some common reasons for requesting special circumstances with recommended
documentation for submission. Documentation should be submitted with a cover letter that clearly
identifies the student’s name and Oneonta ID number.

REASON
If the student or student’s parent(s) experienced a substantial loss in earnings since the last
completed tax year. The loss of employment must be at least 12 weeks.

DOCUMENTATION
Reason for loss of earnings
Total Estimated income for new tax year; itemize the income from the list below.

Itemize all gross income earned to date. Include any of the following sources of income:
year to date gross income from wages

disability payments

worker’'s compensations

unemployment benefits

alimony

IRA distributions

Income from business/farm/rental properties

Child Support

If this loss of income occurs after November of the new tax year, a copy of the new tax year federal
income tax return must be submitted.

REASON
If the student or student’s parent(s) experienced unusually high medical or dental charges not
covered by insurance.

DOCUMENTATION
Document total medical charges with an itemized statement of charges by hospital/doctor/dentist
Document the amount covered by insurance

After this office reviews your unusual circumstances you will be notified in writing of the findings,
informed of any changes we made to your application and instructions on how to proceed. This list is
not exhaustive. If you feel there are other unusual circumstances please visit with your financial aid
counselor to discuss options that may be available to you.

Counselors: If Professional Judgment is used, RHACOMM relevant information & contact student in
writing disclosing detailed information the judgment was based on and specific changes in the
financial aid award, copy to student folder. When making correction on CPS online, select ‘EFC
adjustment requested’ option and lock RNAOVXX when new transaction is received.

SUMMER AID

Students must make an appointment with their Financial Aid Counselor to have aid awarded for
Summer Semester. Budgets and EFC must be recalculated. See “Budgets” and “EFC”.

e Summer Session |
Available aid- Pell, TAP, Federal Stafford Loan, Federal PLUS Loan
Possibly FWS, Federal Perkins Loans & Federal SEOG if campus-based funding still available

e Summer Session I
Available aid- Pell, TAP, Federal Stafford Loan, Federal PLUS Loan
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Possibly FWS, Federal Perkins Loans & Federal SEOG if campus-based funding still available

Summer Counseling Points to discuss with Student

Federal Stafford Loan eligibility for Summer Term

e Students must be enrolled at least half-time (6 credits) for Summer Term AND have remaining
annual loan limit eligibility from current academic year.

e Students borrowing maximum annual loan limits during the academic year are not eligible for
summer Stafford loan.

e Students whose current Stafford lender has discontinued participation in the Stafford Loan
Program will need to complete a new Stafford e-MPN at Step 9 on
www.financialaid.oneonta.edu.

Summer Bill/ Refunds/ Timing of Disbursements

e Students receiving Stafford Loan who are enrolled less than 6 credits during Summer Session |
will have Stafford Loan disbursement delayed until the start of Session Il.

e Students enrolled in Summer term MUST ‘clear your bill’ from Student Accounts as in any other
semester.

e Students must contact the Student Accounts Office (607-436-3389) regarding refund checks and
access to excess funds.

Summer TAP

e Most students can receive TAP for only eight semesters. Receiving a Summer TAP grant
counts toward this maximum.

e Students must have accrued 24 credits at Oneonta in the previous Fall and Spring semesters
(including at least 12 credits in Spring) to qualify for summer TAP.

Change in Summer Enrollment of any kind

o After Summer aid eligibility has been determined during your meeting with your Financial Aid
Advisor, ANY change in your Summer Enroliment, including increasing or decreasing the
number of credits you are enrolled in, a course cancellation, OR dropping a class in one session
and adding a class in another MUST BE REPORTED to your Financial Aid Advisor immediately.
Call Financial Aid at 607-436-2532.

e When Summer enroliment changes in any way, your Summer aid will need to be cancelled and
you will need a new determination of eligibility from your Financial Aid Advisor.

Students Receiving Aid on Consortium While Visiting Another College (including Overseas

Programs)

e There is no formal relationship between SUNY Oneonta and the college you are attending with
regard to assessment/payment of charges (tuition and otherwise). Be aware that you assume full
responsibility for any and all charges incurred at the visiting institution, as well as full
rct)asponfibility for timely payments, regardless of outcome/timing of aid processing at SUNY

neonta.

e Contact the Student Accounts Office (607-436-3389) regarding arranging payments from your
financial aid to the visiting college.

e Financial Aid for subsequent semesters WILL NOT BE PROCESSED until the final official
academic transcript from the visiting college, for the consortium enrollment period, has been

received by SUNY Oneonta’s Registrar's Office, processed, and satisfactory academic progress
reviewed.

As always, please be sure your local/ permanent residence address and phone numbers are up to
date on Oneonta Web Services.

Federal Student Loans

Always treated as a trailer. Students must have remaining annual loan limit eligibility. Students
borrowing maximum annual loan limits during the academic year are not eligible to apply for summer
loans.

An award is posted to RPAAWRD and associated with term YYYYO06 on p2.
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Loan Period for Federal Stafford Loans (STFD, UNSUB) defined through the use of that academic
year's summer spreadsheet. You must Create Loan manually & make the Loan Period change in
RPAELAP (you must lock the ELAP record to prevent overwriting).

e Summer Loan Procedure - PLUS Loans
PLUS Loans must be manually created by Assistant Director per counselor request. PLUS Loan
amount must be added on RPAAWRD on the same day Assistant Director manually creates
RPAELAP record. (Otherwise, overnight processing will default PLUS Loan Period to student’s aid

period.)

Lock all summer (PLUS, STFD, UNSUB, Alt Loan) Records

e EFC
All students receiving summer aid will have EFC recalculated with additional 3 months.

e Valid Aid Periods are:
*Full07, Full, Fall, Spring

*Full07- requires manual calculation for all terms for all funds.
For part time student adjustments see “Part Time Budgets “

e Summer Terms and Codes
P/T Description Start End WksCensus1l Census2 Ovr

| Summer |

J Summer I

O One-Week
P Two-Week
Q Three-Week
R Four-Week
S Special 1

e Pell Grant

Example:

Students registered Summer Session | and Il may choose prior year or following year eligibility. In
the case of students having Pell eligibility determined from the prior award year, the Pell award will
go on the prior award year in the xxxx06 aid term. In the case of students having Pell eligibility
determined from following award year, the Pell award will go on the following award year in the
xXxx07 aid term.

Students registered Summer Session | only can only have remaining prior year Pell eligibility. In the
case of students registered Summer Session Il only, the Pell award must be from the following award
year (student must have an official verified following award year FAFSA on file) and Pell must be in
the xxxx07 aid term. Summer spreadsheet will give additional instructions for adding Pell to the
xxxx07 aid term.

There are two reasons a Pell award must be manually calculated and locked:

1. Students subject to a Return to Title IV Pell Refund will have Pell locked.
2. Students receiving Pell awards during previous semesters which affect subsequent term awards:
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Students with Summer awards that will reduce Spring awards (Full07 Aid Period).
Spring Transfer students who received more than 50% of annual Pell grant amount in
Summer/Fall and require Spring awards to be reduced.

Mixed Enrollment students no longer have Pell locked. Mixed enroliment will be indicated on RNANAXx
page 2 which will cause Banner to recalc fall & spring Pell.

New effective July 1, 2009 YEAR-ROUND PELL

Pell will begin to be awarded year-round, without limiting students to 100% of their annual award per aid
year.

Perkins

Perkins awards may, at the discretion of the Director be given to students attending summer session
| at least part time.

FWS

XXXX07 terms

Valid FAFSA for upcoming academic year

Completed Verification if selected for upcoming year

Current full time registration for upcoming year

Over-awards-In general XXXX07 FWS awards will reduce need for upcoming year. We will offset
summer FWS earnings via budget adjustments on a case by case basis starting Fall semester. Be
particularly careful when previous year or upcoming year summer budgets (LSUM and PSUM
respectively) are used. You may need to move some previous year LSUM to upcoming year PSUM
to cover FWS award.

