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Dear Client, 
 
I would like to take this opportunity to thank you for choosing GEMCOR Inc. to fulfill 
your professional Title IV servicing needs, and to welcome you to our family of clients.  
All of us at GEMCOR look forward to a long and productive relationship with your 
institution. 
 
This manual will provide you with the necessary materials you will need to have your 
financial aid programs efficiently administered.  We will be sending you periodic emails 
and other correspondence which include regulatory updates, procedural changes, and 
general information to help you more effectively handle your on-campus responsibilities.  
These notifications should be shared with all individuals communicating with our office, 
and should be retained for future reference.  The more knowledgeable you are about 
federal aid issues, the more efficient our services will work for your institution. 
 
Please make copies of the forms enclosed for use on a daily basis.  Updates to these 
forms are disseminated by our office periodically through electronic means and are 
available via our web site.  Should you ever need replacement forms, simply give us a 
call and we will forward them to you, or simply download them from 
www.gemcorinc.com 
 
In our continuing effort to provide the best possible service to you, we welcome any 
suggestions you have about our policies, procedures, or forms.  We would be happy to 
customize some forms or to accommodate you in any way possible.  As always, do not 
hesitate to contact us with your questions. 
 
 
Best regards, 
 
 
Donald R. Grybas 
President 
GEMCOR Inc. 
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The flowchart above represents a general overview of how your school’s HEA, Title IV federal student 
financial assistance funds are processed using GEMCOR, Inc.’s services.  Although there are a number of 
alternate processes that can be interjected at several points in the flowchart, the basic process starts with the 
submission of a student’s Free Application for Federal Student Aid (FAFSA) to the Department of 
Education’s Central Processing System (CPS).  This FAFSA will result in an Institutional Student 
Information Record (ISIR) which is the core document necessary to award any federal financial aid.  After 
receipt of an ISIR, the school may then initiate Pell, Campus Based, or Direct Loan award requests to 
GEMCOR.  Upon receipt of award requests from client schools, GEMCOR processes the necessary 
electronic reports to secure approval of your student’s awards from the USDE.   
 
When GEMCOR receives approval from the USDE for a student’s award, GEMCOR will issue a payment.  
This payment is issued in the name of the school as a tuition payment, and is drawn against the school’s 
federal funds account.  At the same time, GEMCOR requests the funds necessary to cover the recently 
issued award check from GAPS.  When these funds are wired into your federal aid account, you simply 
deposit the award check from GEMCOR into your operating account and credit the student’s account for 
the payment received.   
 

This flowchart is extremely basic and is not to be construed as all-inclusive.  Many other functions are 
performed as necessary.  Please consult the other chapters of this manual for detailed information. 



 
 
 
As stated earlier in this manual, the entire federal aid process begins with the submission of a student’s 
application or FAFSA.  There are several ways to process a FAFSA, but clearly the best way is 
electronically.  GEMCOR offers schools two options to accommodate electronic application processing.  
These electronic application options are not mandatory for schools to benefit from our regular line of 
full service processing. 
 
Option I: For schools who are computerized, and wish to submit financial aid data electronically, we 
offer our Title IV Electronic Awards Management (TEAM) Software System.  Our TEAM Software, in 
conjunction with the Department of Education’s FAA Access On-Line FAFSA processing capabilities, 
allows you to input student applications directly into the Central Processing System (CPS) web site, 
receive EFC calculations, receive Institutional Student Information Records (ISIRs), and process ISIR 
corrections or duplicate requests directly through your on campus computer system.  It further allows 
you to enter program and cost information whereby, with a simple click of your mouse, you can transmit 
student award request information directly to GEMCOR.  There’s no need to send any paper files to us 
through regular mail. 
 
Option II: For smaller schools, or for schools who are not computerized, you may still benefit from 
electronic application processing.  By simply mailing or faxing your students' FAFSAs to our office, our 
data entry agents will review the files for compliance and will input, edit, and transmit your applications 
to the federal processor electronically each day.  Approximately 72 hours later, an ISIR for each 
applicant will be printed by our systems and mailed back to you.  You would then secure appropriate 
documentation, and follow the procedures in this manual to submit the file for first payment processing. 
 
Please be sure, if using this option, to check your students' applications for completeness prior to 
submission to GEMCOR.  Also be sure to see that your institution's name and federal code number are 
listed in the college release section of the application.  Regulations prohibit any individual, other than 
the applicant, from altering data on the application.  Incomplete applications will be rejected by 
GEMCOR, and returned to you for corrective action.   
 
Upon receipt of the Student Aid Report (SAR) from the student, or the Institutional Student Information 
Record (ISIR) electronically, you should follow the procedures outlined in this manual for submission of 
the file for payment.  TEAM Software users will follow the instructions contained in the TEAM 
Software System User’s Guide.   
 
 
 
 
 
 
Processing awards under the Federal Pell Grant program generally begins with the possession by the 
school of a valid SAR or ISIR.  Student awards are calculated by GEMCOR based on the student's cost 
of attendance, program length, academic year, effective family contribution (EFC), and enrollment 
status.  Payments are scheduled in accordance with the institution's academic calendar.  For clock hour 
or credit hour institutions that do not use academic terms, generally two payments are scheduled per 
academic year.  The first at the beginning of the program, and the second at the midpoint of the 
academic year, or the midpoint of the remainder of the program, whichever is sooner.  We can, however, 
accommodate any school’s academic calendar.  If you elect to award federal aid in three or more 

Section 1 Electronic Application Processing 

Section 2 Federal Pell Grant Program 



payment periods per year, our system can efficiently process your aid to your specifications.  For 
institutions that operate with specific academic terms, payments are scheduled in equal amounts for each 
term throughout the academic year.  Term payments will need to be adjusted in the event the student's 
enrollment status changes during the academic year.  For any programs that are longer than one 
academic year, the schedule of payments in subsequent years is the same as described above.  Payments 
will be scheduled until a student has been funded for all hours or terms in the program in which the 
student is enrolled.  Once a student has been funded for the entire program, he/she will generally not 
receive additional Pell assistance at that institution for the same academic program. 
 
In some cases, a student may forfeit a Pell grant payment.  This occurs most often if the student has not 
maintained satisfactory progress for the entire payment period, or if the student has depleted his/her Pell 
eligibility for the year.  Pell assistance may be paid to a student only for payment periods, which at least 
partially occur during the award year of that SAR or ISIR.  The award year is July 1st through June 30th.  
The Year Round Pell provisions enacted by the Higher Education Opportunity Act (HEOA) of 2008 
allow for students to receive up to two Pell Grant Scheduled Awards in the same award year in many 
cases.  If a student has already received 200% of his or her Pell grant for that year, at your institution or 
at another institution, he/she may not receive additional Pell funds for payment periods completed 
during that same award year.  If the payment period overlaps into a new award year, that year's SAR or 
ISIR may be used for payment.  You must use the procedures outlined in Section 2.1 of this manual 
when requesting a first payment on any year's SAR or ISIR. 
 
If you should ever encounter a situation in which a student's Pell grant eligibility is in question, contact 
our technical support staff to determine remaining eligibility. 
 
 
 
 
 
When submitting a student's file for processing of his/her first payment of Pell or FSEOG funds in a 
particular award year, you will need to send the following information to GEMCOR: (These procedures 
apply unless the school submits electronic payment requests through TEAM Software) 
 
  1. Completed Formula Sheet 
  2. Student Aid Report (SAR) or ISIR (if applicable) 
  3. Complete Verification material (if applicable) 
  4. "C" Code Resolution Documentation (if applicable) 
 
1. Formula Sheet 
The Formula Sheet is an internal form designed by GEMCOR, which provides our office with basic 
information necessary to process a student's annual Pell & Campus based awards.  Master copies of this 
form can be found in Appendix 1 to this manual.  One form is to be used by clock hour or credit hour 
institutions that do not use academic terms.  The other is for use by institutions that operate with specific 
academic terms.  Choose the form that fits your curriculum.  Most of the form is self-explanatory.  Feel 
free to preprint constant information such as school name, ID numbers, and cost of attendance budgets 
before copying. 
 
The Program ID is a code used to identify each academic program at your institution.  Program lengths 
and academic calendar are stored in our systems for ease and speed in processing. 
 

Section 2.1 First Payment Requests 



If GEMCOR generates your institution’s ISIRs, you are not required to resubmit the physical ISIR to 
GEMCOR for processing.  You may simply indicate the appropriate Student ID number from the ISIR 
on the Formula Sheet and return only that document to GEMCOR for processing.  The Formula Sheet 
may be faxed to GEMCOR for your convenience.  It should be noted that using this approach to award 
processing does not result in a physical review of your ISIR file by GEMCOR.  This process should be 
used only if the ISIR was not flagged for verification or “C” code resolution, or if the school has already 
deemed that verification and “C” code resolution documents are accurate. 
 
You will find two boxes in the center of the Formula Sheet which contain important information 
necessary to accurately process your students’ awards.  The Program Information area includes constant 
information about your program’s and your academic year’s length.  This information will remain 
constant for all students in a particular program.   
 
The Cost of Attendance section may change for each student within a program, but should generally be 
based on standard budgets determined by you.  Institutions should develop, and consistently use, 
standardized cost of attendance budgets.  The budgets should reasonably reflect a student's total cost for 
attending school, including estimated living costs.  Appendix 2 to this manual has a budget form, which 
you can use to document and develop your budgets.   
 
 
Campus Based Aid Requests 
Originally, GEMCOR used a separate application for schools to request Campus Based funds for its 
students.  Since most requests for Campus Based funds were for FSEOG awards, and those awards are 
often processed at the same time as a Pell award is processed, we’ve elected to eliminate the Campus 
Based Aid Application Form.  Rather, we’re providing the school with the opportunity to request 
Campus Based funds directly on the Formula Sheet.   To request Campus Based funds, simply complete 
the Campus Based Aid section indicating your requested award amount.  GEMCOR will process your 
requests for FSEOG and/or Perkins funds with the student’s Pell award.   
 
In the event you wish to award Campus Based funds after Pell awards have already been processed, just 
complete a Formula Sheet for the student indicating your requested amounts.  The awards will be 
processed when received. 
 
