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SECTION 1: MANUAL INTRODUCTION 

 Resources 
1.1 Introduction to the Financial Aid Office  
  
To better serve the financial aid community both on and off campus, the 
Dillard University Financial Aid Office has developed this manual in an effort 
to continue the growing need for increased communication to our surrounding 
constituents.  While at the time of the last update, all information found in this 
document is accurate at the time of its last publication.  We understand and 
acknowledge that it is a work in progress and it will be modified yearly to keep 
abreast with the ever-changing laws that govern the financial aid community.  
This manual is accessible to any individual who is directly or indirectly 
affected by the Office of Financial Aid. Such parties include, but are not 
limited to students, faculty, staff, government officials (both state and federal), 
private entities, etc.  The law of FERPA supersedes any content within this 
manual. 

 

  
¨ Location                                     Rosenwald Hall, Room 126  
  
¨ Hours of operation                   Monday – Friday, 8am – 5pm  
  
¨ Fax and telephone numbers     (504) 816-4677   
                                                           Fax (504) 816-5456  
¨ E-mail address                          financialaid@dillard.edu  
  
¨ Public web site                           www.dillard.edu/financialaid   
  
The Dillard University Financial Aid Policy & Procedure is available to all 
financial aid employees and students.  Its’ purpose is to serve as a resource and 
guide to the daily operations of the Financial Aid Office.  In any employees 
absence its purpose shall be to guide any team member in those job functions. 

 

  
At Dillard University, the Financial Aid Office resides in the Division of 
Enrollment Management.  Currently the Financial Aid Office consist of the 
following team positions: 
               Director of Financial Aid 
               Associate Director of Financial Aid 
               Financial Aid Counselor 
               Financial Aid Counselor 
               Financial Aid Counselor    
               Financial Aid Counselor          
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1.2 Purpose & Philosophy of the Financial Aid Office  
 Resources 

Dillard University Mission  
¨ Dillard University is a private, non-sectarian, liberal arts institution.  As a 

liberal arts institution, Dillard has as its purpose to develop graduates who 
are broadly educated, culturally literate, concerned with improving the 
human condition, and able to meet the competitive demands of their 
respective professions.  To achieve this purpose, the University strives to 
create and maintain an academic climate that is conducive to the pursuit of 
scholarship through programs of excellence anchored in the liberal arts. 

 

Enrollment Management Mission  
Ø Maintain institutional vitality by insuring a steady support of qualified 

students and provided exemplary enrollment. 
Ø Serve as advocates in student’s best interest and foster successful 

learning outcomes. 
Ø Students’ well-being and achievement of educational goals are our top 

priorities. 
Ø Promote respect for all human beings and strive for a community of 

understanding.  We encourage connections among the publics we 
serve to create an enriched campus life. 

 

Financial Aid Office Mission  
¨ The mission of the Financial Aid Office is to help eligible students secure 

all available funds that can help them meet their educational costs.   
It is our goal to meet or exceed the student’s level of expectation by 
delivering quality service in a timely manner. 
Major services include the following: 
 

ü Financial Aid Counseling 
ü Debt Management Counseling 
ü Student Employment Placement and Counseling 
ü Student Account Analysis 

 
Services to students are provided in a fair, sensitive and confidential 
manner by a well-trained, caring, and professional staff. 

 

  
As a member of the National Association of Financial Aid Administrators 
(NASFAA), the financial aid office has an obligation to administer all Title 
IV programs to its eligible students while abiding by all Federal Regulatory 
laws that govern those programs.  It is our intent to seek available assistance 
to all parties and make sure that they have every available opportunity to them 
in achieving a higher education.  In doing so, we therefore achieve the 
mission of the institution.  Since Dillard’s beginning the Financial Aid office 
has played an integral role in supporting the philosophy and goals of Dillard 
University.  Without the existence or participation of the Office of Financial 
Aid & Scholarships, clearly the educational goals of the Dillard student today 
could not be met. 
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1.3 Policies & Procedures Development Responsibilities  
 Resources 
At Dillard University, Financial Aid Policies and procedures are evaluated on 
a yearly basis. The time depends on the Director of Financial Aid, however 
the review commences at the start of the awarding cycle for a new academic 
year. The committee to review policies and procedures is chaired by the 
Director of Financial Aid and shall consist of the entire Financial Aid Staff 
(when applicable).  Final approval on all policies and procedures related to the 
administration of Title IV programs resides with the Director of Financial 
Aid.  Final approval on all policies and procedures related to the 
administration of University funding resides with the Vice President of 
Enrollment Management.  In the event a policy and procedure has a direct 
effect on another University office, consultation before approval will reside 
with the Vice President of that division or his/her designee. For example if 
you are changing a policy on refunds, a member of the Business & Finance 
will be on the committee. 

 

  
  
  

1.3.1 Responsible Personnel  
  
The Director of Financial Aid (or his/her designee) is responsible for 
distributing all changes to the policies and procedures manual. A 
yearly review of the policies and procedures manual will take place at 
the beginning of each new awarding cycle. 