When FWS is awarded letters are produced for mailing FWS Preference Request (INIT_FWS in
RUAMAIL). Request must be returned by due date printed on letter after which FWS award is
automatically cancelled.

Upon receipt of FWS Preference Request form FWS awards are changed to ‘ACPT'. If FWS is
‘CNCL’ status the appropriate award status must be determined by counselor.

FEDERAL PELL

Pell cost of attendance for Less than half time:

If the student is enrolled less than half time, the aid administrator may include in the Pell COA only
those cost components:

tuition and fees;
an allowance for books and supplies;
transportation (but not miscellaneous expenses); and an allowance for dependent care expenses

There are two reasons a Pell award must be manually calculated and locked:
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1. Students subject to a Return to Title IV Pell Refund will have Pell locked.
2. Students receiving Pell awards during previous semesters which affect subsequent term awards:
Students with Summer awards that will reduce Spring awards (Full07 Aid Period).
Spring Transfer students who received more than 50% of annual Pell grant amount in
Summer/Fall and require Spring awards to be reduced.

Mixed Enrollment students no longer have Pell locked. Mixed enroliment will be indicated on RNANAXx
page 2 which will cause Banner to recalc fall & spring Pell.

Federal Academic Competitiveness Grant (ACG) and
National Science and Mathematics Access to Retain Talent (SMART)
Grant

Academic Competitiveness Grant (ACG): ACG is a federal grant awarded during the first
and second years of college to Federal Pell grant eligible students who recently completed a rigorous secondary
program of study. Eligible students must have graduated high school after January 1, 2006 for $750 first year
recipients, or graduated high school after January 1, 2005 and maintained a cumulative grade point average
(GPA) of 3.0 to receive $1,300 as second year students.

Through the use of the FAFSA, documentation of academic rigor in the high school program, and other
supporting documents, the College selects the recipients of ACG. Students are not awarded ACG beyond the
second year class level.

Eligible students can only received each award (ACG1, ACG2) for a maximum of two semesters. Transfer
students should have NSLDS evaluated for prior grants which may affect current eligibility. Grades from
transfer credits are included in cumulative GPA calculation.

National Science and Mathematics Access to Retain Talent (SMART) Grant:
The SMART Grant of up to $4000 annually in the third and fourth college years can be awarded to students
pursuing an eligible major as determined by the U.S. Department of Education in the fields of physical, life or
computer sciences, mathematics, technology, engineering, or a critical foreign language. Eligible students
must be a Pell grant recipient enrolled full time and maintaining a 3.0 cumulative grade point average (GPA).

Through the use of the FAFSA and other supporting documents, the College selects the recipients of SMART
Grants.

Counselors will use the ACG & SMART eligible / not eligible reports generated by Director to award these
grants wusi ng -yeanbasedon creditse The foll@vingcbdes aresused:

ACG1l ACG for freshman

ACG2 ACG for sophomores

SMRT1 SMART for juniors

SMRT2 SMART for seniors

Eligible students can only received each award (SMRT1, SMRT2) for a maximum of two semesters. Transfer
students should have NSLDS evaluated for prior grants which may affect current eligibility. Grades from
transfer credits are included in cumulative GPA calculation.

Congress defined 240 some CIP codes as being eligible for SMART grants. From the original
code list, below are the ones offered at SUNY Oneonta.

|
MAJOR_CODE MAJOR_DESCRIPTION CIPC_CODE |CIPC_DESCRIPTION |ADMISS_MAJOR_DESC
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1 |ENVB Environmental Science 261305 Environmental Science BIOL
2 |ENVE Environmental Science 400601 Environmental Science ESCI
3 |ENVP Environmental Science 301501 Environmental Science GEOG
4 |ENVC Environmental Science 400501 Environmental Science CHEM
5 |STAT Statistics 270501 Statistics liberal arts Statistics major MATH
6 |[WATR Water Resources 400605 Water Resources liberal arts Water Resources major ESCI
7 |GEOL Geology 400601 Geology liberal arts Geology major ESCI
8 |CSCl Computer Science 300801 Computer Science liberal arts Computer Science major MATH
9 |PHYS Physics 400801 Physics liberal arts Physics major PHYS
10 [MATH Mathematics 270101 Mathematics liberal arts Mathematics major MATH
11 [BIOL Biology 269999 Biology liberal arts Biology major BIOL
12 |CHEM Chemistry 400501 Chemistry liberal arts Chemistry major CHEM
13 |[ENVS Environmental Science 261305 Environmental Science |liberal arts Environmental Science major |BIOL
14 |ESCI Earth Science 400601 Earth Science liberal arts Earth Sciences major ESCI
15 [METR Meteorology 400404 Meteorology liberal arts Meteorology major ESCI

Federal TEACH Grant Program

Through the College Cost Reduction and Access Act of 2007, Congress created the Teacher Education
Assistance for College and Higher Education (TEACH) Grant Program that provides grants of up to $4,000 per
year to students who intend to teach in a high-need field in a public or private elementary or secondary school
that serves students from low-income families.

Student Eligibility Requirements
To receive a TEACH Grant you must meet the following criteria:

chosen to participate in the TEACH Grant Program.

Complete the Free Application for Federal Student Aid (FAFSA), although you do not have to demonstrate financial need.
Be a U.S. citizen or eligible non-citizen.
Be enrolled as an undergraduate, post-baccalaureate, or graduate student in a postsecondary educational institution that has

Be enrolled in coursework that is hecessary to begin a career in teaching or plan to complete such coursework. Such
coursework may include subject area courses (e.g., math courses for a student who intends to be a math teacher).

Meet certain academic achievement requirements (generally, scoring above the 75th percentile on a college admissions test or
maintaining a cumulative GPA of at least 3.25).

Sign a TEACH Grant Agreement to Serve (see below for more information on the TEACH Grant Agreement to Serve).

High-Need Field
High-need fields are the specific areas identified below —

Bilingual Education and English Language Acquisition.

Foreign Language.

Mathematics.

Reading Specialist.

Science.

Special Education.
Other identified teacher shortage areas as of the time you begin teaching in that field. These are teacher subject shortage

areas (not geographic areas) that are listed in the Department of Education’s Annual Teacher Shortage Area Nationwide Listing. To
access the listing, please go to http://www.ed.gov/about/offices/list/ope/pol/tsa.doc.

Schools Serving Low-Income Students
Schools serving low-income students include any elementary or secondary school that is listed in the Department of Education’s Annual
Directory of Designated Low-Income Schools for Teacher Cancellation Benefits. To access the Directory, please go to

https://www.tcli.ed.gov/CBSW ebApp/tcli/TCLIPubSchoolSearch.jsp.
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TEACH Grant Agreement to Serve

Each year you receive a TEACH Grant, you must sign a TEACH Grant Agreement to Serve that will be available electronically on a

Department of Education Web site. The TEACH Grant Agreement to Serve specifies the conditions under which the grant will be

awarded, the teaching service requirements, and includes an acknowledgment by you that you understand that if you do not meet the
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teaching service requirements you must repay the grant as a Federal Direct Unsubsidized Loan, with interest accrued from the date the

grant funds were disbursed. Specifically, the TEACH Grant Agreement to Serve will require the following:

For each TEACH Grant-eligible program for which you received TEACH Grant funds, you must serve as a full-time teacher for
a total of at least four academic years within eight calendar years after you completed or withdrew from the academic program for which

you received the TEACH Grant.

You must perform the teaching service as a highly-qualified teacher at a low-income school. The term highly-qualified teacher

is defined in section 9101(23) of the Elementary and Secondary Education Act of 1965 or in section 602(10) of the Individuals With

Disabilities Education Act.
Your teaching service must be in a high-need field.
You must comply with any other requirements that the Department of Education determines to be necessary.