 
Transfer Students 
Occasionally, you will be requesting awards for students who have attended other post secondary 
institutions.  These students are referred to as “transfer students”.  There are two relevant questions 
when processing awards for transfer students: 
 
 

 Did the student attend another institution during the current award year? 
 Are you accepting credit for training received at the other institution? 

 
 
These questions are relevant because we must know about a student’s financial aid history to determine 
if he/she is still eligible for additional funds, and we must know how much of the program he/she will be 
completing at your institution.   
 
The National Student Loan Data System (NSLDS) maintains a complete history of a student’s financial 
aid past.  The student’s ISIR contains this NSLDS historical information, and is sufficient to determine 
future eligibility unless the student attended another institution during the current award year. If 



this is the case, you must obtain updated information form the NSLDS before awarding additional funds.  
You should attach a current NSLDS printout to the file, or if you do not have NSLDS access, GEMCOR 
will obtain current NSLDS information prior to awarding the student additional funds.  Also, since you 
may only award aid to a student for training received at your school, you must indicate the amount of the 
program that the student will complete at your school in the space provided.  GEMCOR will process the 
award based on the remaining portion of the program that the student will be completing at your school. 
 
2. SAR or ISIR (Institutional Student Information Record) 
The official federal document necessary to award federal student financial assistance is the Student Aid 
Report (SAR), or the electronic Institutional Student Information Record (ISIR).  All SARs or ISIRs 
must be reviewed by the student for accuracy, and any necessary corrections should be made prior to 
awarding Title IV aid to any recipient.  You should pay special attention to the EFC area on the SAR or 
ISIR.  In the event you see an asterisk "*", or the letter "C", next to the EFC number, additional 
documentation will be necessary to resolve this issue before awarding funds to the student.  Sections 5 
and 6 of this manual describe the required documentation if either of these two conditions exists. 
 
GEMCOR will review SAR or ISIR files submitted to determine accuracy with verification or “C” code 
resolution documents.  Although allowed by some regulations, GEMCOR will not process a SAR or 
ISIR that does not contain complete documentation.  Processing incomplete files would become 
potential liabilities to the institution.  Any incomplete file will be returned to you for corrective action.  
Regulations effective July 1, 1995 eliminate the requirement that a student sign his or her SAR or ISIR.  
However, the collection of these signed certifications is still required at some other point in the 
enrollment process.  Please note that the failure to collect these signed certifications may result in the 
student's ineligibility for federal aid.  For convenience, these statements are included in the student’s 
FAFSA certifications. 
 
 
One Page Processing Option  
In order to expedite processing and reduce paperwork to a minimum, many payment requests may be 
submitted to GEMCOR by submitting only the one page Formula Sheet.  Since our office receives the 
students’ ISIRs for most of our client schools electronically from the USDE, we already have a complete 
computer record of your students’ ISIRs on file.  The Student ID, a number unique to each ISIR, is used 
to process a student’s awards.  By indicating the appropriate Student ID on the Formula Sheet, that one 
page document would then include all necessary information to process your payment requests.   
 
 
This approach is best used on ISIR files that are not selected for verification, or do not contain “C” code 
resolution issues.  These “clean” files may be processed without further review providing the school has 
no other conflicting information in its files for the student.  Also, many schools have personnel in place, 
who are well versed in verification and “C” code issues.  These schools may use One-Page Processing if 
they have already performed verification or “C” code resolution on files so selected. 
 
 
Although One-Page Processing is available to any school as an option, our office will always review 
ISIR files containing a verification flag or “C” code, if the ISIR and supporting documentation is 
submitted.      
 
 
 
 



 
 
 
3. Complete Verification Material 
If a file has been selected for verification and you elect to have GEMCOR review the file for accuracy, 
you will need to submit complete verification material along with the ISIR.  A SAR or ISIR has been 
selected for verification if there is an asterisk "*" next to the EFC number.  This indicates that the file 
did not pass federal edits, and there is a possibility of erroneous data.  Generally, verification is satisfied 
with a completed, signed Verification Worksheet and the student's base year U.S. Income Tax Return.  
Spousal returns and parental returns will be necessary for married or dependent students, respectively.  
See Section 5 for additional information on verification requirements.  Verification Worksheets can be 
found in Appendix 3. 
 
 
4. "C" Code Resolution Documentation 
A "C" code occurs whenever the letter C appears next to the EFC number on the SAR or ISIR.  
Generally "C" codes indicate that there was a mismatch of applicant information with one of several 
other federal agencies.  An applicant's information is cross-checked with the following federal agencies: 
 
 

 Department of Homeland Security (DHS) 
 Social Security Administration (SSA) 
 National Student Loan Database System (NSLDS) 
 Selective Service 
 Veterans Administration 
 Drug Conviction National Database  

 
Applicant data, which conflicts with what the government has on file, will result in a "C" code.  The 
narrative or comments section of a SAR, or ISIR will describe what caused the "C" code and what is 
necessary to resolve it.  Since "C" codes are relatively rare, feel free to contact us for personal guidance 
when you have a file with a "C" code.  Many "C" codes result from applicants whose citizenship is 
questioned.  This would require confirmation from your local Department of Homeland Security, 
formerly, the Immigration and Naturalization Service (INS).  See Section 6 for additional information 
about “C” code resolutions and DHS confirmation. 
 
 
All SAR/ISIR files received by GEMCOR go through a compliance edit before any awards are 
processed.  Files that are deemed to be inaccurate or incomplete will be rejected and returned 
unprocessed.  A reject notice will be returned with the file explaining what corrective action is 
necessary.  Accepted files are sent to our Processing Department where awards are originated with the 
Department of Education.  Prior to issuing payments for your students, we must receive an accepted 
origination and disbursement record from the Department of Education.  This process is generally 
completed within 48 hours of receipt of your information, and ensures that the USDE has already 
authorized payments to your students before we issue the award check. 
 
 
 
 



 
 
 
Our systems will automatically schedule future payments to a student at the time the first payment on a 
SAR or ISIR is processed.  The schedule shall coincide with the remaining payment periods in the 
institution's academic year.  When students reach a subsequent payment period and the institution has 
determined that the students have been maintaining satisfactory progress in accordance with published 
standards, simply indicate the students on the Subsequent Payment Request Form.  You may list 
multiple students on each form.  Upon receipt of this form, we will process the students' next payments.  
GEMCOR does not automatically process future payments based on scheduled dates.  You must notify 
us that a student has completed all requirements of the prior payment period before future payments are 
generated.  This policy avoids unlawful prepayment to students, as well as controls maintenance of 
excess federal cash in your federal student aid bank account.  TEAM software users may request 
subsequent payments through the software’s electronic process. 
 
To expedite the processing of subsequent payments, feel free to fax the Subsequent Payment Request 
Form to us toll free at 1-888-9-GEMCOR. 
 
Please note that the above procedures for requesting subsequent payments pertain to additional 
payments on one particular year's SAR or ISIR.  If a student will be receiving awards on different years' 
SARs or ISIRs, you must follow the procedures outlined in Section 2.1 of this manual for the first 
payment on a particular SAR or ISIR.  Subsequent Payment Request Forms are found in Appendix 4 of 
this manual. 
 
 
 
 
Title IV of the Higher Education Act (HEA) of 1965, as amended provides for additional funding 
sources beyond basic Pell Grants and Stafford student loans.  Three of these additional Title IV 
programs come under the heading “Campus Based Programs”.  These programs are called “campus 
based” largely because the school determines, on campus, who will receive these funds, and how much 
each student will receive.  Campus Based Programs are also contributory programs in that a portion of 
the award is provided by the USDE and the school provides a portion itself.  For this reason, and due to 
the limited availability of federal funds in these programs, many schools elect not to participate in the 
Campus Based Programs.  If interested, a school may participate in any or all of the Campus based 
Programs. 
 
Schools that do participate receive an annual allocation of federal funds at the beginning of each award 
year.  Unlike Pell and Stafford Loans, funds authorized to a school for Campus Based awards are 
significantly limited.  Authorizations may not be increased to cover all eligible students throughout an 
award year.  Once a school has expended its initial authorization of Campus Based funds for an award 
year, there are no more funds to disburse until the next award year begins and a new authorization is 
received.  Funds provided by the USDE for Campus Based awards come in three forms: 
 

 Federal Supplemental Educational Opportunity Grant (FSEOG) 
 Federal Work Study (FWS) 
 Federal Perkins Loan 

 
 
   

Section 2.2 Subsequent Payment Requests 

Section 3 Campus Based Programs 



 
 
 
 
The FSEOG program is the most popular of the Campus Based programs.  These funds are designed to 
be a supplement to a student’s Federal Pell Grant award.  Although in some cases a school is justified in 
awarding FSEOG funds to a non-recipient of Pell funds, regulations require that schools give priority to 
Pell recipients when awarding FSEOG funds.  FSEOG awards per student for an academic year must be 
at least $100.00 but no more than $4,000.00.  Because of the limited availability of funds, most schools 
keep their students’ awards limited to several hundred dollars each. 
 
Matching Contributions 
As stated earlier, all Campus based program awards are contributory in nature.  For FSEOG, federal 
funds may only cover up to 75% of a student’s total FSEOG award.  The remaining 25% must be 
provided by a matching source.  Generally this matching source is the school, but some schools may use 
state aid to offset some or all, of the FSEOG matching requirement (certain conditions exist).  A school 
may perform its FSEOG matching in one of three ways. 
 
Individual Recipient Match   
This matching process is the most common, and the easiest to document and audit.  Although this 
method is not mandatory, it is the method recommended by GEMCOR, and used in its daily processes 
of awarding FSEOG.  Using the Individual Recipient Match method, a school initiates an FSEOG 
award, receives 75% of the award from the federal fund, and credits the student’s account for the 
remaining 25% school share.  For example, if you request an FSEOG award from GEMCOR for a 
student in the amount of $400.00, our office would return a payment to you for the federal share (75% or 
$300.00).  When the check is deposited and the student’s account is credited, simply credit an additional 
$100.00 for your 25% school share.  
 