 

  
Methods of notifying personnel of changes shall be by updating this 
manual, providing staff information verbally (meeting), in writing 
and/or via email. 

 

  
  

  
1.3.2 Documents & Methods  

  
The financial aid office will use information gained at workshops and 
conferences to keep abreast of the new regulations and laws.  
Membership in the Louisiana Association of Financial Aid 
Administrators (LASFAA), the Southwestern Association of Financial 
Aid Administrators (SWASFAA), and the National Association of 
Financial Aid Administrators (NASFAA) will assist with the 
collection of this information as well. Information sent via the mail 
(paper), will be collected and stored in its appropriate binder located in 
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the financial aid office in Room 126 of Rosenwald Hall.  After review 
and dissemination by the Director of Financial Aid. 
  
In addition, a review of the following communications (both in 
traditional methods and electronically) will serve as a source of 
information for new policies and procedures.  Publications might 
include but are not limited to: 

 

  
Ø Federal Registers – both Notices of Proposed Rulemaking 

(NPRMS) and     Final Rule Making  
668.16(o) 
GEN-97-11 

  
Ø The Audit Guide or appropriate OMB circulars  

  
Ø ED’s Information for Financial Aid Professionals (IFAP)  

  
Ø Student Financial Aid Handbooks  

  
Ø The Blue Book  

  
Ø Compilations of federal regulations  

  
Ø Dear Colleague/Partner Letters  

  
Ø Policy Bulletins  

  
Ø Electronic Announcements  

  
Ø Regulations and other publications applying to the years for 

which financial aid records must be retained 
 

  
Ø The Common Manual published by the National Council 

for Higher Education Loan Programs (NCHELP) 
 

  
Ø NASFAA Encyclopedia  

  
Ø The Student Financial Aid Guidelines published by the 

Department of Health and Human Services (HHS) for 
health professions programs 

 

  
Ø Newsletters from professional associations (state, regional, 

and national, such as NASFAA) 
 

  
Ø Other publications that provide guidance to laws or 

regulations that impact student aid 
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SECTION 2: ADMINISTRATIVE ORGANIZATION & OFFICE 
MANAGEMENT 
 Resources 
2.1 Institutional & Divisional Structure   
  
Throughout this manual you will find the specific roles in which the 
governance of financial aid is awarded under. As outlined by the Department 
of Education there is distinction between the awarding office (Financial Aid) 
and that of the disbursing office (Office of Business & Finance).  

668.16(b)(4) 

  
Dillard University administers aid according to federal regulations.  
Separation of duties will be outlined in this Policy and Procedure Manual.  
For purposes of this section, the awarding takes place in the financial aid 
office and the disbursing in the Office of Business & Finance.  Clearly while 
financial aid has a mechanism within CMDS to award the aid, the University 
Bursar or his/her designee has direct control over the disbursement of the aid.  
Financial aid is not disbursed until the University Bursar post the aid to the 
individual student accounts. 

668.16(c)(2) 

  

¨ Dillard University is structured as follows:                  

 

 

Given our small student population, Dillard University is fortunate enough to 
be in a situation that allows several offices on campus to work hand in hand in 
the day to day operation of the University.  While each office is primarily 
responsible for the mission of their office, we each have a responsibility to 
each other as well as ourselves.  Naturally at certain times throughout the 
academic year the Financial Aid Office, the Registrar Office, the University 
Bursar Office and the Office of Student Affairs conglomerates on the goal at 
that particular time, e.g. student registration. 

 

PRESIDENT

Vice	President
Enrollment	
Management

Admissions Financial	Aid	 Registrar

Vice	President
Business	&	Finance

Vice	President
Academic	Affairs

Vice	President
Institutional	
Advancement

Vice	President
Student	
Affairs

Evening	and	
Weekend	Studies
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Director	of	Financial	Aid	&	
Scholarships

Ms.	Denise	Spellman

Associate	Director
Shannon	Neal

Financial	Aid	
Counselor

Kecia	Poplus

Financial	Aid	
Counselor

Carla	Bolden

Financial	Aid	
Counselor	
Vacant

FinancialAid	
Counselor/Work	

Study	
Coordinator

Hortense	Lockett

  
The administration of Title IV aid does not solely rest on the shoulders of the 
Financial Aid Office. Because of the regulation stated above in Section 2.1, 
we must rely heavily on our colleagues in the Office of Business & Finance, 
Office of Admissions, Office of Academic Affairs and Office of Student 
Affairs. 

 

  
  

2.2 Financial Aid Office Structure & Position Responsibilities  
 Resources 
To comply with the requirement to provide adequate staffing. Dillard 
University has the following positions within the Financial Aid Office. 