If you do not complete the required teaching service obligation, TEACH Grant funds you received will be converted to a Federal

Direct Unsubsidized Stafford Loan that you must repay, with interest charged from the date of each TEACH Grant disbursement.

Federal TEACH Grant procedure

As a student expresses interest in person/at counter/over phone in the Federal TEACH Program, use
Banner form ZFATECH to determine eligibility. The bottom of the form will show "ELIGIBLE" or
"NOT ELIGIBLE”. If a qualified student decides to investigate further, instruct on how to complete

TEACH counseling session at Dept of Ed.’s My Teach Grant site

https://teach-ats.ed.gov/ats/studentHome.action (also Step 11 on our website) & make an appt with
their FA counselor. Student should be informed to complete on-line counseling session prior to their
appointment. After the first year of participation, TEACH Grant will be automatically packaged. The

student will still need to complete the remainder of the process.

e Student completes on-line TEACH counseling session. (Starting for 0910 year, entrance info

from Dept of Ed will be downloaded into Banner.)
e TEACH in-person counseling with FA counselor will include:

0 Explanation of 4-year service agreement requirements, specifying that this is NOT a job-
placement program & the Dept of Education estimates 80% of Grants will convert to a
loan.

o Effect on financial aid award (possible reduction of other aid).

o Explain failure to complete service obligation results in irrevocable conversion to
Unsubsidized Stafford Loan.

0 Student must notify Dept of Education within 120 days of ceasing enrollment and
annually thereafter indicating current employment & future plans, or conversion to loan
will occur (more info on this at EXIT counseling).

0 FA CSR gives student Faculty Advisor Counseling form & advises student to meet only
with Division of Education faculty advisor.

0 TEACHU or TEACHG put up on RPAAWRD in BID status.

Student will schedule an appointment with their Division of Education faculty advisor where they
will discuss academic requirements, teaching opportunities and the teaching certification
process, essentially how to get the proper credentials to be able to obtain a teaching position that
will fulfill the service agreement. The academic advisor will sign off on the Faculty Advisor
Counseling form.

Student brings the completed form back to FA counselor. At that point we assume the student
has all the necessary information needed to make an informed decision about the program and if
it is the right fit for their educational plan. FA counselor checks that online TEACH entrance was
completed, files completed Advising Review form, and satisfies TEACH entrance requirement on
RRAAREQ (and inserts FOLDER requirement in ‘E’ status of no folder exists), changes TEACHU
or TEACHG on RPAAWRD to ACPT status, & indicates date & initials on Advising Review form
before filing.
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FA CSR advises student that in a few days the student should go on-line to the My
Teach Grant site https://teach-ats.ed.gov/ats/studentHome.action to complete the U.S.
Department of Education’s Agreement to Service (ATS) and then disbursement can

occur.

TEACH Exit process — Student will receive a TEACH exit letter asking them to complete a

Mapping Your Future online TEACH exit (at Step 14 on our site).

FEDERAL STAFFORD LOANS

e Federal Annual Loan Limits
Student eligibility is limited by two factors: 1.) Annual loan Limits and 2.) Financial Need.

Annual Loan limits as of July 1, 2008 are as described below:
Base amt Additional Unsub(Dep) OR Add’l Unsub(Indep or PLUS Denial)

0-24 Credits Fresh $3500 $2000 $6000
25-56 Credits Soph $4500 $2000 $6000
57-89 Credits Jr $5500 $2000 $7000
90-122 Credits Sr $5500 $2000 $7000

Base amount Additional Unsubsidized

Graduates $8500 $12,000

Aggregate Loan Limits (Effective July 1, 2008)
Undergraduate Dependent Students: $31,000 (no more than $23,000 of which can be subsidized)

Undergraduate Independent Students: $57,500 (no more than $23,000 of which can be subsidized)

Graduate and Professional Students: currently $138,500 (no more than $65,500 of which can be
subsidized)

**Einal Enrollment Periods < 1 academic year are subject to Proportional Proration. Academic year is

30 weeks and at least 24 credit hours. Proration calculation must be documented in RHACOMM

following the format:

Dependent Students
PRORATE-STFD/UNSUB XXXX (NN/24)=$%

Where XXXX=non-prorated annual loan limit (3500, 4500,5500)and NN=registered Credits

Independent Students or Dependents with PLUS Denials
PRORATE-STFD/UNSUB XXXX (NN/24)=$%

Where XXXX=non-prorated annual loan limit (3500, 4500,5500)and NN=registered Credits

PRORATE-ADDL UNSUB XXXX (NN/24)=$

Where XXXX=non-prorated annual loan limit (4000,5000)and NN=registered Credits

Call List LPxx

ONoOOA~WNE

ROASTAT-Review Ind/Dep, Verification

ROAENRL — Review Credits

RNIMSXX-Review 5 mo budget if different from 9 month, will need to do recalc.
RNANAXX-Set enrollment terms appropriately. Do not send corrections.
RNAOVXX-set budget to 5 months if needed, recalc, and lock record
RBAABUD-set budget to appropriate term

RHACOMM-insert comment ‘PRORAT stfd (calculation), unsub (calculation)
RPAAWRD-adjust awards
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9. RRAAREQ-'S’ RPRORAT requirement

e Increase In Class Year Stafford Loan Increases

Change class year in RNANAXX
Put up new award RPAAWRD
Loan eligibility is reflective of appropriate loan period EFC, Budget, Term Aid
RHACOMM loan for increase class year using the format:
CLASYR-describe credits & class year change
Create RPRELAP
Make loan appropriate loan period & lock
Change in class year program will reduce class year but will not harm the loan on RPAAWRD.
Class year program will not include credits transcripted for previous fall term. (If it did FAFSA's
received during spring semester will have incorrect loan amounts for fall semester, as the class year
will include fall coursework.) Therefore, Banner class year will always revert back to class year at
beginning of that academic year.

e Entrance Interviews

Daily, support staff will draw down on-line entrance interviews from http://www.mapping-your-
future.org/services/fao.cfm

PLUS Loans

Awarded in ACPT status. After loan certification, Parent must actively accept PLUS loan and
indicate a specific requested amount (Active Confirmation) at www.hesc.com Parent — Complete
your E-MPN. Parents with an e-MPN on file at NYS HESC will need to complete Active Confirmation
through this process for each academic year that a PLUS Loan is borrowed.

Since April 2006, HESC requiring borrowers to register a HESC PIN for use with HESC online
processes. Through the e-MPN steps at www.hesc.com for both Stafford & PLUS MPNSs, borrowers
will be prompted to ‘complete the online registration’ and ‘First-time users click here to register with
HESC’ First-time users refer to any borrower not already registered for a HESC PIN.

Instructions to complete e-MPN or Active Confirmation are mailed by HESC after our loan
certification is SENT.

[l PLUS Pre-Approvals/PLUS Denials w UNSUB request

Plus loans in guaranteed status will appear on student bills in the Financial Aid/Other Deferrals
section.

e PLUS Loan Pre-approvals are forwarded to Counselor so borrower can be instructed on our process. If
borrower wishes to use a process other than HESC electronic process, Counselor will certify using that
lender/guarantor’'s manual process. RHACOMM the details and copy to folder.

e Additional UNSUB due to PLUS Denial

In order to process additional unsubsidized we must have:
1.) Confirmation of the denial documented in the file, and
2.) Indication from the student that they wish to pursue the UNSUB loan.

Counselors may pull denials from HESCweb at the request of the borrower and note PLUS DENY
HESC in RHACOMM along with details of additional Unsub request.
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PLUS denials notification from lender: RHACOMM: PLUS DENY (lender) & forward to counselor
first/ then student folder. Contact student regarding additional unsub opportunity & RHACOMM
student contact & result.