Aggregate Match 
Schools using the Aggregate match approach would determine its entire matching requirement for the 
whole year and contribute the matching share to a select few students.  For example, if a school expects 
to award a total of $20,000 of FSEOG funds for a year, the school’s matching share would be 25% or 
$5,000.00.  This $5,000.00 could be awarded to a little as two student recipients.  A student receiving an 
aggregate match of school share funds must also be awarded some federal share funds to be considered 
an FSEOG recipient.  Schools using this method must maintain complete documentation regarding who 
received the aggregate matching funds for audit purposes. 
 
Fund Specific Match 
In this method, a school establishes an “FSEOG fund” into which it deposits federal funds as well as 
institutional matching funds.  Using the $20,000 example above, $15,000 of federal funds are deposited 
into this account and $5,000 of school matching funds are deposited into this account.  As individual 
awards are processed, the funds are distributed in whole out of this account, effectively resulting in 
somewhat of an individual recipient match.  The main disadvantages of this method are: 
 

 The school must physically deposit cash into this account.  Using the Individual Recipient Match 
method, a school needs only to make a credit entry to the student’s account. 

 
 The entire amount disbursed from the “joint” FSEOG account must be included for purposes of 

return of unearned funds calculations.  Matching funds made through the individual recipient or 
aggregate basis are excluded from return of unearned funds calculations. 

  

Section 3.1 FSEOG Program 



Schools are required to have a written FSEOG selection policy.  This policy stipulates how a school 
intends to distribute its annual allocation of FSEOG funds to its eligible students.  Schools are allowed 
to develop any policy with which they are comfortable. Included in Appendix 7 to this manual is a 
policy that GEMCOR has developed for some of its client schools.  Use this as an example, or feel free 
to incorporate it into your policies and procedures. 
 
Schools should use the Formula Sheet to request FSEOG funds.  FSEOG may be requested at the same 
time that Pell funds are being requested, or you may elect to request FSEOG funds after Pell has been 
paid.  Since FSEOG must be awarded to students with “exceptional” need, it is never advisable to award 
FSEOG to a student who is not a Pell recipient.  Upon receipt of your award requests, GEMCOR will 
process them accordingly, or will notify the school that it has already expended its annual authorization 
of FSEOG funds. 
 
 
 
 
 
 
Another Campus Based Program available to schools is the Federal Work Study (FWS) Program.  Under 
this program, students are selected for employment and their wages are reimbursed by the federal fund.  
Students may be employed at the school or at an outside business in a position related to their major 
course of study.  Like FSEOG, FWS federal funds are limited to 75% of the total wages.  The school 
must fund the remaining 25%.  For wages paid at an outside, for-profit business the federal share may 
not exceed 50%.  There are many other program requirements that are to extensive for inclusion in this 
manual.  Contact GEMCOR directly for more information if you are interested in FWS. 
 
To request FWS funds through GEMCOR, simply indicate the amount of your request in the Campus 
Based section of the Formula Sheet.  Periodically, submit a copy of your FWS payroll to GEMCOR.  
Our office will process your batch and issue a federal award for the amount of reimbursement due you.  
To ensure accurate processing, we recommend that you submit your FWS payroll to us for processing 
on a quarterly basis.     
 
 
 
 
   
The Federal Perkins Loan program is a supplemental student loan program with severely limited 
funding.  Further, awards are contributory like all Campus Based programs and collection of the loan 
proceeds is a school responsibility.  Participating schools are not only responsible for loan collection, 
but are responsible for all outstanding principle when the school wants to end its participation in the 
program.  Typically schools participating in Perkins loans today have done so for several decades and 
have dug themselves a hole too deep to get out.  Although GEMCOR will originate Perkins loans for 
those schools who already participate, we do not recommend that any school begin participation in the 
Perkins loan program.  This program is better left in the hands of the large universities. 
 
If you already participate in Perkins loans, and wish to originate a loan to a student, indicate the desired 
amount in the Campus Based section of the Formula Sheet.  GEMCOR will award the loan, but our 
office does not perform loan servicing functions.  You will need to transmit this loan information to your 
Perkins servicing agent. 
 
 

Section 3.2 Federal Work Study (FWS) 

Section 3.3 Federal Perkins Loan Program 



 
 
 
Federal student loans have been available to students and their parents since the passing of the Higher 
Education Act of 1965.  The loan programs have gone through several modifications and name changes 
over the years, but have always provided for a family to borrow funds for educational expenses.  The 
programs have also deferred interest payments on some loans until students have completed their 
programs of study and have had a reasonable opportunity to find employment.   
 
The basic student loan programs include the Stafford and PLUS programs.  Stafford loans are available 
to student borrowers while PLUS loans are available to the parents of dependent students.  Stafford 
Loans are further split into subsidized and unsubsidized loan types.  The subsidized Stafford Loans are 
available for low-income students, while unsubsidized are generally available to all applicants regardless 
of income level.  The terms “sub” and “unsub” are commonly used to identify each loan type, with 
“sub” loans having more of their interest paid by the Department of Education than for “unsub” loans.  
The PLUS program provides loans to parents of dependent students, and is available regardless of 
parental income.  Stafford and PLUS loans were historically available through local lenders under the 
Federal Family Educational Loan Program (FFELP) until the Department of Education initiated the 
Direct Loan program. 
 
The Federal Direct Student Loan (FDSL) Program originated in the 1994-95 award year as a pilot 
program.  It has steadily grown in popularity and participation since its inception.  For schools who 
prefer having the complete control over its student loan funding, or for schools that have difficulty 
finding lenders for eligible students, the FDSL program is provides your best approach. 
 
Direct loans are no different than the historical FFEL Stafford loans in terms of student eligibility, award 
amounts, repayment, deferment, etc.  The only difference between FDSL and FFEL is the source of the 
funding for this program.  FFEL funds are provided by lenders (banks), and the repayments of the loans 
are guaranteed by a guarantee agency (typically a State authority).  The federal government only needs 
to provide funds for the interest expenses on FFEL loans and funds to cover reimbursement of defaulted 
loans.  Under the FDSL program, the federal government provides all capital to fund the program.  
Banks and guarantors are eliminated from the process under the FDSL program.  This generally results 
in a streamlined, smoother funding process.  It does, however, require a significant amount of additional 
work on the part of the school to be a Direct Loan school as opposed to a FFEL school. 
 
Virtually all client schools who participate in the FDSL program use GEMCOR to process their student 
loan applications.  FDSL funds are processed by GEMCOR in much the same way as Pell funds are 
processed.  Student awards are electronically originated with the Department of Education, 
acknowledgments are received, and funds are ultimately transferred to the school’s account.  Student 
loans are generally awarded on an academic year basis, with payments coinciding with the payment 
periods occurring within the loan period.   
 
Example  
A student enrolls in a 1200 clock hour (60 quarter credit hour) program.  The school defines its 
academic year as 900 clock hours (45 quarter credits).  This program is equal to one and 1/3 academic 
years.  The student may receive a full loan for the first academic year (900 clock or 45 credit hours).  
The award would be disbursed in two payments.  One-half of the loan would be disbursed for the first 
payment period and one-half for the second.  If the school is a term-based school, payments must 
correspond with the school’s academic terms and may require more than two payments per year.  When 
the first year of study is complete, the student could conceivably apply for additional loan money for the 
remaining portion of the program.  Based on this example, that amount would be 1/3 of the second year 

Section 4 Federal Direct Student Loans (FDSL) 



of study.  The student would only qualify for a partial loan for this additional period because it is less 
than a full year of study.   
 
Generally, a student’s first loan payment may not be disbursed until 30 days of enrollment have elapsed.  
Future payments may be made at the beginning of future payment periods.  The 30-day delay on the first 
payment is a regulation designed to combat high default rates for students who withdraw early in their 
attendance.    
 
Standard vs Alternate Origination 
A school participating in the FDSL program may be certified by the Department as either a Standard or 
Alternate origination school.  Alternate origination means that the school administers its loan program 
with a minimum of intervention from the Department.  It is the preferred way to administer FDSL funds 
and results in a quicker turnaround time for your funds as well as more accurate fund accountability.  
Under Alternate origination GEMCOR processes all files electronically with the Department.  Alternate 
origination also allows us to draw down federal cash from the GAPS web site as funds are needed.  
Loans for standard origination schools require manual intervention by Department of Education 
contractors, which generally results in more delays and errors.  Also under standard origination, the 
Department of Education sends your funds to you electronically.  This takes the issue of fund control out 
of our hands and usually results in excess cash and reconciliation errors.  The decision to place a school 
under Alternate or Standard origination is up to the Department.  Most schools enter the program as 
Standard schools and are later transferred to Alternate schools once they demonstrate administrative 
capability in administering FDSL funds.  The procedures a school must follow to begin loan processing 
through GEMCOR are the same regardless of whether the school is under Standard or Alternate 
origination.  In addition to a valid SAR or ISIR, a key document in the loan process is the promissory 
note. 
 
Promissory Notes (Prom Notes) 
As with any loan, the prom note is the legal, binding document or contract.  Separate notes are used for 
the Stafford and PLUS loan programs.  The note must be completed by the student, or parent in the case 
of a PLUS loan.   A Master Promissory Note (MPN) is the type of prom note used in today’s financial 
aid arena.  Using a MPN, students need only sign a single promissory note when they enroll at your 
school.  For programs of study longer than one academic year, the MPN can be used for borrowing in 
subsequent years of education.  The MPN does not contain a specified dollar amount.  Rather, the 
institution is permitted to increase a student’s loan indebtedness for multiple years of training without 
obtaining additional prom notes from the student.  A supply of prom notes can be obtained from 
GEMCOR or directly from the Department by calling 1-800-848-0978, or visiting the Department of 
Education’s financial aid web site at http://ifap.ed.gov 
  
FDSL Certification Worksheet 
The FDSL Certification Worksheet is an internal form developed by GEMCOR to collect relevant 
information for the processing of a student’s loan.  A fully completed worksheet must accompany each 
loan file.  See Section 4.1 for detailed information regarding the FDSL Certification Worksheet. 
 