28 CFR '36.301-
310 
28 CFR Part 35 

  

¨ Dillard University’s Current Financial Aid Organizational Chart  
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Title: Director of Financial Aid 
 
Unit:   Office of Student Financial Aid/Scholarships 
 
Qualifications: Bachelor's degree required, Master's preferred.  At least three years 

of progressive experience in a Financial Aid Office with at least 
one year in a senior financial aid management position, preferably 
in a public university. 
Must possess strong organizational, supervisory, and managerial 
skills. 
Must possess effective oral and written communication skills. 
Must have a proficient command of the English language. 
Must have a thorough working knowledge of computer systems 
and their operations.  Must be PC orientated. 

 
Reporting Authority: 

Reports to the Vice President for Enrollment Management 
 
Primary Responsibilities: 
 

• Develop, interpret, and implement federal, state and 
institutional financial aid programs, regulation, policies and 
procedures. 

• Maintain compliance with all regulatory mandates. 
• Provide proper administration of all financial aid programs. 
• Implement accounting procedures, records and preparation 

of required reports for federal, state, and institutional aid 
programs (i.e. Scholarships, Endowed/Non-Endowed 
Programs, Pell Grant Payment Summary, FISAP, Federal 
Work-study). 

• Hire, Train and Supervise individuals who are versed on 
Federal Student Aid in order to maintain a competent and 
productive team. 

• Provide prompt, efficient counseling services. 
• Obtain an adequate level of federal and private funding to 

meet the needs of the students. 
• Obtain private scholarship funds to assist students in 

meeting their educational expenses. 
• Award funds equitably to all eligible students. 
• Provide timely delivery of Title IV, state and institutional 

funds. 
• Decrease the institution’s default rate. 
• Increase the awareness of the financial aid process to 

students, faculty and staff. 
• Prepare federal, state, and institutional reports as required. 
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• Develop short and long range goals for the financial aid 
office. 

• Counsel students and parents regarding financial aid 
eligibility and debt management matters. 

• Compute and package financial aid. 
• All other duties assigned. 

 
Terms of Employment: 

Serves at the pleasure of the President of the University. 
 

Dillard University 
Office of Financial Aid 

Job Description 
 

                                                                                                                                                                                                                                                                                                                          
Title:    Associate Director 
 
Supervisory Reporting: Reports to the Director of Financial Aid 
 
Qualifications: Bachelor’s degree in Business Administration or related 

field required.  Minimum of 3 years in financial aid or a 
closely related field. 
Must possess strong organizational, supervisory and 
management skills.   
Must possess effective oral and written communication 
skills. 
Must have knowledge of the computer and its operation. 
Must be PC oriented. 

 
Primary Responsibilities: 

Co-assist in supervising the office in the absence of the 
Director. 
 
Coordinate the Pell Grant Program which includes, 
processing Pell Payment Summary Reports, coordinate the 
verification process. 

 
Assist in providing supervision of the counseling staff and 
student assistants 
 
Assist the Director in developing, interpreting, and 
implementing federal, state, and institutional aid 
regulations, policies and procedures. 
 
Assist with accounting procedures, records and preparation 
of required reports for federal, state, and institutional aid 
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programs (i.e. Scholarships, Endowed/Non-Endowed 
Programs, Pell Grant Payment Summary, FISAP, Federal 
Work-study). 
 
Provide financial aid counseling for students and their 
parents.   Counseling involves determining eligibility for all 
Title IV assistance programs, assisting students and parents 
in completing financial aid applications, determining 
student awards, contacting and responding to external 
agencies, verifying data submitted to the office, 
corresponding with students and parents.  
 
Compute & package financial aid awards for students, 
which may include processing Pell Grants, loan 
applications, tracking information needed to complete the 
file and various other functions associated with processing 
aid.  
 
Assist with student loan processing which includes 
assisting students in completing loan applications, tracking 
the loan history, verifying eligibility, reviewing 
applications for accuracy, determining awards, 
corresponding with lenders and students as necessary, 
assisting in debt management counseling activities such as 
entrance and exit interviews. 
 
Maintain a detailed working knowledge of all Title IV, 
Institutional and State regulations and always remain in 
compliance. 
 
Provide training and assistance to staff as necessary. 
 
Primary responsibility for updating the Standard Operating 
Procedures Manual and consumer information. 
 
Perform other duties as assigned.
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Position Title: Financial Aid Counselor/Work Study Coordinator 
Department:  Financial Aid 
Reports to:  Associate Director of Financial Aid 
 
Primary Responsibilities: (1) Coordinate the Student Employment Program.  These duties 
include activities such as maintaining student job descriptions for all university departments; 
making work-study assignments, collecting appropriate FWS forms ( I-9's, L-4, W-4, payroll 
deductions, etc.); issuing & processing time sheets counseling FWS recipients , monitoring FWS 
fund balances.(2) Importing/exporting ISIRS, making corrections to ISIRS, generating reports, 
processing Pell Payment Summary Reports, coordinate the verification process. 
(3) Provide primary financial aid counseling for students and their parents. Counseling involves 
determining student eligibility for all Title IV Programs, assisting students and parents in 
completing financial aid applications, determining awards, contacting and responding to external 
agencies, verifying data submitted to the office and corresponding to students and parents. (5) 
Package aid awards (4) Certify student loan applications; (4) Maintain a detailed working 
knowledge of all federal, state and institutional regulations and always remain in compliance. (6) 
Provide initial contact for the customer service counter. 
 