Counselors are required to indicate “PLUS denial UNSUB requested” in RHACOMM or RRAAREQ
when processing.

NSLDS

Students with NSLDS requirements will have their financial aid history on the National Student
Loan Data System (NSLDS) reviewed by counselor. Counselor should note info regarding prior
loans, Pell, ACG & SMART grants in RHACOMM using the format ‘NSLDS-(pertinent details).
Counselor should then make adjustments to package as necessary.

If a student has an NSLDS requirement established, EVERY time a decision is made
regarding loan eligibility or ACG or SMART grant eligibility, NSLDS must be reviewed on-line
and results noted in RHACOMM. Copies should not be placed in file folders.

Transfer Alert (TALERT) requirements are loaded to Banner when there has been an update to
the NSLDS info of a student on our Transfer Monitoring List at NSLDS. Review for update, Change
TALERT to S on RRAAREQ & RHACOMM ‘TALERT-details’.
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Loan Periods/Academic periods

The Director will prepare a spreadsheet of academic year loan periods & distribute to counselors

along with a Part-Time budget adjustment spreadsheet. Summer loan periods are part of the Summer
Aid Spreadsheet prepared annually.

Late Disbursements

A late disbursement of loan proceeds occurs when the lender disburses these funds after the date
the student ceases to be enrolled at least half-time or after the end of the loan period.

Lenders can make a late disbursement up to 60 days after the period of loan ended, or 60 days after
the date the student ceased to be enrolled on at least a half-time basis without any
documentation. Based on a school’s documentation of exceptional circumstances, lenders may
disburse a loan up to 90 days after the student ceases to be enrolled at least half-time or after the
period of enroliment, whichever is earlier. A school must base its decision on the review of
documents submitted by the borrower and maintain the documents in the borrower’s file.

Although the Department of Education has not defined ‘exceptional circumstance,” schools may
consider any exceptional circumstance beyond the borrower’s control which delayed the timing of the
disbursement (i.e., a processing delay caused by the school, lender, or guarantor, a natural disaster
in the geographical area, etc.).

In all circumstances, lenders are required to notify schools when a loan is being disbursed as a late
disbursement. Upon receipt of any disbursement, the school must deliver the proceeds to the
borrower within 45 days of receipt of those proceeds.

Forbearance

Forbearance is the temporary cessation (break) in making principal and/or interest payments, or
accepting smaller payment than previously scheduled in order to prevent borrowers from defaulting
on their student loan or to permit borrowers to resume honoring their repayment obligation after
default.

Students should contact their lender for additional information.

Paper Loan Applications (STFD, UNSUB, PLUS)

Paper loan applications (STFD, UNSUB, PLUS) are only accepted from borrowers who have
selected a lender who uses a guarantee agency other than NYSHESC (for example, Great Lakes,
VSAC, MOHELA). The following procedures must be followed:

For Federal Stafford Loans (STFD, UNSUB, PLUS):

Post a requirement on pg 2 or RRAAREQ with ‘Review Loan App’ with ‘N’ status, set memo flag to
‘Y’ and the application is filed in student file for CSR review. If these steps are followed the student
will appear on the verification report.

When CSR review the file:

1.) Check to see if borrower has an active e-MPN on file at HESC. Then contact borrower to explain

the HESC electronic process. If borrower chooses to use HESC process, provide instructions &
explain that you will destroy paper application.
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If no HESC e-MPN, complete the school section of the paper app. New fund codes have been
established for the use of non-electronic loan applications. You must cancel the electronic FFELP
fund codes (STFD,UNSUB,PLUS) and insert the appropriate Manual FFELP fund code (PSTFD,
PUNSU, PPLUS). You must insert in RPALAPP the Expected Loan amount and the Approved
amount. You may accomplish this by selecting Default Cert Rec button located on page 2 or
RPALAPP. The School Section of the application is then completed and mailed or faxed
appropriately; copy to folder.

e Paper PLUS procedures without FAFSA

For PLUS Loan, need to have PAPER PLUS application and Statement of Educational
Purpose/Registration Compliance.

1) Check ROASTAT, look @decision-tuition deposit must be paid/waived, any ADMHLD must be
satisfied.
2) Check for SAP
2) Check SHATERM for # of credits note for Stafford loan eligibility
3) Go to RBAABUD-put in correct budget and lock.
4) Go to RNAOVXX and change Verification Message: to 2’ ‘Not Required’.
5) Go to RRAAREQ and make Tracking Group — DEPENDENT, NO VERIFY. If processing PLUS,
Add requirement EDPURP (tracking letters will not automatically print, you must send a letter
requesting this).
6) Go to RPAAWRD —change Packaging Group to appropriate group.
Put PPLUS on ACPT, then fill in paper loan application.
Change ACPT to SENT status and put “S” on RRAAREQ for PLUS app.
7insert FA Hours on p3 RPAAWRD. Insure p2 RPAAWRD shows the proper packaging hours.

Federal Stafford Loan Exit Interviews

There are 3 types of exit interviews:
Identified Expected Graduates-report is generated by Director and requirements
established
Absentee Withdrawal-ldentified by withdrawal list from Student Services, see
‘Withdrawal/Leave of Absence’ procedures.
Walk Ins-Usually a result of students completing institutional withdrawal procedures, see
‘Withdrawal/Leave of Absence’ procedures.

Alternative Loans

Alternative/ private student loans will not be certified by our office until we receive a request to
certify directly from the lender. Students bringing in paper private loan applications should be instructed
to submit the application to their lender; we will certify once notified by the lender that the loan is signed,
complete, and approved for credit.

Alt Loan Certification via HESC Alt Loan Connection Electronic Process
Updated 8/24/09

For lenders listed below, alt loan cert files are batched & electronically sent to HESC.

Banner fund code Loan Lender Code Program Type
CITI CitiAssist Loan 826878 151
SIGN Salliemae Signature 900905 092
SELECT Chase Select Loan 503000 K70
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For loans with loan period = aid period, enter the Banner fund code on RPAAWRD and loan cert
record will be created in next batch.

To certify loans when loan period does not equal aid period, enter the Banner fund code on

RPAAWRD & use Create Loans to create the RPAELAP record. Then manually adjust the RPAELAP

record using these steps:

e Enter lender code in Lender ID field

e Change loan period

e On Alternative Loan Tab, enter Program Type, enter Y’ in Student is Borrower field, ‘N’ in Credit
in Other Name field, and enter Total Student Loan Debt amount.

o Enter RR (Release Request) for all disbs on Disbursement Schedule Tab

e Change Application Status to Ready & Lock record

After response file comes through from HESC, Approved Amount will be loaded into RPAELAP
record and Application Status should update to ‘PN Recd/Appr’.

Alt Loan Cert with No FAFSA

Determine appropriate Budget & aid period for student, enter it on RBAABUD under Budget Group &
Period and lock Group Lock Indicator. Enter the Banner fund code & amount on RPAAWRD &
manually insert Packaging Date.

Follow steps above for manually adjusting RPAELAP record in cases with loan period not equal to
aid period. Complete all items on the Certification tab of the RPAELAP record (except AGI). On
Student tab, enter DOB & Citizenship status. Be sure to lock the RPAELAP record in Ready Status.

For Alt Loan Lenders Not Participating with HESC Alt Loan Connection:

(For those with no FAFSA on file, follow steps under ‘PLUS/Alternative Loan cert with no FAFSA’,
and then the instructions below.)

1. Enter under CONSE1 on RPAAWRD

2. Create the loan app in or RPALAPP

3. Use the information on RPALAPP (Loan period dates, disbursement dates, etc) to complete your
paper certification. Certify the loan via mail/fax.