Disbursing Loan Funds 
You will receive processed loan awards similar to the way you receive your Pell awards.  Each award 
will be identified on a roster, or Disbursement Journal.  A borrower is responsible for any governmental 
origination fees that will be subtracted from the original loan amount.  The net amount of each loan is 
what you will receive and will apply to a student’s account with your school.  Be sure to comply with all 
disbursement and notification requirements when depositing student loan awards, including the 30-day 
delayed disbursement rules and the cancellation notification rules.  Contact our office if you need 
assistance with current disbursement regulations. 



Returning Unearned Loan Funds 
In the event a borrower withdraws from your school, you may discover that some of the loan money 
received by the borrower was unearned.  After determining how much loan money is unearned, you will 
return these funds in the same manner as you would return unearned Pell funds.  Simply deposit the 
unearned amount back into your federal funds bank account and notify GEMCOR about this return of 
funds (see form in Appendix 6).  We will then adjust the borrower’s account with the Department of 
Education and either use the returned funds on hand for a future borrower, or return them to the 
Department of Education electronically. 
 
Student Status Confirmation Reports 
Periodically you will receive a Student Status Confirmation Report (SSCR) from GEMCOR.  This is a 
listing of your students who have received loans in the past.  The purpose of the report is to update the 
Department’s system regarding the student’s enrollment status at your school.  Generally these reports 
are issued every 60 days.  GEMCOR will receive your report from the Department electronically and 
will remit a printed copy to you.  Upon receipt, you will need to correct any inaccurate enrollment 
statuses or dates and return the report to GEMCOR either by mail or by fax.  We will transmit the 
necessary changes to the Department electronically.  This process will repeat about every two months.  
It is crucial that you not delay in returning your corrected SSCR to our office.  There is only a small 
window of opportunity to file these reports on time.  Also, to speed the process along, only make 
necessary corrections.  For example, let’s say that you are reviewing a report as of January 2008, and the 
report shows an expected graduation date for a student in August 2008.  Your school records indicate 
that the student is on leave, and you don’t expect the student to graduate until October 2008.  It is not 
necessary to change this date at this point.  Many things can happen between January 2008 and October 
2008 which can further modify this expected graduation date.  We ask that you concentrate more on 
modifying actual occurrences rather than anticipated ones.  If this same student dropped in January 
2008, then adjust that date and we will submit the correction to the department.   
 
 
 
 
 
A first payment of a Stafford or PLUS loan is accomplished by submitting the file to our office for loan 
origination.  Whether you participate in FDSLs as a standard or alternate originating school is irrelevant 
in terms of the documents you need to submit to originate a student loan.  For each new student loan 
you’ll need to submit the following: 
 

 Completed and Signed Promissory Note(s) 
 Completed Certification Worksheet 
 SAR or ISIR (if not already on file with us) 
 Verification Material (if selected, and not already on file with us) 
 “C” Code Resolution Material (if selected, and not already on file with us) 

 
Promissory Note 
Generally students will sign a FDSL Master Promissory Note (MPN).  This single note entitles you to 
process initial, as well as additional, loan awards for the student as he/she progresses through your 
program.  The MPN is especially useful for students enrolled in multi-year training programs.  If your 
institution participates through the standard origination process, the student will receive his/her official 
promissory note in the mail from the USDE.  It must be signed and returned as soon as possible.  The 
loan will not be funded until the signed promissory note is on file with the USDE. 
 
 

Section 4.1 FDSL First Payment Requests 



FDSL Certification Worksheet 
This worksheet must be completed and provides us with the necessary information to correctly originate 
your student’s loans.  The form is self-explanatory in most respects and can be found in Appendix 5 of 
this manual.  However, there are some issues to keep in mind when originating a student loan. 
 
Question 2 - Grade Level 
Generally, the grade level represents the student’s grade level at your institution.  If you offer a one-year 
diploma or certificate program in a particular occupation, the student’s grade level will be “1”.  If a 
student has attended two years of college at another school prior to enrolling at your school, that does 
not put the student into grade level “3”.  The grade level represents the student’s grade level for training 
received at your institution only. 
 
Question 3 – Loan Period 
The loan period should coincide with the length of the student’s program or academic year whichever is 
shorter.  Payments will be distributed in accordance with your payment periods during that loan period. 
 
Loan Amount Determinations 
The two boxes in this section provide for a determination of the student’s eligibility for loan funds.  
Student eligibility is always tied into a cost of attendance.  The cost of attendance is the amount a 
student will reasonably be expected to pay for his/her education during the loan period.  This includes 
both direct costs like tuition, fees, and books, as well as indirect costs of living that will be incurred by 
the student while attending school.   
 
To determine eligibility for subsidized loans, any other financial aid and the expected family 
contribution (EFC) must be subtracted from the total cost of attendance.  The resulting figure represents 
“unmet need” and is the amount a student can apply for in a subsidized loan (subject to federal annual or 
aggregate maximums).  A similar calculation is performed to determine eligibility for unsubsidized and 
PLUS loans except that the EFC figure is not used in these calculations.  Eligibility for “unsub” and 
PLUS loans is limited only by cost of attendance less other financial aid (subject to federal annual or 
aggregate maximums). 
 
Upon receipt of a complete loan file from you, we will electronically originate the student’s loan with 
the USDE.  We will also submit the signed promissory note to the USDE, if your school is not on 
standard origination.  Remember, the student will receive a promissory note directly from the USDE, 
and will return it back to the USDE, if your school is on standard origination.  When the USDE has 
received the promissory note (either from us or from the student) they will electronically acknowledge 
that fact with us, and we are then able to begin disbursing the loan.  First payments are generally made 
no sooner than 30 days into a student’s first loan period. 
 
 
 
 
 
Our office will generate subsequent payments only after you have confirmed that the student has begun 
a new payment period.  As with the Pell Grant program, this can easily be accomplished by submitting 
the student’s information on the Subsequent Payment Request Form found in Appendix 4 to this manual. 

Section 4.2 FDSL Subsequent Payment Requests 



 
 
 
 
 
Verification is a process that requires an institution to confirm the data that a student has included in 
his/her application for federal assistance.  Generally, institutions must perform verification procedures 
on selected files.  A file has been selected for verification if the EFC number on the SAR or ISIR is 
followed by an asterisk "*".  Specific policies, procedures, and forms needed to complete the 
verification process are found in Appendix 3 of this manual. 
 
 
 
 
 
A "C" code occurs whenever the letter C appears next to the EFC number on the SAR or ISIR.  
Generally "C" codes indicate that there was a mismatch of applicant information with one of several 
other federal agencies.  An applicant's information is electronically matched with the following federal 
agencies: 
 

 Department of Homeland Security (DHS) 
 Social Security Administration (SSA) 
 National Student Loan Database System (NSLDS) 
 Selective Service 
 Veterans Administration 
 Drug Conviction National Database  

 
Applicant data, which conflicts with what the government has on file, will result in a "C" code.  The 
narrative or comments section of a SAR, or ISIR will describe what caused the "C" code and what is 
necessary to resolve it.  Since "C" codes are relatively rare, feel free to contact us for personal guidance 
when you have a file with a "C" code.   
 
 
 
 
 
 
The National Student Loan Data System (NSLDS) stores historical data relative to a student’s financial 
aid payments at prior schools.  This information is automatically included on the last page(s) of a 
student’s ISIR, and in most cases, is all that you will need to comply with FAT requirements.  However, 
due to delays in getting accurate data into the NSLDS from other schools and agencies, students who 
transfer to your school during the current award year should have their ISIR information updated 
through the NSLDS system.  This will provide up to date information on the federal aid that a student 
was awarded at past institutions and information concerning the student's default status on any prior 
loans.  Since GEMCOR’s system will not issue any award payments to students without an accepted 
disbursement record, we may be unable to process a particular payment if the department responds to 
our disbursement record that a payment may not be made due to another institution receiving those 
funds.  In these cases you will receive a separate notice from us indicating what institution previously 
processed aid for the student, and what actions you need to take to resolve any conflict. 
 

Section 5 Verification 

Section 6 “C” Code Resolution 
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Regulations prohibit institutions from maintaining excess federal cash on hand.  Our systems and 
policies have been calibrated to avoid this situation.  Federal cash is not maintained in your bank 
account for future student awards.  On a daily basis, cash is requested through the GAPS web site 
system by GEMCOR for your school, in an amount necessary to cover award checks processed that day.  
In most cases, the funds are wired into your account on or about the day you receive your student award 
checks from GEMCOR.  Do not delay in depositing these checks.  Although you may have valid 
awards to account for all funds on hand, unnecessarily leaving the money in your federal aid checking 
account can be construed as maintaining excessive federal cash.  In the event you may be cited during an 
audit for excessive cash maintenance, contact our Accounting Department and we will provide 
suggested responses on your behalf.  To further ensure cash accountability, the following daily, weekly, 
monthly, and annual reconciliations are performed: 
 
Daily Functions 
Federal awards are processed by GEMCOR on a daily basis.  Upon receipt of disbursement or refund 
information from the school, federal award origination and disbursement records are submitted 
electronically to the Common Origination & Disbursement (COD) System.  Origination and 
disbursement acknowledgements are received and processed through GEMCOR’s internal system to 
create award payments for students.   After daily award checks have been prepared, GEMCOR will 
request the necessary funds for these disbursements using the cash management policy identified below.  
As part of the daily cash requesting processes, your federal authorizations in the GAPS system are 
routinely compared to your actual awards processed by GEMCOR to ensure student award have been 
fully authorized by the department before disbursement.  
 
Weekly Functions 
Each week an analysis is performed on all accounts to determine the possible existence of federal cash 
on hand.  Cash on hand will only result from money deposited by schools for refunds which has not 
been used to fund other current disbursements.  In cases where refunds reported to GEMCOR result in 
unused cash on hand, the cash will be returned to the department electronically through the Grants 
Administration and Payment (GAPS) System. 
 
Monthly Functions 
Upon receipt of your bank statement each month, your federal funds bank account will be reconciled 
with your general ledger to ensure accurate cash accountability.  In the event bank service charges are 
assessed to your federal funds account, you will be responsible to pay for those fees.  We recommend 
that you maintain a sufficient amount of institutional funds in your federal account as a source for 
payment of these service fees, or instruct your bank to assess service fees to another account you 
maintain at that bank. 
 
