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     Yes       No

A. General                                                                                    
1. Does the campus have an organization chart which demonstrates
 FORMCHECKBOX 

 FORMCHECKBOX 

where the authority and responsibilities for the student financial aid
function rests?

Test:
Review a copy of the organization chart.

2. Have written policies and procedures been developed and
 FORMCHECKBOX 

 FORMCHECKBOX 

promulgated governing financial aid?

Test:
Review a copy of the written policies and procedures.

3. Is there segregation of the duties between the awarding, disbursing,
 FORMCHECKBOX 

 FORMCHECKBOX 

and refunding of student financial aid?

Test:
Review job functions per the organization charts
and/or written policies and procedures.

4. Are data input controls and data security restrictions adequate over 
 FORMCHECKBOX 

 FORMCHECKBOX 

the financial aid awarding, disbursing, and refunding processes?

Test:
Obtain access listing for the financial aid processes 

from the security administrator and test check user 
access.

B. Awarding of Financial Aid

1. Does the campus maintain the supporting documentation for
 FORMCHECKBOX 

 FORMCHECKBOX 

determining student eligibility and the awarding of aid to a student?

Test:
Select a sample of 25 students for review (20 regular 
student aid awards, 5 refunds). This sample should
include all types of student financial aid, both federal
and state. Identify all appropriate supporting
documentation. Note approvals and authorizations.

C. Financial Aid Disbursements

1. Does the campus have written procedures relating to the

 FORMCHECKBOX 

 FORMCHECKBOX 

disbursement of aid to students?

Test:
Review a copy of the written policies and procedures. 
Using the sample of 20 students in step B.1. above, 
determine that the campus adheres to prescribed disbursement requirements.

D. Recordkeeping

1. Are accounting records and related subsidiary records maintained 
 FORMCHECKBOX 

 FORMCHECKBOX 

for each financial aid program?

Test:
Review financial aid program accounting records.

2. Is supporting documentation (i.e. award letters, promissory notes, 
 FORMCHECKBOX 

 FORMCHECKBOX 

time sheets, etc.) maintained for each financial aid recipient?

Test:
Using the students selected in step B.1 above, 
determine that recipient files are properly

documented.

E. Refunds

1. Does the campus have procedures in place to ensure that refunds
 FORMCHECKBOX 

 FORMCHECKBOX 

are returned to the program/lender within the prescribed timeframes?

Test:
Using the students selected in step B.1 above, 
determine that refunds were properly calculated and disbursed within the prescribed refund timeframe.

Note:
For all tests performed, document the results of your test

work by memorandum or other supporting documentation.
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