Alternative loan statuses should be updated on RPALAPP as we receive information from lenders. If
the loan is approved/guaranteed the approved/guarantee amount and dates are entered in
RPALAPP.

OVERAWARDS

A financial aid administrator may not award or disburse aid from a campus-based program if that aid,
when combined with all other resources, would exceed the student's need. If a student who has
already been awarded a financial aid package later receives additional resources that cause his or
her financial aid package to exceed his or her need, the amount in excess of the student's need is
considered an overaward. The overaward must be corrected by reducing need-based aid.

If a school learns that a student has received additional resources that were not included in
calculating the student's eligibility for aid from the Perkins Loan, FWS, or FSEOG Program that
would result in the student's total resources exceeding his or her financial need, the school must take
the following steps:

Insure student budget (changes to Loan Fees is acceptable on a case by case review) and family
contribution is correct.
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Overawards are handled according to their time of discovery and the composition of Title IV aid.
Corrective action 'break points' are as follows:

1) Prior to student aid eligibility notification

2) After award letter notification, but before loan certification

3) After loan certification but before loan disbursement

4) After loan disbursement, but before delivery to student

5) Between delivery of first, and receipt of second disbursement
6) After all loan funds have been delivered to the student

Correcting Overawards Before Student Aid Eligibility Notification
Institutions should insure that need-based aid is adjusted prior to official award notification.

Correcting Overawards After Award Letter Notification, But Before Loan
Certification

Institutions should insure that need-based aid is adjusted prior to official certification. If a potential
overaward exists, the school may still reduce any need based program in correcting the situation.
Student is re-notified if adjustments in need based eligibility occur after an initial award offer is
made.

After Loan Certification, But Before Disbursement

If Stafford eligibility is reduced, the school must notify the lender of the request to cancel or reduce
the expected loan disbursement.

Correcting Overawards After Loan Disbursement, But Before Delivery To
Student

If not already done, institution should reduce or eliminate an overaward by documenting
Unsubsidized and PLUS funds as replacing expected family contribution.

If an overaward still exists, the institution is now bound by regulation to reduce need-based FFELP
funds prior to campus-based programs in correcting Overawards.

If the student is no longer eligible for the loan, return the first disbursement to the lender with a
request for loan cancellation.

If the student remains partially eligible for the loan, the school may choose from one of the following
options:

Return the loan proceeds to the lender, inform the lender of the adjusted loan eligibility, and request
new disbursements corresponding to the corrected loan eligibility. (If a disbursement is returned, it
must be sent to the lender within 3 days of receipt on campus.

The institution may credit the student's account for the amount for which the student is eligible, and
promptly refund to the lender the portion of the disbursement for which the student is ineligible. (The
school has up to 3 days to return loan proceeds to the lender).

Correcting Overawards Between Delivery Of The First And Receipt Of The
Second Disbursement

Once a loan disbursement is delivered to the student, the school is not required by regulation to
adjust that disbursement.
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To correct an overaward at this point, the school must first adjust or cancel future loan
disbursements, then reduce other need-based funding (excluding Pell Grant).

The student may choose to repay delivered loan funds to correct an overaward. This may help to
avoid reduction in grant or work programs in which the student may prefer to participate.

e Correcting Overawards After All Loan Disbursements Have Been Delivered To
The Student

If total resources still exceed his or her need, the school must cancel Perkins or SEOG that has not
already been disbursed.

e |If the aid package does not include Federal Perkins or Federal SEOG

A record is inserted in RBAABUD using code OVR in an amount to eliminate the mathematical
overaward (preventing the student from being reported on the Overaward Report). The use of OVR
is documented in RHACOMM & OVR requirement satisfied in RRAAREQ.

e If the aid package includes Federal Perkins or Federal SEOG

If the student's total resources still exceed his or her need and his or her resources include a Perkins
Loan and/or FSEOG, that amount is a Perkins Loan or FSEOG Overpayment. It is the institutions
policy to eliminate the overpayment instead of reporting the overpayment to the Department of
Education. So in other words, the overaward must be corrected by reducing need-based aid.

Once all Title IV dollars are removed (other than Federal Pell Grant funds) and the overaward
consists only of FFELP loans, state, or other dollars, no further corrections are necessary to meet
federal requirements.

e If the aid package ONLY includes Federal Work Study (not include SEOG and or Perkins) AND the over-
award is due to FWS over-earnings

If the student's total resources exceed his or her need by less than $300 a record is inserted in
RBAABUD using code OVR in an amount to eliminate the mathematical over award (preventing the
student from being reported on the Over award Report). The use of OVR is documented in
RHACOMM & OVR requirement is satisfied in RRAAREQ.

If the student's total resources exceed his or her need, notify Director.

e Overaward Correction Order (resulting from over earned FWS)

In all cases where award adjustments are necessary the following order should be followed:
SEOG in any status
PERK in any status
Uncertified (no RPAELAP in ‘'S’ status) PLUS
Uncertified (no RPAELAP in ‘'S’ status) Stafford Unsubsidized
Uncertified (no RPAELAP in ‘S’ status) Stafford Subsidized
Undisbursed PLUS
Undisbursed Stafford Unsubsidized
Undisbursed Stafford Subsidized

e Overaward Correction Order

In all cases where award adjustments are necessary the following order should be followed:
PLUS not yet guaranteed (portion > EFC)
Uncertified (no RPAELAP in ‘S’ status) UNSUB , STFD
Undisbursed PLUS
Undisbursed UNSUB/STFD
Unearned FWS
PERK
UNSUB
STFD
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Undisbursed SEOG
Disbursed SEOG (applied to tuition bill)
Disbursed SEOG (refunded to student)

PLEASE NOTE: Make sure a revised award letter is queued & OVR requirement deleted in
RRAAREQ (Unless OVR budget item added, in which case satisfy OVR & comment ‘OVR-details).
Counselors may wish to RHACOMM changes for future reference.
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OVERPAYMENTS

A student is liable for any overpayment of a Perkins Loan or FSEOG; the school is also liable for any
overpayment that was caused by the failure of the school to follow the procedures in 34 CFR Part
668, Part 673, Part 674, Part 675, or Part 676. If the school makes a Perkins Loan or FSEOG
overpayment for which it is liable, it must restore an amount equal to the overpayment plus any
administrative cost allowance claimed on that amount to its Perkins Loan fund for a Perkins Loan
overpayment or to its FSEOG account for an FSEOG overpayment.

If the school makes an overpayment of Perkins Loan advances or FSEOG for which it is not liable
(for example, when a student has made a mistake on the application), the school must promptly
attempt to recover the overpayment by sending a written notice to the student requesting the
repayment of the amount of the overpayment. The notice must state that, if the student fails to repay
the overpayment, or fails to make arrangements satisfactory to the holder of the overpayment debt
to repay the overpayment, the student is ineligible for additional SFA funds until final resolution of
the overpayment. If a student claims that the school has made a mistake in determining the Perkins
Loan or FSEOG overpayment, the school must consider any information provided by the student and
determine whether the objection is warranted.

If the school made an FSEOG overpayment for which it is not liable, and the federal share of an
FSEOG overpayment is $25 OR MORE, the school may be required to refer the overpayment to the
U.S. Department of Education for collection. A school must refer the FSEOG overpayment case to
the Department's Student Receivables Division for collection if all of the following conditions apply to
the overpayment:

- the school has sent the required notice to recover the overpayment,
- the school determines that the student's objection (if any) is not warranted,

- either the school has failed to collect the FSEOG overpayment or the student has failed to make
arrangements satisfactory to the school to repay the overpayment, AND

- the federal share of an FSEOG overpayment is $25 OR MORE.