FDSL account statements are received by GEMCOR from the department each month reflecting loan 
cash and disbursement activity for your school.  These reports are reconciled against our internal 
systems to ensure loan activity is properly recorded and that all transactions in our system balance with 
those at the federal level. 
 
Annual Functions 
On an annual basis, all program activity for all federal awards is reconciled with the department’s COD 
and GAPS systems.  These procedures ensure an adequate accounting of all federal fund transactions 
regarding your student recipients, and that all funds requested from the department have been properly 
used and accounted for. 

Section 8 Federal Cash Management 



 
 
 
Federal funds necessary to cover award checks generated by our office are electronically deposited into 
your federal funds bank account.  This process is initiated by us when we place a request for funds 
through the department’s G5 web site also known as the Grants Administration and Payment System 
(GAPS).  Each day we review your account to determine if additional funds need to be deposited into 
your account to cover that day’s award checks.  Below is our cash management policy which is used 
each day to effectively manage our client’s federal bank accounts.     
 
 

FEDERAL CASH MANAGEMENT POLICY 
 
 
1. Each day, after Title IV awards are processed, the balance of federal cash in the school’s 

account is reviewed to determine if sufficient funds are on hand to cover awards processed. 
 

The balance reviewed would be the balance of Title IV program funds on hand as of that day, 
and would include any Title IV refunds or award adjustments recorded as of that day. 

 
2. In the event the balance of Title IV program funds on hand is sufficient to  cover the awards 

processed for the day, no additional funds will be requested from the Department of Education. 
 
In the event the balance of Title IV program funds on hand is not sufficient to cover the awards 
processed for the day, then a request for additional funds from the Department of Education will be 
made through the Grants Administration and Payment System (GAPS).  The amount of funds requested 
will be computed from the following formula: 
 
Total amount of Title IV program awards processed for students minus the total amount of Title IV 
program funds on hand including refunds & adjustments. 
 
We believe the above policy will strictly control occurrences of excessive cash maintenance, and will 
provide for better program integrity and accountability. 
 
 
 
 
 
 
In order to avoid situations of maintaining excessive cash on hand, federal regulations require that 
student awards be disbursed within three business days of receiving funds from the department through 
GAPS.  Although this sounds like a difficult requirement to meet, disbursement generally occurs at the 
point that you post the award to the student’s account with the school.  Therefore, your requirement is 
that a posting of a student’s award is made to his/her account within three days of receiving funds from 
GAPS. 
 
Our system draws down money from GAPS each day, for the awards generated that day.  To always be 
safe from excess cash allegations, simply review our disbursement journal for a given day, and post the 
necessary credits to the student’s account within three days of the processing date on the journal.  This 
way, regardless of when you actually deposit our award check, the credit was posted, e.g., the funds 
were disbursed, within the three-day rule.   

Section 8.1 GAPS / G5 Advances 

Section 8.2 Disbursing Funds 



 
 
 
 
 
Your Title IV funds flow through a special escrow checking account set up by you.  The title of this 
account should reflect your institution's name as well as the phrase "federal funds account".  Only 
federal aid funds should flow through this account.  If your bank charges monthly service fees on this 
account, those fees are your responsibility and must be reimbursed by you.  We suggest that you deposit 
an amount sufficient to cover six to twelve months of estimated service charges into your federal aid 
account.  This would not be considered as maintaining excessive cash on hand since the money is 
institutional rather than federal.  Institutions participating in federal aid programs for the first time will 
need to have this account approved by the Department of Education for electronic transfer of funds.  
Contact our Accounting Department for assistance with this process.  Once your account has been set 
up, funds are requested by GEMCOR to cover award checks processed on a daily basis.  We will 
maintain the integrity of this account as part of our full service administration.  Our Accounting 
Department routinely reconciles your federal student aid bank account on a monthly basis.  We 
encourage you to have your bank mail the statements on this federal aid account directly to our office.  If 
you choose to have them go through you, it is imperative that we receive your statements regularly.  
This ensures strong cash accountability.  We reserve the right to suspend processing for any client who 
is delinquent in submitting bank account statements to us on a timely basis. 
 
 
 
 
 
All Pell Grant, Direct Loan, and Campus-Based program reports are regularly filed by our office.  These 
reports include your periodic GAPS Cash Accountability or Confirmation Reports, periodic Student 
Status Confirmation Reports (SSCR), annual FISAP Reports, and daily Common Origination and 
Disbursement (COD) reporting of federal award disbursements.. 
 
Electronic Pell and Direct Loan Payment Data reports are done on a daily basis as you award funds to 
your students.  This practice of daily origination and disbursement record submissions ensures continual 
flow of authorization adjustments.  Electronic acknowledgements of these reports are received by our 
office from the Department.  These results are compared to data submitted for every student to ensure 
accurate and timely Pell and Direct Loan payment data reporting.  Your authorization levels are 
monitored on a daily basis to ensure up to date information.  Receiving accepted confirmations from the 
Department for every student award prior to issuing payment provides the highest level of compliance 
and accuracy for your federal aid programs.  
 
 
 
 
To ensure operational integrity, to minimize your costs of having your federal aid programs audited, and 
to comply with federal legislation, GEMCOR has a formal audit performed on its internal control 
procedures on an annual basis.  This audit will be provided to you free of charge upon request.  Your 
CPA, when auditing your federal aid program activity, can rely on our audit of internal controls.  This 
prevents him/her from having to travel to GEMCOR’s offices to audit our policies and should keep your 
audit costs low.  We encourage you to use CPAs experienced in federal aid audits, and we can provide 
qualified referrals upon request. 
 

Section 8.3 Account Reconciliation 

Section 8.4 Federal Reporting 
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For each fiscal year, you are required to have a compliance and financial audit performed at your 
institution.  An independent certified public accounting (CPA) firm must perform these audits.  The 
audits are due at the USDE within six months of the end of your corporate fiscal year.  These audits are 
very unique and require the experience of professionals who have a history of performing Title IV 
compliance and financial audits.  Once again, we are happy to provide referrals to you. 
 
Finally, please understand that an audit is a time consuming process.  Our office needs time to 
professionally prepare your school’s “audit package” so that it is at your campus when the auditors are 
there performing their examination.  Please give us ample notice to perform our obligations.  It is not 
possible to request an audit package from us on Thursday for your on-campus audit next Monday.   We 
appreciate your cooperation.        
 
 
 
 
In the event a student withdraws or is terminated from the program, a tuition refund calculation in 
accordance with your institutional refund policy must be performed and any resulting refunds must be 
repaid by the school.  For Title IV recipients, a Return of Unearned Title IV Funds calculation must be 
performed before an institutional refund calculation.  Any unearned Title IV funds must be returned to 
your federal aid account within the regulatory 45-day deadline.  When returning unearned Title IV 
funds, or making tuition refunds, the money must be returned in the following mandated order: 
 
 

 To unsubsidized, then subsidized FFEL and FDSL Programs. 
 To the Federal Pell Grant Program 
 To the Federal SEOG Program 
 To any other Title IV Program  

   
When making Pell, FDSL, or Campus Based refunds, notify our office immediately.  We will 
record the refund, account for the additional cash in your federal aid account, and reduce the student's 
expected disbursement in the government's computer systems. 
 
Included in Appendix 6 to this manual are Return of Unearned Title IV Funds Calculation Forms and 
Refund / Return of Funds Notification Forms.  Please incorporate them into your procedures.  The 
Refund / Return of Funds Notification Form should be used to identify all students on whom you have 
returned federal aid to your bank account.  These funds are generally recycled to future recipients. 

 
 
 
Our office provides toll free technical support on any educational or financial aid issue during normal 
business hours (Monday-Friday 9:00am to 5:00pm Central Time).  Simply call our office.  In addition to 
general daily inquiries, we can provide assistance to you with program review responses, accreditation 
concerns, and eligibility and certification issues. 
 
GEMCOR also conducts periodic financial aid training workshops.  These workshops give us an 
opportunity to share ideas with peers, learn about new federal laws, and provide continuing education 
training to your financial aid staff and owners.  The workshops are generally during the summer months 
in the Chicago metropolitan area.  We will provide you with seminar information as schedules are 
determined. 

Section 9 Return of Unearned Title IV Funds 

Section 10 Technical Support 



 
Another area of support provided by GEMCOR is in the field of staff training.  Financial aid training for 
your staff can be scheduled at any time during the year.  Training at our office is provided free of charge 
to client institutions, and can be accomplished within several hours.  On-campus training can be 
arranged at a time mutually convenient.  There is a charge for on-campus training.  The fee would 
include expenses incurred, in addition to a daily charge.  These fees would be estimated and agreed upon 
by both parties prior to the visit.  To arrange for individualized training, simply contact our office. 



 
 
 
 
 
 
 
 

Appendix 1 
 
 
 
 
 
 

Formula Sheets 



 
 
 

General Information              PELL ID               PROGRAM ID 
 

School Name __________________________________________________        _____________        ______________ 
 

Student Name _________________________________________________  
           
Start Date _________/_________/_________         
       
Student ID # _________-_______-_________-___________-__________   

     (Original Social Security #)     (Name Code)    (Trans #) 
(From SAR or ISIR.  Provide this ID number in lieu of submitting actual SAR/ISIR document to GEMCOR for processing)  
 
If Start Date is Prior To July 1, 2009, ENTER HOURS COMPLETED AS OF JUNE 30, 2009 ____________ 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Transfer Students 
Did this student attend any other post-secondary institution during the 2009-2010 award year?        _____Yes        _____No  
If “Yes”, you must attach updated student eligibility information from the NSLDS. 
If you are unable to obtain this information, GEMCOR will process the request for updated NSLDS information.  This will 
cause an additional delay processing this file. 
 