Other Duties: 
 
Perform limited data entry and tracking of incoming mail 
Conduct financial aid workshops 
Process summer financial aid awards 
Update EDE as needed for corrections, and entering FAFSAs 
Supervise work-study program 
Other duties as assigned 
 
Qualifications: 
 
Possess an earned Bachelor’s degree preferred. 
Must possess strong organizational, supervisory and management skills. 
Possess effective oral and written communication skills. 
Must have knowledge of the computer and its operation.  Knowledge of computer applications 
such as MS Word, Excel, and spreadsheets. 
 
I have read and I understand the duties and responsibilities outlined in this job description.  I 
agree to perform the duties and responsibilities as stated. 
 
                                                                                                           
Employee Signature   Date 
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Position Title:  Financial Aid Counselor 
Department: Financial Aid 
Reports to: Associate Director of Financial Aid 
 
Primary Responsibilities: (1) Provide primary financial aid counseling for students and their 
parents. Counseling involves determining student eligibility for all Title IV Programs, assisting 
students and parents in completing financial aid applications, determining awards, contacting and 
responding to external agencies, verifying data submitted to the office and corresponding to 
students and parents. (2) Package aid awards (3) Certify student loan applications; (4) maintain a 
detail working knowledge of all federal, state and institutional regulations and always remain in 
compliance. 
 
Other Duties: 
 
Monitor SAP 
Perform data entry and tracking of incoming mail 
Update EDE as needed for corrections, and entering FAFSAs 
Supervise student assistants 
Prepare Return FFELP Loan forms as needed 
Enrollment verification 
Perform entrance and exit interviews 
Assist with refund calculations 
Assist with scholarship program activities (UNCF, Outside, etc) 
Other duties as assigned 
 
Qualifications: 
 
Possess an earned Bachelor’s degree in Business Administration or related field. 
Must possess strong organizational, supervisory and management skills. 
Possess effective oral and written communication skills. 
Must have knowledge of the computer and its operation.  Knowledge of computer applications 
such as MS Word, Word Perfect, and spreadsheets.  Review and update SAP, assist with 
importing and exporting of ISIRS, Corrections, Direct Loan processes (MPN, Entrance 
Counseling, Exit Interview, Reconciliation, etc.) 
 
I have read and I understand the duties and responsibilities outlined in this job description.  I 
agree to perform the duties and responsibilities as stated. 
 
                                                                                                           
Employee Signature  Date 

 
Position Title: Administrative Assistant (Vacant) 
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Reports To: Associate Director 
 
Primary Responsibilities: (1) Provide quality customer service by conducting preliminary 
interviewing and screening of financial aid inquires to determine proper forms and procedures to 
be pursued. (2) Coordinate the activities of the incoming  mail and perform the appropriate data 
entry duties (3) Monitor and control files of new students; (4) Coordinate the mailing of  document 
tracking letters (5) Provide advanced secretarial and  clerical skills for the performance of typing, 
filing, record-keeping, correspondence and related office duties for the counseling staff. 
 
Other duties: 
Update the CMDS system with declined students on a weekly basis. 
Responsible for the timely dissemination of tracked mail to counselors. 
Assist the administrative assistant with inventory control of forms and supplies; 
Assist the Director with clerical work in the absence of the administrative assistant. 
Maintain a general working knowledge of Title IV, state and institutional programs, rules and 
regulations. 
Enter FAFSA data in PowerFAIDS as appropriate. 
Supervise student assistants. 
Process mail returned due to incorrect addresses. 
Other duties as assigned. 
 
Qualifications: 
 
Must have knowledge of the computer and its operation.  Knowledge of computer applications 
such as MS Word, Word Perfect, Excel, Lotus. 
Must be able to type 60 words per minute and perform accurate data entry.   
Two years of successful experience in a clerical or data entry position. 
Must possess effective oral and written communication skills. 
 
 
I certify that I have read and understand my duties and responsibilities as described above. 
 