If the school is required to refer the FSEOG overpayment to the Department for collection, the
school must identify the Federal share of the overpayment; the student's name, most recent address,
and telephone number; and other relevant information. See the Verification Guide for additional
information. After referring the overpayment case to the Department for collection, the school is not
required to make any further attempt to collect the FSEOG overpayment. If the school is unable to
collect the overpayment and the federal share is LESS THAN $25, the school is not required to make
any further attempt to collect the overpayment.

DEFAULTS

SUNY Student Loan Service Center Perkins Delinquency Holds

Student Accounts Office maintains SUNY SLSC holds on students’ records for default on Perkins
Loans. These Perkins holds are removed only with SLSC notification to SAO. Questions/calls about
the Perkins delinquency holds should be referred to Nancy Lehenbauer in SAO.
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WITHDRAWAL/PERSONAL LEAVE OF ABSENCE PROCEDURES,
RETURN OF TITLE IV FUNDS

e Types & Methods

Academic Leave of Absence- Student leaving institution to study at another institution. Must make
appointment with FA Counselor if student requests aid. Give student Consortium packet.

Personal Leave of absence- Students leaving for personal reasons usually for a semester or two, and
planning to return to resume studies.

Withdrawal from Institution- Student leaving institution, not planning on returning. Must be readmitted
in order to return to SUNY at Oneonta.

Financial Aid Office is notified either by the student in person or by means of a ‘Leave of Absence
Transaction’ list from Office of Student Development.

e Studentin person with Academic Leave of Absence Form
Schedule an appointment with Financial Aid Counselor.
e Student in person with Personal Leave of Absence Form/Withdrawal Form

e Completed the Semester No Aid (Click Here for Term Dates)

If student is withdrawing between semesters, and the student never received Federal Stafford
Loans (Check RHIAFSH for FFELP loan history. You will not see any amounts (for any year) show
in ‘PAID’ column) while in attendance at SUCO, sign Leave/Withdrawal form.

e Completed the Semester With Aid

Schedule appt w/ Financial Aid Counselor (remove aid for subsequent semesters).

If student is withdrawing between semesters, and the student ever (in any year) received Federal
Stafford Loans (Check RHIAFSH for FFELP loan history. If any amounts (for any year) show in
‘PAID’ column) while in attendance at SUCO, an Loan Exit interview packet is handed to student

The Loan Exit packet shall consist of :
1.) Exit Interview Letter which includes instructions to complete Stafford Exit interview at Step 14 on

www.financialaid.oneonta.edu and finding lender contact info on www.nslds.ed.gov info
2.) The FSA publication Paying Back Your Loan

e Did Not Complete the_Semester No Aid

If student is withdrawing during a semester and the student never received/not expecting Federal
Aid (Stafford Loans, Pell Grant, SEOG, Perkins Loan) support staff may sign Leave/Withdrawal
form. Insert RHACOMM “counter/Student W/D from xxxx” where xxxx is semester.

e Did Not Complete the Semester With Aid

If student is withdrawing during a semester and the student received/expected Federal Aid during
that semester the student MUST see his/her CSR for advisement and to have CSR sign
Leave/Withdrawal Form.

If student has borrowed loans (Check RHIAFSH for FFELP loan history. If any amounts (for any
year) show in ‘PAID’ column) a Loan Exit packet is provided to student (in person or mailed). EXIT
programming will establish appropriate EXIT requirement on RRAAREQ.

Note: valid FAFSA must be received by SUCO by last day of attendance
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Loans must by certified by last day of attendance
Verifications must be completed within 60 days of students last day of attendance
Term percentages on RPAAWRD and RPAELAP must reconcile

e Return of Title IV Funds

All students withdrawing who did not complete the semester and received aid are identified via
Office of Student Development’s weekly LOA/WD Transaction lists and processed for Return to Title
IV by Assistant Director. The following Quick Flow (RT4) includes the following:

RHIAFSH Check student’s loan history for PERK, STFD, UNSUB.

RPAAWRD See what aid has Paid. If PLUS is in CERT status, change to DECL. Also open
RPAELAP & change PLUS Cert amount to zero.

RRAAREQ Enter LDEXIT req if student had STFD or UNSUB paid.

RPATIVC Calculate & Save, Net amts of PLUS & Stafford, convert to gross. Pell awards must be
decreased by the Pell amount in Student Return column, if any.

RPAAWRD Adjust awards, Lock Pell award if adjusted.
Under Package Group, queue award letter.

Do not change/cancel TAP

ROAIMMP Authorize/Disburse Aid

RPAELAP Adjust loan amounts and percentages.

RHACOMM LDA date, Calculated RT4

If student is a recipient of a College scholarship, notify Student Scholarship Coordinator.
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e Leave of Absence Roster from Office of Student Development.

e Assistant Director reviews & adds LDEXIT requirements as needed

OR

The student ever(in any year) received Federal Stafford Loans (Check RHIAFSH for FFELP loan

h

established with *E’ status in RRAARERQ.

If the date of withdrawal falls between semesters

i story. I f any amounts (in any year) show i

For Semester Dates Click Here

Withdrawal Codes

Reg Codes LE

No tuition Liability: With Tuition Liability
DC DW

ID Wi

EW vw

AW LL

e Academic Leave of Absence-Special Programs

In general the student must provide the following in order for SUNY Oneonta to administer aid:
Academic Leave Form
Prior Approval Form
Consortium Agreement

Programs:

3/2 Engineering Program (Articulation Agreement — Check Undergrad catalog for current
participating college) —Student matriculates at other school. No aid at SUNY Oneonta.

3/1 FIT Program - Student attend their 4" year on Consortium at FIT. Students must have their
courses Prior-Approved through Academic Advising. Consortium Agreements are processed &
returned to FAO by Pearl Shepard at FIT.

There are two 3/1 FIT Programs 1.)Human Ecology (Katherine Angell) and 2.)Business
Economics (Ed Beck).

3/2 Binghamton School of Management Program - Prior Approval Form is not required. Student
takes an Academic LOA to complete master’s work at Binghamton.

American College in London- 2/2 and 3/1 dual matriculation/ALOA agreements. Student can
receive federal aid on Consortium. Student is not eligible for State aid (TAP/EOP).

Albany Semester Program at Empire State College-

Political Science 397 Student applies (Application for Political Science 397: Internship in Public
Affairs) and receives approval from Chair, Political Science Department. Prior approval form and
consortium agreement is not required. Aid is based upon full time study. Stipends are deducted
from FA Budget ($2,000 Fall, $1,500 Summer) FA hours for internship term will be 15 Fall or 12
Summer credit hours. NOTE: Other internship applications may be substituted for Application for
Political Science 397: Internship in Public Affairs. Decision of consortium/prior approval form
requirements must be directed to Director.
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Internships-Internship approval by the student’s department will determine number of credits
registered. Student may receive aid based on credit load.

CONSORTIUM AGREEMENTS

Academic Advisement/International Education will complete an Undergraduate Prior Approval for
Transfer Credit/Approval of Overseas Study form. The student will make an appointment with their
Financial Aid Counselor.

If the student wishes financial aid from SUNY Oneonta the student must follow financial aid
application procedures (completion of FAFSA/TAP, verification etc.) for the appropriate aid year and
additionally submit:
e Proof of registration (BANNER/Consortium Agreement)
e Coursework Approval (Prior Approval for Transfer Credit/Approval of Overseas Study) NOTE:
FIT program has blanket prior approval therefore are exempt from this requirement.
e Documentation of program costs (Consortium Agreement)

RHACOMM-the appointment with counselor indicating ‘visiting’ terms, and where they will be visiting.
FA Counseling session must disclose that SUCO is not obligated to financial aid awards made prior
to Consortium discussions. Campus based programs funds are approved on a case by case basis,
based upon the recommendation of the financial aid counselor, at the discretion of the Director.