How many clock or credit hours will this student complete at your school for the current enrollment? ___________________ 

 
 

 

Enrollment  Status 
Full Time _____ 
3/4 Time _____ 
Half Time _____ 

Program Information 
 

Respond to the following four questions 
based on Full Time status  

 
Number of Hours in Program __________ 
 
Number of Weeks in Program __________ 
 
Number of Hours in 

Academic Year  __________ 
     
Number of Weeks in 

Academic Year  __________ 
 

Cost of Attendance 
 
A. Tuition and fees for full academic year  $_____________ 
 
B. Books, supplies, equipment            $_____________ 
 
C. Room and board             $_____________ 
     (Determined by school) 
D. Misc expenses & transportation            $_____________ 
     (Determined by school) 
E. Other, e.g., dependent care 
     or disability expenses                          $_____________ 
     (Determined by school) 
 
 
 TOTAL COST OF ATTENDANCE     $_____________ 

Other Financial Resources 
Stafford Loan PLUS Loan State Aid    Other Aid       ______________________________ 
 
$___________ $___________ $___________     $___________ 
 

Requested Award Amounts 
        FSEOG                   FWS   Perkins Loan 

Campus Based Aid Request 

2009-2010 Formula Sheet 
(Clock Hour or Credit Hour, Non-Term Schools) 

  
 

 

 Total Award 

Federal Share 75%

School Share 25%



 
 
 

GENERAL INFORMATION 
 

School Name _______________________________________________  Pell ID No. ______________ 

 
Student Name _______________________________________________  Program ID. ______________ 

 

         Enrollment  Status 
Term Start Date _________/_________/_________   Full Time (12 or more Credits/Term)  _____ 
(This date should represent the start date of the first term  3/4 Time (9 to 11 Credits/Term)     _____  
being funded from the 2009-2010 SAR / ISIR)    Half Time (6 to 8 Credits/Term)     _____ 
 
 

Student ID # _________-_______-_________-___________-__________ 
     (Original Social Security #)     (Name Code)    (Trans #) 

(From SAR or ISIR.  Provide this ID number in lieu of submitting actual SAR/ISIR document to GEMCOR for processing) 
 
 
 

Is this a new student?     ____ Yes ____ No  
If "NO", please number of full-time equivalent (FTE) terms completed       _____________  

 
 

 
 
 

 

Did this student attend any other post-secondary institution during the 2009-2010 award year?        _____Yes        _____No 
If “Yes”, you must attach updated student eligibility information from the NSLDS. 
If you are unable to obtain this information, GEMCOR will process the request for updated NSLDS information.  This will cause 
an additional delay processing this file. 
 
How many FTE terms will this student complete at your school ?             ______________________ 

Transfer Students 

Program Information 
 

Respond to the following four questions 
based on Full Time status  

 
Number of Terms in Program __________ 
 
Number of Weeks in Program __________ 
 
Number of Terms in 

Academic Year  __________ 
     
Number of Weeks per Term __________ 
 

Cost of Attendance 
 
A. Tuition and fees for full academic year  $_____________ 
 
B. Books, supplies, equipment            $_____________ 
 
C. Room and board             $_____________ 
     (Determined by school) 
D. Misc expenses & transportation            $_____________ 
     (Determined by school) 
E. Other, e.g., dependent care 
     or disability expenses                          $_____________ 
     (Determined by school) 
 
 TOTAL COST OF ATTENDANCE     $_____________ 

2009-2010 Formula Sheet 
 (Standard Term Based, Credit Hour Schools) 

Other Financial Resources 
Stafford Loan PLUS Loan State Aid  Other Aid       ______________________________ 
 
$___________ $___________ $___________ $___________ 
 

Requested Award Amounts 
        FSEOG                 FWS   Perkins Loan 

Campus Based Aid Request 

  
 

 

 
Total Award 

Federal Share 75% 

School Share 25% 



 
 
 
 
 
 

Appendix 2 
 
 
 
 
 
 

Cost of Attendance Budget Form 



 
COST OF ATTENDANCE STANDARD BUDGETS 

 
 
        PELL GRANT  LOAN / CAMPUS BASED 
 
                 "A"                "B"            "A"                 "B"                   
 
 
A.  Tuition and fees for full academic year (Pell)   ___________     ___________      ___________     ___________ 
       or period of enrollment (Loan program) 
 
 
B.   Books, supplies, equipment           ___________     ___________      ___________     ___________ 
 
 
 
C.   Room and board            ___________     ___________      ___________     ___________ 
       (Actual room & board charges 
        if on-campus housing exists. 
       Estimate room & board charges 
        for academic year if student housing  
        is off campus) 
 
D.   Miscellaneous expenses & transportation        ___________     ___________      ___________     ___________  
       (Determined by school) 
 
 
E. Other, e.g., dependent care          ___________     ___________      ___________     ___________ 
       or disability expenses 
       (Determined by school) 
 
 
 
TOTAL COST OF ATTENDANCE         ___________     ___________      ___________     ___________ 
 
 
 
 
 
 
BUDGET CODES :  
 

“A” = Cost of attendance budget for students with no dependents, and living with parents. 
 
  “B” = Cost of attendance budget for all other students. 

 
You may use this form to determine your standard cost of attendance budgets. 

Keep this form in your files in the event it is requested by your auditors. 
 

You may create separate budgets for each program and enrollment status, for example, Medical 
Assisting - Full Time and Medical Assisting - Part Time, or Computer Systems Specialist – Day or 

Evening, etc. 



 
 
 
 
 
 
 
 

Appendix 3 
 
 
 
 
 
 

Verification Policy/Procedures & Forms 



2009--22001100  VVeerriiffiiccaattiioonn  WWoorrkksshheeeett   
 

INDEPENDENT STUDENT 
 
Your application has been selected by the U.S. Department of Education to be reviewed under a process called Verification.  You must complete and sign 
this form, and submit it to the school with copies of your (and your spouse’s) 2008 U.S. Income Tax Return(s), if returns were required to be filed, in order 
to receive any federal student financial assistance.  This information is required by federal regulation (34 CFR Title 34, Part 668).  Failure to comply within 
prescribed timeframes will result in forfeiture of your financial aid.  The school may electronically correct your application information if it is found to be 
inaccurate. 
 

SECTION 1 : INCOME VERIFICATION 
          Yes  No 
1a. Did you file, or were you required to file, a U.S. Income Tax Return for 2008 ?  _____  _____  
1b. Did your spouse file, or was your spouse required to file, a U.S. Income Tax Return for 2008 ? _____  _____  
 
If you answered "YES", you must provide the school with a signed copy of those returns.  If you answered "NO", you must list the sources and amounts of 
taxable income received by you (and your spouse) for 2008. 
 

   SOURCE       STUDENT     SPOUSE 
           AMOUNT     AMOUNT 

_________________________________________________  $____________  $____________ 

_________________________________________________  $____________  $____________ 

_________________________________________________  $____________  $____________ 

SECTION 2 : FAMILY SIZE VERIFICATION 
 
2. List the names, ages, and relationships of all people for whom you will provide more than half of their support between July 1, 2009 and June 30, 2010.  
Also, list the colleges being attended of any members of your household who will be attending college at least half time and are enrolled in a degree or 
certificate program between July 1, 2009 and June 30, 2010.  Attach a separate page if you need more space. 
 

                     NAME                               AGE            RELATION         NAME OF COLLEGE BEING ATTENDED 
______________________________   _____       _______________     ___________________________________ 
______________________________   _____       _______________     ___________________________________ 
______________________________   _____       _______________     ___________________________________ 
______________________________   _____       _______________     ___________________________________ 
______________________________   _____       _______________     ___________________________________ 
______________________________   _____       _______________     ___________________________________ 
______________________________   _____       _______________     ___________________________________ 
 

SECTION 3 : VERIFICATION OF OTHER UNTAXED INCOME 
 

3a.List the amount of child support received by you  (and/or your spouse) during 2008    $_______________ 
3b.List the amount of untaxed Workers compensation received by you (and/or your spouse) during 2008  $_______________ 
3c.List the amount of any untaxed Pensions received by you  (and/or your spouse) during 2008   $_______________ 
3d.List the amount of any other source of untaxed income received by you (and/or your spouse) during 2008  $_______________ 
Description of other untaxed income:___________________________________________________________. 

 
SECTION 4 : CERTIFICATIONS 

4. By signing this worksheet, I (we) certify that all information reported to qualify for Federal student aid is complete and correct. 
WARNING: If you purposely give false or misleading information on this worksheet, 

you can be fined, sentenced to jail, or both. 
 
_________________________________________ __________________________________________________ 
Student's Signature                       Date Spouse's Signature (optional)   Date 
__________________________________________________________________ 
SCHOOL USE ONLY 
This file has been processed using professional judgment and accordingly,    Yes    
taxed and untaxed income for 2008 are exempt from the verification process.   _____  
 
School Official's Signature   _____________________________________________________________ 



2009-2010 Verification Worksheet  

 

DEPENDENT STUDENT 
 

Your application has been selected by the U.S. Department of Education to be reviewed under a process called Verification.  You, and your parent(s), must 
complete and sign this form, and submit it to the school with copies of your (and your parent’s) 2008 U.S. Income Tax Return(s), if returns were required to 
be filed, in order to receive any federal student financial assistance.  This information is required by federal regulation (34 CFR Title 34, Part 668).  Failure 
to comply within prescribed timeframes will result in forfeiture of your financial aid.  The school may electronically correct your application information if it 
is found to be inaccurate. 
 

SECTION 1 : INCOME VERIFICATION 
          Yes   No 
1a. Did you file, or were you required to file, a U.S. Income Tax Return for 2008 ?  _____  _____  
1b. Did your parents file, or were your parents required to file, a U.S. Income Tax Return for 2008 ? _____  _____  
 
If you answered "YES", you must provide the school with a signed copy of those returns.  If you answered "NO", you must list the sources and amounts of 
taxable income received by you (and your parents) for 2008. 
 

   SOURCE       STUDENT     PARENT 
           AMOUNT     AMOUNT 

__________________________________________________  $____________  $____________ 

__________________________________________________  $____________  $____________ 

__________________________________________________  $____________  $____________ 

SECTION 2 : FAMILY SIZE VERIFICATION 
 
2. List the names, ages, and relationships of all people for whom your parents will provide more than half of their support between July 1, 2009 and June 30, 
2010.  Also, list the colleges being attended of any members of your parents’ household who will be attending college at least half time and are enrolled in a 
degree or certificate program between July 1, 2009 and June 30, 2010.  Attach a separate page if you need more space. 
 