                                                                                                    
Employee Signature    Date 
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FINANCIAL AID OFFICE 
TABLE OF DUTIES & RESPONSIBILITIES 

November 6, 2008 
 

 
FUNCTION OR TASK TO BE 
PERFORMED 

 
Director 
 
 

 
Associate  
Director 

 
Counselor 1 
Hortense 

 
Counselor 
2  
 

 
Counselor 3 
& 4 
 

 
Receive/distribute mail from the post office 

 
 

 
 

 
X 

 
X 

 
X 

 
Student Status Confirmation Report 

 
Primary 

 
 

 
 

 
 

 
 

 
Monitor Satisfactory Academic Progress 

 
Primary 

 
 

 
 

 
Primary 

 
 

 
Send SAP Letters from FAO 

 
Primary   

 
Backup 

 
 

 
Louisiana Scholarship Programs (TOPS, 
GoGrant) 

Backup Primary  
 
 Backup 

 
UNCF Scholarship Coordinator 

 
 

 
Primary 

 
 

 
 Backup 

 
Institutional Scholarship Coordinator 

 
 

 
Primary 

 
 

 
 Backup 

 
Outside Scholarship Coordinator 

 
 

 
 X X X 

   Endowed/Non Endowed Scholarship 
    X X X 

 
Perform Data Entry/tracking on Incoming Mail 

 
 

 
 X X X 

 
Certify Loans  

 
   

X 
 

X 
 

X 
 
Transmit Grant/Loan Data to COD Primary  Backup 

 
 

 
 

 
Make Corrections to Pell Grants    

X 
 

X 
 

X 
 
Student Employment Coordinator 

 
 

 
 

 
X 

 
 

 
 

 
Supervise FAO Student Workers 

 
  X  

 
 

 
Supervise the Customer Service Area X X 

 
 

 
 

 
 

 
Transmit Aid to Business & Finance  X 

 
 

 
 

 
 

 
Student Records Coordinator 

 
 

 
 

 
X 

 
X 

 
X 

 
Prepare  Requisitions for Office 

 
 

 
 

 
X 

 
 

 
 

 
Requisition Office Supplies 

 
 

 
 

 
X 

 
 

 
 

 
Approve Time sheets for the office 

 
       X 

 
 

 
 

 
 

 
 

 
Return Direct Loan Proceeds 

 
  Primary  

x 
 
x 

 
x 

 
Release/Return Direct Loan Funds Backup Primary 

 
 

 
 

 
 

 
Process Disbursements Rosters X X 

 
   

 
 
Process Incoming Scholarship Checks 

 
X 

 
X 

 
X 

 
X 

 
X 
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FUNCTION OR TASK TO BE 
PERFORMED 

 
Director 
 
 

 
Associate  
Director 

 
Counselor 1 
Hortense 

 
Counselor 
2  
 

 
Counselor 3 
& 4 
 

 
Generate System  Tracking Letters to Students 

 
 

 
 

 
X 

 
X 

 
X 

 
Generate Award Letters to Students 

 
X 

 
       X 

 
X 

 
X 

 
X 

 
Monitor and award student athletes 

 
Backup 

 
Primary 

 
 

 
 

 
 

 
Prepare Athletic Report 

 
Backup 

 
Primary 

 
 

 
 

 
 

 
Prepare FISAP Report - Pell Grant Section 

 
X 

 
 

 
 

 
 

 
 

 
Prepare FISAP Report - FWS Section 

 
X 

 
 

 
 

 
 

 
 

 
Prepare FISAP Income Grid Data 

 
X 

 
 

 
 

 
 

 
 

 
Review & Process Incoming NSLDS Histories 

 
   

X 
 

X 
 

X 
 
Verification Forms 

 
 

 
 

 
X 

 
X 

 
X 

 
Enrollment Verification 

 
 

 
 

 
x 

 
x 

 
Primary 

 
Deferment Forms 

 
 

 
 

 
 

 
 

 
 

 
Package Aid Awards 

 
X 

 
X 

 
X 

 
X 

 
X 

 
Entrance & Exit Interviews 

 
 

 
 

 
X 

 
X 

 
X 

 
GRE Fee Waiver Requests 

 
 

 
 

 
X 

 
X 

 
X 

 
Return Mail from Students 

 
 

 
 

 
X 

 
X 

 
X 

 
Faculty/Staff Exemptions X 

 
 

 
 

 
 

 
 

 
PowerFAIDS System Administrator 

 
Primary Backup 

 
 

 
 

 
 

 
Prorata Refund Calculations 

 
 Backup 

 
 

 
 

 
 

 
Process Refund Request Forms 

 
   

X 
 

X 
 

X 
 
Coordinate the Activities of NSLDS 

 
 

 
 

 
X 

 
X 

 
X 

 
Update Policy & Procedural Manual 

 
Primary Backup 

 
 

 
 

 
 

 
Send Welcome Packets to students 

 
 

 
 

 
X 

 
X 

 
X 

 
Send Scholarship Offer Letters  

 
 

 
X   

 
 

 
Coordinate Financial Aid Workshops 

 
X 

 
X 

 
 

 
 

 
 

 
Coordinate Financial Aid Awareness Week 

 
 

 
 

 
 

 
 

 
X 

 
Revise/Create Forms 

 
Primary 

 
X  
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2.2.1 Personnel Policies 
  
Policies  

  
The financial aid office complies with the University policies 
regarding hiring, evaluating, promoting, taking disciplinary action, and 
termination.  Please see the Dillard University Employee Handbook 
for further consultation. 