FA Counseling must disclose the lack of a formal relationship between SUNY Oneonta and visiting
school, with regard to assessment/payment of charges (tuition and otherwise). The student must be
aware they assume full responsibility for any and all charges incurred at the visiting institution, as
well as full responsibility for timely payments, regardless of outcome/processing delays at SUNY
Oneonta. Financial Aid for subsequent semesters WILL NOT BE PROCESSED until the final official
academic transcript from the visiting school, for the consortium enroliment period, has been
received, processed, and satisfactory academic progress reviewed.

Students in overseas (OAP) programs pay tuition and receive TAP as follows:

e Oneonta students in SUNY programs - Pay tuition to Oneonta, receive TAP from Oneonta

e Oneonta students in non-SUNY programs - Pay OTHER school tuition, TAP and other aid from
Oneonta by consortium agreement.

e Other SUNY students on our OAP program - pay their own home campus and receive all aid
from home campus

e Non-SUNY students on our programs - pay us tuition, receive aid from home school by

consortium agreement
NOTE: TAP recipients must submit a copy of the host’ school billing statement/bursar receipt to Student Accounts.

Financial aid eligibility is determined according to the credits indicated on the Undergraduate Prior
Approval for Transfer Credit/ Approval of Overseas Study form. Financial Aid Enroliment Block
(RPAAWRD p3, all three columns (Credit Hours, Billing hours, Adjusted Hours) using the appropriate
Term code) reflects the number of credits shown on the Undergraduate Prior Approval form. AFTER
BOTH THE PRIOR APPROVAL FORM AND CONSORTIUM AGREEMENT IS REVIEWED the
Consortium Indicator must be checked. Appropriate (Budget-EFC-current Aid) numbers are entered
on Banner. Use FCON for fall Consortium, SCON for spring Consortium and CONS for Summer.
Counselors must forward photocopy of consortium agreement to Student Accounts after processed
and signed. Also see Consortium Students.

SUNY Oneonta will honor aid packages (campus based aid and EOP) for students while on
consortium agreements. Awards greater than standard in-residence award will be at the discretion of
the Director.

NOTE: The following schools do not participate in Consortium Agreements:
Hunter College
Kingsborough Community College
Borough of Manhatten CC

(As of 20080409, Suffolk CC, Farmingdale, Fredonia, Stony Brook & Geneseo all indicate they will participate in Consortiums.)
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SATISFACTORY ACADEMIC PROGRESS

All students receiving Federal/State funds must continue to make progress towards their degree
requirements. These requirements include both a qualitative and quantitative component. The
Director runs the SAP program to notify Counselors of those students not meeting SAP standards.
Failing Grades of ‘E’ do count as completion of coursework for state progress.

SAP review occurs each semester. Transfer credits will be calculated in determining GPA
requirements for the purpose of Financial Aid.

The maximum time frame in which a student is expected to finish an undergraduate program is 12
semesters or 150% of the published length of program measured by credit hours attempted..

An appeal process is available for students not meeting the eligibility requirements. This process
begins at the Financial Aid Office by the Counselor completing & mailing a FAILURE TO MEET
SATISFACTORY ACADEMIC PROGRESS (SAP) form. To qualify for a waiver a student must
demonstrate extenuating circumstances such as personal illness, family illness or death. The waiver
process may take up to 5 days from the time the completed waiver is submitted.

A student that is not in SAP difficulty will have one of the following codes:

X Not Yet Reviewed (This is the default code)
R Reviewed and in Good Standing

These codes will allow FEDERAL and STATE aid disbursements.
A student that is in SAP difficulty will have one of the following codes:

Used to designate students withdrawn from semester

Fed/State Not making SAP

Fed Not making SAP

State Not making SAP

The code N, will prevent all disbursements. The code T will prevent FEDERAL aid disbursements.
The code Y will allow FEDERAL aid disbursements.

<—Hzr

A student that has waiver activity will have one of the following codes:

Fed/State Waiver Denied

Federal Waiver Denied

State Waiver Denied

Fed/State Waiver Approved

Fed waiver not needed/State Waiver Approved

Federal Waiver Approved

State Waiver Approved

The code D, will prevent any disbursements. The code E, will prevent FEDERAL aid disbursements
and allow STATE aid disbursements. The code Z, will not effect FEDERAL disbursements. The code
W will allow FEDERAL and STATE disbursements. The code U will allow FEDERAL and STATE
disbursements.

WMCSNMO

The codes F will allow FEDERAL and STATE aid disbursements. The codes S will prevent
FEDERAL aid disbursements. Prevention of STATE aid is incorporated in the certification process.

Registrars Office will roll over grades. Some students will be “academically dismissed”. A roster of
those students is forwarded to Student Accounts and Fin Aid. Student Accounts will put ‘holds’ on
student accounts. This hold will prevent any Fin Aid from disbursing. Financial Aid will code the SAP
fields to ‘N’ Fed/State Not SAP.
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Student Accounts removes holds for reinstated students.

A roster is printed to identify any students for the term in question, identifying reinstated and
readmitted students. A review is done to determine if the SAP effects Fed (coded ‘T’), State (coded
Y’), or both (coded ‘N’). Notification to students occurs with cc of waiver application procedure.
Students have an opportunity to appeal the SAP determination. The appeal committee will review
the appeals on a case by case basis.

Approved appeals will be forwarded to Fin Aid and Student Accounts.

SAP Waivers

At the completion of Fall semester cohorts of potentially SAP students are identified (GPA<2.0,
Completion <12) and reviewed for State SAP. This procedure is done prior to the actual TAP
certification process to warn students as soon as possible to the potential loss of aid. As soon as a
student is identified as not meeting SAP they are notified by Counselor mailing the FAILURE TO
MEET SATISFACTORY ACADEMIC PROGRESS (SAP) form.

Students not meeting SAP are also notified of the opportunity to apply for a Waiver by completing
the Application for Waiver section of the FAILURE TO MEET SATISFACTORY ACADEMIC

PROGRESS (SAP) form. Questions at this stage must be directed to student’s counselor. Students
complete the waiver and submit the form back to financial aid office with documentation. ‘SAPWAI’
requirement with ‘N’ status is added to RRAAREQ and application forwarded to student’s counselor.

The Counselor reviews the application/documentation, completes the TO BE COMPLETED BY

FA COUNSELOR section (if not already completed), changes ‘SAPWAI’ requirement status from
‘N’ to ‘S’ and forwards application to Director with memo stating counselor's recommendation.

The waiver committee makes a determination and completes the TO BE COMPLETED BY

WAIVER COMMITTEE portion. Application is routed to counselor. Counselor changes SAP code
according to committee decision, and routes copies of waiver appropriately.

Exception: In the case of an EOP grant recipient not meeting State SAP guidelines, EOP Program
Director may grant waiver for EOP grant fund only. This decision must be in writing from EOP
Director to student folder & Counselor must note details in RHACOMM. No change is made to
student’s SAP status on ROASTAT.

e Grades

GPA Quality Points

A 4.00

A- 3.67

B+ 3.33

B 3.00

B- 2.67

C+ 2.33

C 2.00

C- 1.67

D+ 1.33

D 1.00

D- .67

I 0.00 incomplete (non-completion)
E 0.00 Failure (counts towards completion UNLESS CONVERTED FROM AN I)
WI 0.00 Counts as attempted
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@-Repeated coursework <199409

- Repeated coursework <=199409

*-Used with Pass/Fail (If mode="O’ course is Pass/Fail Only, If mode="P’ student opted for Pass/Fail
instead of grade.

PEN-Pending receipt of grade

REP-Remedial course (Passed)

REF-Remeadial course (Failed)

SCHOLARSHIPS

e SCHOLARSHIP AWARDING PROCEDURES

See Financial Aid section of Oneonta.edu website
http://www.oneonta.edu/development/finaid/

DISBURSEMENTS

To disburse FA Billing Hours (Disbursement load) must equal Packaging load (1=Full Time, 2=3/4
time, 3=1/2 time, 4=<1/2 time). FA Billing Hours (Disbursement load) is set during the RESENROLL
program. Packaging load initially defaults to RNANAXX p1. *.