                        NAME                            AGE            RELATION          NAME OF COLLEGE BEING ATTENDED 
______________________________   _____       _______________     ___________________________________ 
______________________________   _____       _______________     ___________________________________ 
______________________________   _____       _______________     ___________________________________ 
______________________________   _____       _______________     ___________________________________ 
______________________________   _____       _______________     ___________________________________ 
______________________________   _____       _______________     ___________________________________ 
______________________________   _____       _______________     ___________________________________ 
 

SECTION 3 : VERIFICATION OF OTHER UNTAXED INCOME 
              Student Amount          Parent Amount 

3a.List the amount of child support received by you (and your parents) during 2008  $_______________    $_______________ 
3b.List the amount untaxed Workers Compensation received by you (and your parents) during 2008 $_______________    $_______________ 
3c.List the amount of any untaxed pensions received by you  (and your parents) during 2008 $_______________    $_______________ 
3d.List the amount of any other untaxed income received by you (and your parents) during 2008 $_______________    $_______________ 
Description of other untaxed income:___________________________________________________________. 

 
SECTION 4 : CERTIFICATIONS 

4. By signing this worksheet, I (we) certify that all information reported to qualify for Federal student aid is complete and correct. 
WARNING: If you purposely give false or misleading information on this worksheet, 

you can be fined, sentenced to jail, or both. 
 
__________________________________________ __________________________________________________ 
Student's Signature            Date Parent’s Signature    Date 
(Student must sign)    (At least one parent must sign)  

_________________________________________________________________ 
SCHOOL USE ONLY 
This file has been processed using professional judgment and accordingly,    Yes   
taxed and untaxed income for 2008 are exempt from the verification process.   _____ 
 
School Official's Signature   _____________________________________________________________ 
 



SAMPLE 
VERIFICATION POLICY 

 
 
Verification is a process which enables a school to confirm the accuracy of information used to 
determine a student's eligibility for federal student assistance.  A student's file may be selected for 
verification by either the school or by the US Department of Education. 
 
If a student's file has been selected for review under the verification process, the following material will 
be requested from the student: 
 
1. A completed Verification Worksheet, signed by the student. 
    (and parent when applicable) 
 
2. A copy of the U.S. Income Tax Return (IRS Form 1040, 1040A, 1040EZ, 1040TEL, 1040PC) 
    for the base year filed by the student.  Married students must also provide their 
    spouse's tax return.  Dependent students must also provide their parent's return. 
    IRS Form 1722 listing the taxpayer’s information is acceptable in lieu of 1040. 
  
3. Any other information deemed necessary by the institution including, but not 
    limited to social security benefit documentation, divorce decrees, or W-2 forms. 
 
Students must provide the above information to the institution within 120 days of the student’s last day 
of attendance or by August 31st after the end of the respective award year, whichever is earlier.   
 
The institution will withhold financial aid payments from any student who has not completed the 
verification requirements within the prescribed deadlines. 
 
Students will be required to correct any information that is found to be inconsistent as a result of the 
verification process.  The verification process is not considered to be completed during periods of 
corrective action.  Corrections generally include a recalculation of the student's EFC, and resubmission 
through the Central Processor. 
 
If a student's award changes as a result of the verification process, the student will be counseled and 
informed of how the change affects his/her packaging and financial obligations to the institution. 
 
To protect the integrity of federal student assistance programs, institutions must enforce verification 
policies.  It is the student's responsibility to comply with any and all requests by the institution for 
verification material, within prescribed deadlines. 
 
In the event of an overpayment in the Pell or SEOG programs, the student will be notified and given 30 
days to repay the overpayment. After that time any unpaid balance in excess of $25 will be sent to the 
Department of Education for collection action. Until the balance is cleared, the school will withhold all 
academic transcripts and the student will no longer be eligible for Title IV assistance. 
 
Students will forfeit their right to federal assistance for non-compliance with verification policies. 



 
 

VERIFICATION PROCEDURES 
 
 
 
Upon receipt of the required verification material from the student, the following data elements are reviewed against the SAR 
or ISIR for accuracy: 
 
 
        Minimum Acceptable Documentation 
 
 
A. Adjusted Gross Income (AGI) from U.S. Tax Return,  Signed IRS Form 1040, 1040A, 1040EZ 
     or for non-tax filers, the source and amount of income   1040PC or 1040TEL or IRS Letter 1722 
     earned stated on the Verification Worksheet.   Verification Worksheet for Non-Filers 
 
 
              
             
B. U.S. Income Tax paid (tax filers only)    Signed IRS Form 1040, 1040A, 1040EZ  
        1040PC or 1040TEL or IRS Letter 1722  
    
 
              
 
 
C. Number of family members      Signed Verification Worksheet 
     (Foster children are not included in family size, nor is  
      the income from the government for foster child expenses 
      included as income on the FAFSA)  
 
D. Number of family members attending college at least half-time  Signed Verification Worksheet 
 
 
E. Certain untaxed income including, but not limited to : 
 
 i.   Child support       Signed Verification Worksheet 
 ii.  Social Security Benefits     Signed Verification Worksheet 
 iii. Welfare (including TANF)     Signed Verification Worksheet 
 iv. IRA / Keogh, etc. payments (tax filers only)   IRS Form 
 v.  Earned Income Credits (tax filers only)    IRS Form 
 vi. Untaxed pension distributions (tax filers only)   IRS Form 
 
 
 
 
SPECIAL CONSIDERATIONS : 
 
1. If the student (or parents of a dependent student) are separated or divorced at the time of application, but filed a 
       joint tax return for the base year, all parties W-2 forms are necessary to document the discrepancy in AGI. 
 
2. Earned Income Credits are the most commonly overlooked elements of untaxed income.  Be sure to report any 
       EIC shown on the tax return as untaxed income in the appropriate FAFSA worksheet question. 



 
 
 
 
 
 

Appendix 4 
 
 
 
 
 
 

Second Payment Request Form 



 
Subsequent Payment Request Form 

 

 
Use this form to request second, third or fourth payments for students who have already received aid this year. Please 

indicate which program funds you are requesting by checking the grant or loan box, or both. 
 
 
School Name:  _______________________________________________________ 
 
 

Pell ID Number: _______________________________________________________ 
 
 
The following students have completed all hours and weeks of instructional time for which they have 
already been paid, are maintaining satisfactory progress as defined by the institution, and meet all other 
eligibility requirements.   
 
 
 
 
_______________________    ______________         _________      ___/___/___ 
 
_______________________    ______________         _________      ___/___/___ 
 
_______________________    ______________         _________      ___/___/___ 
 
_______________________    ______________         _________      ___/___/___ 
 
_______________________    ______________         _________      ___/___/___  
 
_______________________    ______________         _________      ___/___/___ 
 
_______________________    ______________         _________      ___/___/___ 
 
_______________________    ______________        _________      ___/___/___ 
 
_______________________    ______________         _________      ___/___/___  
 
_______________________    ______________         _________      ___/___/___ 
 
_______________________    ______________         _________      ___/___/___ 
 
_______________________    ______________         _________      ___/___/___ 
 
_______________________    ______________         _________      ___/___/___ 
 
_______________________    ______________         _________      ___/___/___ 
 
_______________________    ______________         _________      ___/___/___ 
 
 
School Official's Signature: ___________________________________ 

           Student 
            Name 

    Social Security  
         Number

Payment Period 
(450, 900, Wtr, 

Spg,etc.) 
Payment Type 
Grant  /  Loan 

Payment Period 
Begin Date 



 
 
 
 
 
 

Appendix 5 
 
 
 
 
 
 

Federal Direct Student Loan (FDSL) Program  
Certification Worksheets 



Federal Direct Loan Certification Worksheet 
Clock Hour and Credit Hour Non-Term Institutions 

 
This worksheet must be attached to a FDSL Master Promissory Note (MPN) with an original signature 

 
School Name: ______________________________________________ School ID: ______________ 
 
Student Name: ______________________________________________ Program ID: ______________ 
 
Student ID #  __________-________-___________-__________-_________ 
(From SAR or ISIR)       (Original Social Security #)           (Name Code)  (Trans #) 

 
 

In order for GEMCOR, Inc. to process your Direct Loan application, we will need the following information: 
 
1- Student’s start date:   ______/______/______ Anticipated graduation date: ______/______/______ 
 
2- Grade level of loan (circle one): 1     2            First Time Borrower?       Yes                 No 
 
3- Loan period:  From: ______/______/______ to ______/______/______ 

(The loan period must represent either a full academic year of study, or the number of hours and weeks 
remaining in the program if less than a full academic year)  

 
4- Number of Clock / Credit Hours in Loan Period:      __________ 
 
5- Number of Clock / Credit Hours in Academic Year __________     Hours in Program  __________ 
 
6-   Number of Weeks in Academic Year       __________     Weeks in Program  __________ 
 

Loan Amount Determinations 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7-  Loan amount requested: subsidized $__________ unsubsidized $__________ PLUS $__________ 
     
 
8-  Dependency status  Independent   Dependent   Prof. Judgement 
 
9-  Enrollment Status  Full time   Half time 
 
 
Signature of school official: ___________________________________   Date: ______/______/______ 
 

Subsidized Loan Determination Unsubsidized / PLUS Loan Determination 

Total cost of attendance for period of loan    $__________

Less EFC for period of loan (__________)

Less other financial aid for period of loan (__________)

Unmet Financial Need  $__________

Total cost of attendance for period of loan    $__________

Less other financial aid for period of loan (__________)
(Include Subsidized Loan Applied For)

Unmet Financial Need $__________



 
Federal Direct Loan Certification Worksheet 

Credit Hour, Term-Based Institutions 
 

This worksheet must be attached to a FDSL Master Promissory Note (MPN) with an original signature 
 
School Name: _____________________________________________________ School ID: ______________ 
 
Student Name: _____________________________________________________ Program ID: ______________ 
 
Student ID #  _________-_______-_________-___________-__________ 
(From SAR or ISIR)     (Original Social Security #)     (Name Code)    (Trans #) 

 

 
In order for GEMCOR, Inc. to process your Direct Loan application, we will need the following information: 
 

 
1- Student’s start date:   ______/______/______ Anticipated graduation date: ______/______/______ 
 
2- Grade level of loan (circle one): 1    2    3    4    First Time Borrower?       Yes           No 
 