 

  
  

  
Procedures  

  
Under the Vice President for Human Resources we are required to 
follow the regulations as outlined in the Dillard University Employee 
Handbook.  Where applicable the final decision “might” reside with 
the immediate supervisor. 

 

  
  

  
2.3 Frequent Contact Information 
 
            Vice President for Enrollment Management            (504) 816-4362 
            Office of Admissions & Recruitment                       (504) 816-4670 
            Registrar                                                                    (504) 816-4705 
            Office of Business & Finance                                   (504) 816-4398 
            Office of Student Affairs                                          (504) 816-4734 
            Office of Academic Affairs                                      (504) 816-4662 
 
For additional phone numbers consult the University Directory 
 
 

2.4 General Aid Office Administration 
FINANCIAL AID & SCHOLARSHIP   
YEARLY TIMELINE/CALENDAR 

Financial Aid Calendar dates correlate with the Business and  
Finance Office and University’s Academic Calendar  

July is the start of the New Fiscal Year 
 
July – prior, present future and closeout 
Reconciliation for prior academic year   
Conduct SAP Review/Process ~ Summer SAP Students 
Process incoming documents  
Continue Awarding Process  
Send Financial Aid Notifications 
Send Tracking Letters 
FAFSA Verification process continued 
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Continue Packaging Awards with Institutional Aid  
Review reconciliation for prior award year   
Conduct Clearance Workshop Sessions: New and Enrolled Students 
Open Zoom Meetings for Clearance for Remote Learners 
Posting Preliminary Aid 
July – move forward 
Obtain Endowed/Non-Endowed Funding for Next (upcoming) Award Year 
Begin adding Endowed/Non-Endowed Awards to students Financial Aid 
Packages 
Fall Work Study Begins for previously enrolled FWS students 
Conduct Reconciliation 
Prepare for SOAR (Student, Orientation, Admissions and Registration) for 
new students  
SAP Appeals Deadline for Summer  
Summer 2nd Disbursement Loan Refunds 
End of Summer Semester 
Conduct Clearance Workshop Sessions: New and Enrolled Students 
 
August  
Deadline for students to be cleared (August 1) 
Late Registration/Fee Payment 
Fall Classes Begin 
FWS Orientation 
Originate Awards (COD) 
Perform System Upgrade for PowerFaids 
Conduct reconciliation review of Fall enrolled students (changes to COA 
based on enrollment hours/housing) 
Continue Awarding Process  
Send Financial Aid Notifications 
Send Tracking Letters 
 
September  
Fall Census  
Fall Enrollment Confirmation 
Bill the State of Louisiana for State Aid Funds (TOPS & LA Go Grant) for the 
Fall semester 
Disbursement of Financial Aid to student account 
Review Preliminary Refund listing 
Refunds start to issue 
FWS New Students begin employment 
SAP Appeals Deadline for Fall 
Recognition of Constitution Day (17th or day recognized by the Department of 
Education if the 17th falls on a weekend) 
1st Time Borrowers Loans to be received ~ 30 Days after start of the semester  
1st Time Borrowers Loans to be disbursed to student account 
Conduct Reconciliation 
Update system in preparation for next Award Year 
Conduct ParmRoll (PowerFaids System rollover of award years)  
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Update Forms and documents for next Award Year 
Update website with next Award Year Forms  
Advertise new FAFSA to students  
Review and create Communication Plan for Next Award Year 
Perform Exit Counseling Notification to students who did not return from the 
prior Spring semester 
 
October  
October 1st:  NEW FAFSA Opens 
October 1st:  FAFSA Kick-Off Session/Activity 
Institutional Scholarship Awarding Process Begins 
Sending Scholarship Agreements to New Students 
Continued Updates for the Next Award Year 
Process Incoming Documents for the Current Award Year 
Continue Awarding Process for both Award Years 
Send Financial Aid Notifications for Current Award Year 
Send Tracking Letters for both Award Years 
FAFSA Verification process continued for both Award Years 
Conduct Reconciliation 
Perform System Upgrade/Release to PowerFaids 
Mid-Term grades due 
Review Mid-Term Grades to send SAP “Heads Up” Mid-Semester Warning 
Founders Day Convocation 
Last Day to Withdraw with “W” Grade 
Fall 60% Point of the Semester – R2T4 continues 
Notification of Exit Counseling to Fall semester Prospective Graduating 
Seniors 
Submission of FISAP 
 
November  
Spring Registration Begins 
Last Day to Withdraw from Fall Semester Courses with “W” Grade 
Process Incoming Documents for Next Award Year 
Continue Scholarship Awarding Process for Next Award Year 
Send Scholarship Award Notice/Agreements for Next Award Year 
Send Tracking Letters for Next Award Year 
Conduct Reconciliation 
Last Day of Class before Fall semester finals 
Thanksgiving Holiday Break 
  