Disbursing Pell grant requires the assumption that the ‘Exp. Enroll Status for Yr:” will be the same for
fall and spring semesters. An error report identifies any student for which FA Billing Hours
<>Packaging load. In cases where enroliment is not the same in spring the Pell must be calculated
and locked.

There are two reasons a Pell award must be manually calculated and locked:

1. Students subject to TIV Refund

2. Students receiving Pell awards during previous semesters which affect subsequent term awards:
Summer awards will reduce Spring awards (Full07 Aid Period)
Transfer students receiving an upward rounded award for Fall and require Spring awards
to be rounded downward.

VOUCHERS

Tuition Waivers

e JTPA

Student Accounts will email or otherwise notify us of estimated/pending JTPA vouchers. Estimated
amounts are entered on RPAARSC (JTPA) for appropriate term. Finalized vouchers are forwarded
by SA when completed. These final amounts must be entered on RPAARSC (JTPA) as actual
amounts.

e LEAP Vouchers

Student Accounts will email or otherwise notify us of estimated/pending LEAP vouchers. Estimated
amounts are entered on RPAARSC (LEAP) for appropriate term. Finalized vouchers are forwarded
by SA when completed. These final amounts must be entered on RPAARSC (LEAP) as actual
amounts.

e SUNY EOP Tuition Waiver

Student Accounts will email or otherwise notify us of estimated/pending TW vouchers. Estimated
amounts are entered on RPAARSC (TW) for appropriate term. Finalized vouchers are forwarded by
SA when completed. These final amounts must be entered on RPAARSC (TW) as actual amounts.
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TRA, Trade Act NAFTA

Student Accounts will email or otherwise notify us of estimated/pending TRA vouchers. Estimated
amounts are entered on RPAARSC (TRA) for appropriate term. Finalized vouchers are forwarded by
SA when completed. These final amounts must be entered on RPAARSC (TRA) as actual amounts.

UUP Waivers

Student Accounts will email or otherwise notify us of estimated/pending UUP vouchers. Estimated
amounts are entered on RPAARSC (UUP) for appropriate term. Finalized vouchers are forwarded by
SA when completed. These final amounts must be entered on RPAARSC (UUP) as actual amounts.

VESID Vouchers

Student Accounts will email or otherwise notify us of estimated/pending VESID vouchers. Estimated
amounts are entered on RPAARSC (VESSID) for appropriate term. Finalized vouchers are
forwarded by SA when completed.

Other Misc. Tuition Waivers
Benefits are posted in RPAARSC by semester with Resource = "TW” equal to TTN line for budget
group and award year.

Educational Incentive Program

Are loaded as a scholarship (OTHER, OTHER1...) on RPAAWRD. Comments explaining the type of
resource and the amount are added to RHACOMM

OTHER

Misc. Scholarships (that are paid via SUCO accounting system, i.e. we get a check and apply to
the students account and issue refunds)are posted on RPAAWRD with fund codes OTHER,
OTHER1, OTHER2, OTHERS, OTHER4, OTHERS5. When using these funds RHACOMM must
associate the fund code to the name of the scholarship, eg. (OTHER-Dollars for Scholars
Scholarship $500.)

Note: Clark Foundation Scholarships are entered as CLARKF, not OTHER.

GRE FEE REDUCTION CERTIFICATE
GRE Fee reductions are available to students who meet the criteria set by ETS.

Support staff determines eligibility criteria set by ETS
For 0910:

The 2009-10 GRE Fee Reduction Certificate can be downloaded at http://ntis12.ets.org/onyx/fee reduction 09-10.pdf. Copies can be made as
needed. Registration instructions for applicants appear at the bottom of the certificate.

2009-2010 GRE Fee Reduction Guidelines
. To be eligible for a Fee Reduction Certificate, an applicant must be:
1. aU.S. citizen or resident alien; and

2. acollege senior receiving financial aid through an undergraduate college in the U.S., a U.S. Territory, or Puerto Rico, or a returning
unenrolled college graduate who has applied for financial aid; and either

3. »+ a dependent college senior whose Institutional Standent I nfor
$1,400 for the senior year, or
a-sugpa@ting college senior whose ISIR shows a contribution of not more than $1,800 for the senior year, or
e an u rodegergraduate ehibse ISIR or Student Aid Report (SAR) indicates self-supporting status and a contribution of not more
than $1,800.
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. The coordinator must complete and sign the certi fbéercimuedeByand not e
signing the certificate and affixing the seal or stamp, the coordinator atteststo theapplic ant ' s el i gi bi l ity i n accordance
requirements indicated above.

. The applicant must mail in the original Fee Reduction Certificate, payment equivalent to 50 percent of the full test fee ($75 for the

General Test, $65 foraSubject Test ), and page one of the | SIR or SAR showing the a
appropriate registration materials. Any applicant who is planning to register for a General Test and a Subject Test should mail all registration

materials together in one envelope.

. Under no circumstances should an applicant be issued multiple Fee Reduction Certificates. Applicants who register but fail to appear on
the test date, have lost or misplaced the certificate, or wish to repeat a test, should not be issued another Fee Reduction Certificate.

The GRE Fee Reduction Program is funded by income from GRE test fees. The GRE Program incurs a cost for every test appointment scheduled
or test registration received. Please inform your students not to schedule a test appointment or register for a test unless they are certain they will
be able to attend the test session. The long-range viability of the Fee Reduction Program depends upon effective stewardship of this program.

If there is a change in the coordinator, e-mail, or mailing address, please notify us at GRE Fee Reduction@ets.org. If you have any questions,
please call the GRE Fee Reduction Program at 1-609-771-7092.

Support staff note how completed GRE Fee Reduction Certificate will be returned to student (mail,
pickup)
Support Staff Checks RHACOMM for previous waivers.
Support Staff Complete GRE Fee Reduction Certificate
Certificate: Student Name, type of test(s) fee reduction is for (ask student), issued by is Directors
signature, Title is Directors name and title, Institution is SUNY at Oneonta, and state.
Support Staff Insert in RHACOMM ‘GRE Fee Reduction’. NOTE- Student is limited to one (1) fee
reduction only.
Support Staff Photocopy to student file.
Advise student to print SAR from FAFSA.ed.gov to mail in with certificate.
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Computer Reports

XXXX VERIFICATION INCOMPLETE XXXX ver_inc.sqr

Counselor Review:
Review daily. Review tolerances vary during year accordingly: June-August 10 days; and Sept-Jun
5-7 days.

Use:
Identify students requiring review.

Comments:
RRAAREQ Codes requiring RHACOMM
e BUDGET BUDGET xx/yy where xx is #fall enroll and yy is # spring enroll
e CLASYR CLASYR-accrued credits & class year
e SPTRNS, FATRNS, SUTRNS, COTRNS Required if transferred credits less than

processed aid credits % TRNS-explanation of circumstances. %TRNS requirement marked as W
and SAP reviewed.

e INDAPP- IND STATUS-with explanation

e PRORAT PRORATE-STFD 5500(14/24)=3208, UNSUB5000(14/24)=2916

e NSLDS NSLDS (pertinent facts)

e  SAPWAI (if approved or if SAP Code Override)-SAPXXXXXX (where xxxxxx equals term),

calculated SAP Code, include pertinent facts, Override SAP Code
e TALERT TALERT (pertinent facts)
e 30DAY (if Waived) — 30DAY explanation for over ride.
Codes Programmatically Inserted
CLASYR Review Annual Loan Limits
NSLDS
OVR If OVR added to Budget, otherwise delete after eliminating overaward.
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