3- Loan period:  From: ______/______/______ to ______/______/______ 

(The loan period should include the number of terms in a full academic year, or the number of terms remaining 
in the program, whichever is less) 

 
4- # Credit Hours in Loan Period: __________  # Credit Hours is Academic Year: __________ 
 
5- # Weeks in Loan Period:  __________   # Weeks in Academic Year:  __________ 
 
6- Suggested Disbursement Dates: (Should coincide with the terms included during the loan period) 
 

1st _____/_____/_____, 2nd _____/_____/_____, 3rd _____/_____/_____, 4th _____/_____/_____  
 

Loan Amount Determinations 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6- Loan amount requested: subsidized $__________ unsubsidized $__________ PLUS $__________ 
    
 
7- Dependency status Independent   Dependent   Prof. Judgement 
 
8-   Enrollment Status  Full time   Half time 
 
 
 
 
 

Signature of school official: ___________________________________  Date: ______/______/______ 

Subsidized Loan Determination Unsubsidized / PLUS Loan Determination 

Total cost of attendance for period of loan    $__________

Less other financial aid for period of loan (__________)
(Include Subsidized Loan Applied For)

Unmet Financial Need            $__________

Total cost of attendance for period of loan    $__________

Less EFC for period of loan (__________)

Less other financial aid for period of loan (__________)

Unmet Financial Need   $__________



 
 
 
 
 
 
 
 

Appendix 6 
 
 
 
 
 
 

Return of Unearned Title IV Funds Calculation Form 
& 

Refund Notification Form 



Return of Unearned Title IV Funds Calculation Form  
 

       Student Name                SSN    Withdrawal Date Date Institution Determined 
                   (LDA)         Student Withdrew 
             (Refund due within 45 days) 
 
______________________________ ________________ _____/_____/_____      _____/_____/_____ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
       Institutions Required to Take Attendance                 Institutions Not Required to Take Attendance 
 
 
 
 
 
 
  

Step 1     Eligible Title IV Payments for Payment Period or Period of Enrollment 

Step 2     Determination of Percentages Earned & Unearned 

            Eligible              Eligible      Eligible       Eligible 
Disbursed Amount      Undisbursed Amount             Disbursed Amount      Undisbursed Amount 
 

    1. FFEL Unsubsidized Stafford    $_______________      $_______________                   6. FFEL PLUS               $_______________       $_______________  
 

2. FFEL Subsidized Stafford $_______________    $_______________  7. FDSL PLUS            $_______________       $_______________  
 

3. FDSL Unsubsidized Stafford $_______________    $_______________  8. Federal Pell Grant            $_______________       $_______________  
 

4. FDSL Subsidized Stafford $_______________    $_______________  9. Federal SEOG                    $_______________       $_______________  
 

5. Federal Perkins Loan $_______________    $_______________  10. Other Title IV Aid            $_______________       $_______________ 
 
 

I.  Total Eligible Title IV Aid Disbursed: $_______________   II.  Total Eligible Title IV Aid Undisbursed: $_______________ 

Continue with Step 3 July 2008, GEMCOR, Inc. 

Lines A & B intentionally omitted 
 
C.  Scheduled clock hours / calendar days 
      elapsed as of withdrawal date:*  __________ 
 

D.  Total clock hours / calendar days 
      in payment period or period  
      of enrollment:    __________ 
 

E.  Percentage of period completed:  _________% 
      (Line C / Line D x 100) 
       Round to the Nearest Tenth of a Percent 
 
 

If Line E is greater than 60%, enter 100 in Line F and 0 in 
Line G.  All aid disbursed has been earned.  If there is an 
Undisbursed Amount from Step 1, proceed to determine if 
the student is eligible for a Post Withdrawal Disbursement 
in Step 4. 
 

F.  Percentage of aid earned:  _________% 
     (Enter value from Line E, or 100 
       if Line E is greater than 60%) 
 
G.  Percentage of aid not earned:       _________% 
      (100% - Line F) 
 
*For Line C: 

 Clock Hour Schools Use Hours Scheduled to be Completed 
by Student Between 1st Date of Period and Last Date of 
Attendance not Including Excused Absences or Leaves of 
Absence  

 

 Credit Hour Schools Use Calendar Days Between 1st Date 
of Period and Last Date of Attendance not Including 
Excused Absences, Leaves of Absence, or Scheduled 
Breaks of 5 or more days 

A.  Beginning date of payment period 
      or period of enrollment:  ____/____/____ 
 
 

B.  Ending date of payment period or 
      period of enrollment:   ____/____/____ 

 
C.  Number of calendar days elapsed  
      as of withdrawal date:   __________ 
 
 

D.  Number of calendar days in period: __________ 
 
 

E.  Percentage of period completed:  _________% 
      (Line C / Line D x 100) 
 

 
If Line E is greater than 60%, enter 100 in Line F and 0 in 
Line G.  All aid disbursed has been earned.  If there is an 
Undisbursed Amount from Step 1, proceed to determine if 
the student is eligible for a Post Withdrawal Disbursement 
in Step 4. 
 
 
F.  Percentage of aid earned:  _________% 
     (Enter value from Line E, or 100 
       if Line E is greater than 60%) 
 
 
 

G.  Percentage of aid not earned:               _________% 
      (100% - Line F) 
 



 Step 3     Determination of Title IV Funds Earned 

 
H.  Total Eligible Title IV Aid:        $_______________  K.  Title IV Aid Amount Earned:      $_______________ 
     (From Step 1, Line I+II)              (Line H x Line J) 
                (Round to the Nearest Dollar)  
J.  Percentage of aid earned:                       ______________%    
      (From Step 2, Line F)            

Step 5     Determination of Amount to be Returned by Institution 

 

O.  Institutional Charges for Payment Period or Period of Enrollment:     $_______________ 
      (Must be the actual charges assessed for the period, or if you charge for the entire program at enrollment 

then use the greater of the prorated contract charge or the amount from Step 1 originally retained by school) 
 

P.  Percentage of period not earned:                           ______________% 
      (Step 2, Line G)   
 

Q.  Institutional Charges Unearned:         $_______________ 
      (Line O x  Line P) 
 
R.  Amount to be Returned by Institution:        $_______________ 
      (Lesser of Line Q or Line N) 
 

 R1.  Amount to be Returned to Loan Programs:  $_______________ 
         (Not to Exceed Total Loans Disbursed) 
 

 R2. Amount to be Returned to Grant Programs:  $_______________ 
        (Line R - R1) 

Step 6     Determination of Amount to be Returned by Student 

 

S.  Title IV Aid to be Returned:        $_______________ 
      (Step 4, Line N) 
 

T.  Amount to be Returned by Institution:       $_______________ 
      (Step 5, Line R)    
 

U.  Amount to be Returned by Student:       $_______________ 
      (Line S – Line T) 
 
 U1.  Amount to be Returned to Loan Programs:  $_______________   (To be repaid under loan terms) 
             (Not to Exceed Loans Disbursed - Line R1) 
 

 U2.  Amount to be Returned to Grant Programs:  $_______________   (To be repaid within 45 days) 
             [ (Line U –  Line U1)  x 50% ]             Unless repayment agreement exists 

Step 4     Determination of Title IV Funds to be Disbursed or Returned 

 

L.  Total Title IV Aid Earned by Student:    $_______________ 
      (Step 3, Line K) 
 

M.  Total Title IV Aid Actually Disbursed:    $_______________ 
       (Step 1, Line I) 
 

N.  Additional Amount to be Disbursed (if positive), or     $_______________ 
      Amount to be Returned (if negative) 
      Confirm Eligibility Before Disbursing Any Additional Funds 

Proceed to Step 5 Only if Step 4 Results in an Amount to be Returned 



 
Refund / Return of Unearned Funds Notification Form 

 
This form should be used to notify GEMCOR of any students on whom you have returned funds to the 
Title IV programs.  Be sure to include the proper award year for accurate processing.  Also, the “Refund 
Date” should reflect the actual date that the funds were deposited into your federal aid account.  We will 
then electronically adjust the student’s record with the Department of Education. 
 
School Name:___________________________ Pell ID:___________ 
 
           Refund         Refund         Program        Award  
     Student Name    SSN         Date*     Amount       (Pell, etc.)        Year  
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
_____________  __________  ______ ______  ______  ______   
 
 
 
School Official's Signature ___________________________________________________ 

 



 
 
 
 
 
 
 
 
 
 
 

Appendix 7 
 
 
 
 
 
 

Sample FSEOG Recipient Selection Policy 



Federal Supplemental Educational Opportunity Grant 

Recipient Selection Policy 
 
 
The institution participates in the Federal Supplemental Educational Opportunity Grant 
(FSEOG) program.  Each award year, the U.S. Department of Education authorizes funds 
for disbursement under this program.  These funds are awarded to students attending the 
institution based on the following selection policy: 
 
For each award year (July 1 through June 30), the total FSEOG funds allocated to the 
institution by the department will be divided into fourths.  One fourth of the annual 
allocation will be awarded to undergraduate students enrolled at the institution during 
each of the following quarters; 
 

 July 1 to September 30 
 October 1 through December 31 
 January 1 through March 31 
 April 1 through June 30 

 
Students selected to receive FSEOG awards will be those students who are deemed by the 
institution to have exceptional financial need.  Priority of student awards is based on 
students having the lowest expected family contribution figures (EFCs) as indicated on 
the student’s SAR or ISIR for the applicable award year.  Priority will also be given to 
existing recipients of Federal Pell Grant funds. 
 
Individual student awards will be no less than $100, and no more than $4,000 per 
academic year in accordance with federal regulations.  Also, in accordance with federal 
regulations, the institution will contribute a matching percentage of the total FSEOG 
awards.  This contribution will be no less than 25% of the total FSEOG funds awarded.  
Institutional matching funds will be provided either by the institution directly as a credit 
to a student’s account, or by allocating a portion of state grant funds made available to 
the institution by the State. 
 
 
Note to Institutions 
If you elect to perform your matching requirement by using state grant funds, no portion of these state 
grant funds may contain any federal matching funds available through the LEAP (formerly SSIG) 
program.  Contact your State funding authority to determine if state grant funds contain federal 
matching funds from LEAP. 
 
 
 