December  
Deadline for New Students (Next Award Year) to be considered for top tier 
Institutional Merit Scholarships (Dec. 1) 
Finals Begin 
Conduct Reconciliation 
Fall Classes End 
Report Fall Grades to the State of Louisiana for State Aid Recipients 
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Fall Federal Work Study End 
Spring Work Study Begins (non-enrollment) 
Campus Closed – Winter Break  
 
January  
Return from semester break 
Conduct SOAR (Clearance/Registration/Fee Payment) 
Originate Aid (COD) 
Spring Classes Begin 
Martin Luther King Jr. Holiday 
Spring Classes Resume 
Spring Semester Census (depending on start date of semester) 
Spring Enrollment Confirmation 
Federal Work Study begin for previously enrolled FWS recipients  
 
February  
Spring Semester Census (depending on start date of semester) 
Disbursement of Financial Aid to student account 
Bill the State of Louisiana for State Aid Funds (TOPS & LA Go Grant) for the 
Spring semester 
Submit names of all Scholarship Recipients for Honors Convocation 
Review Preliminary Refund listing 
Refunds start to issue 
Perform System Upgrade to PowerFaids (Release) 
Federal Work Study begin for New Students 
Conduct Reconciliation 
1st Time Borrowers Disbursement of Loan (30 days after start of the semester) 
Participate in Graduation Meeting for May Graduating Seniors 
Send Prospective Graduating Seniors Exit Counseling Notice 
Perform Exit Counseling Notification to students who did not return from the 
prior Fall semester 
Perform IPEDS Reporting 
 
March  
Priority Deadline for FAFSA submission 
Priority Deadline for Verification Submission of Documents 
Make Summer Financial Aid Application Available 
Conduct Reconciliation 
Honors Convocation 
Spring Break 
Send Summer Aid Notification to All Students 
Update System (PowerFaids) for Summer Awarding 
Summer Registration Begins 
Spring Last Day to Withdraw 
Spring 60% Point of the Semester – R2T4 continues 
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April  
Begin Summer Awarding Process 
Notify Students of Summer Eligibility 
Conduct Reconciliation 
Perform System Upgrade to PowerFaids (General Release) 
Spring Classes end for Graduating Seniors 
Last Day for continuing student to Withdraw with “W” grade 
Final Exams end for Graduating Seniors 
Decision Day and Communication Push to New Student for Next Award Year  
Spring Federal Work Study ends  
Finalize reconciliation of SEOG and FWS Summer funds) 
 
May  
Priority Deadline for Decision of New Students and Acceptance of 
Scholarship for Next Award Year 
Spring Classes End for Continuing Students 
Final Exam End for Continuing Students 
Report Spring Grades to the State of Louisiana for State Aid Recipients 
Perform System Upgrade to PowerFaid (Expansion for current year and 
Release for new award year) 
Finalize Senior Clearance for Graduation 
Conduct Reconciliation 
Baccalaureate Ceremony 
Commencement Ceremony 
Summer Fee Payment Finalized 
Conduct Clearance Workshop Sessions: New and Enrolled Students 
Summer Classes Begin 
Summer Work Study Begins 
Review End of Spring semester SAP status 
 
June  
Update System (PowerFaids) regarding SAP status 
Notify students of ineligible SAP status 
Cancel Summer and/or Fall Awards for ineligible students 
Begin the Awarding Process for Currently Enrolled Students 
Disbursement of Financial Aid to student account 
Review Preliminary Refund listing 
Refunds start to issue 
Conduct Reconciliation 
Conduct Clearance Workshop Sessions: New and Enrolled Students 
Federal Work-Study to End 
Year End Closing for Fiscal/Academic Year 
Deadline to submit FAFSA for current Award Year 
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2.4.1 Accommodations for Disabilities Resources 
  

Policies  
  

Dillard University is committed to full compliance with all laws 
regarding equal opportunity for students with disabilities in accordance 
with the ADA and other applicable federal, state, and local laws.  The 
department of Academic Affairs will respond to any requests for 
reasonable and appropriate accommodations and ensure that student 
requests are provided in a timely and effectively manner.  All 
disabilities require documentations from the student.  All University 
practices and activities are conducted on a non-discriminatory and 
confidential basis.  This office has advertised compliance and provides 
assistance with a Sign Language Interpreter (the Director) and resource 
material in Braille. 

 

  
  

  
Procedures  

  
In accordance with the University policy as respect to ADA, the 
financial aid office will direct all inquiries to such to the Office of 
Academic Affairs. 

28 CFR Part 
36 

  
  

  
2.4.2 Appointments with Staff  

  
Policies  

  
Customers are seen on a walk-in, first come-first serve basis.  However, 
in the event students need an appointment to visit with a financial aid 
counselor, they can be made and/or virtual meetings can be made at any 
time during normal business hours or after hours for students 
participating in the Evening and Weekend Studies Program.  For safety 
reasons, appointments scheduled other than normal hours of operation 
are discouraged but have been made available during a specific 
advertised time period as directed by the VP of Enrollment Services 
and/or the Director of Financial Aid. 

 

  
  

  
            Procedures  
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2.4.4 Telephone  
  
Policies  

  
Phone calls should be answered in a prompt, courteous manner, 
preferably no later than by the third ring.  During the peak of 
processing, staff must return calls with 24-48 hours.  A summary of the 
phone conversation should be noted in the comments screen of 
PowerFAIDS, when appropriate.  

 

  
  

  
Procedures  

  
The financial aid staff at Dillard University is cross-trained so that they 
may be equipped with the knowledge to answer any question.  
However, when a call requires further assistance, the employee will 
forward the caller to the appropriate employee for further consultation. 

 

  
  

  
2.4.5 Confidentiality of Student Records  
  
Policies  

  

 

  
The student who are seen on a walk-in basis will checked-in via Google 
Docs Scheduling, and/or sign-in at the front desk for the assigned 
counselor.  Students are assigned counselors by the first alphabet of the 
student’s last name; however a student is allowed to see any member of 
the Financial Aid staff and/or on a first available basis. 

 

  
  

2.4.3 Treatment of Correspondence/Forms  
  
Policies  

  
All correspondences with students and/or their parents (email, mail, 
phone, etc.) should be tracked into a log, entered on PowerFAIDS 
(when appropriate) and disseminated to the respective counselor within 
2 business days. 
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All information received on behalf of a student is kept in strict 
confidence.  Student workers are required to sign an oath of 
confidentiality.  For further detail see section 2.6 on FERPA 

 

  
  

  
Procedures  
  
At the discretion of the employee and in accordance with FERPA a 
student’s record may be disclosed via the phone.  As relates to student 
workers, before any student works on campus they are required to sign 
a contract that outlines their understanding when it comes to records of 
any office they work.  All contracts are held in the students’ financial 
aid folder in the financial aid office for the duration of the students’ 
matriculation as outlined by the federal government. 

 

  
  

  
2.5 Records Management & Retention  
 Resources 
Policies  
  
             Any time the financial aid office receives communication on behalf of 

a student, a file is created for record management.  Documents are 
organized by alphabetical breakdown so ensure accountability. 

668.24 
674.19(e) 
675.19(b) 
682.610(b) 

  
  
  
Procedures  
  

File folders are created with a label indicating the student’s name and 
student ID.   All correspondence over the students’ matriculation is 
filed in this folder and kept for the required time of 3 years after the 
student’s last date of attendance for the enrollment period (i.e. if the 
student cease enrollment December of 2021, the file is retain three (3) 
after the May 2022 award year period, which is the end of the award 
year.  If a student fails to enroll Dillard University (i.e. the student 
applies, is accepted/admitted but does not enroll), the financial aid file 
should dispose.  All documents (including label) are destroyed in the 
appropriate manner (shredded), and file folder is kept for recycle.  
Documents can also be returned to the student if requested. 
All folders (whether active or non-active) are filed alphabetically in the 
appropriate locations.  Enrolled student folders are kept within the 
filing cabinets in the file room and non-enrolled students are kept in the 
storage room. 
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At this time the University does not have an electronic filing system. 
 

When adequately notified the financial aid office will make available 
folders needed for inspection by the appropriate individuals showing 
compliance with FERPA.  

  
  
  
2.6 Information Sharing & the Family Educational Rights and Privacy 

Act (FERPA)  
 

 Resources 
Policies  
  
Below is the University’s FERPA policy as provided by the University 
Registrar: 

99.2 

  
FERPA 99.04 Parents 

99.05 Students 
(Family Education Rights and Privacy Act)  
 99.12 
Annually, Dillard informs students of the Family Educational Rights and 
Privacy Act of 1974 (Public Law 93-380). The Family Educational Rights and 
Privacy Act (FERPA) affords students certain rights with respect to their 
education records.  These rights include: 

 

 99.20 
1. The right to inspect and review the student’s education records within 45 
days of the day the University receives a request for access.  A student should 
submit to the registrar, a written request that identifies the record(s) the student 
wishes to inspect.  The registrar will make arrangements for access and notify 
the student of the time and place where the records may be inspected.  If the 
records are not maintained by the registrar to whom the request is submitted, 
the registrar shall advise the student of the correct official to whom the request 
should be addressed. 

 

 99.30 
2. The right to request amendment of the student’s education records that the 
student believes are inaccurate, misleading, or otherwise in violation of the 
student’s privacy rights under FERPA.  A student who wishes to ask the 
University to amend a record should write the University official responsible 
for the record, clearly identify the part of the record the student wants changed, 
and specify why it should be changed.  If the University decides not to amend 
the record as requested, the University will notify the student in writing of the 
decision and the student’s right to a hearing regarding the request for 
amendment.  Additional information regarding the hearing procedures will be 
provided to the student when notified of the right to a hearing. 

 

 99.31 
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3. The right to provide written consent before the University disclosed 
personally identifiable information from the student’s education records, 
except to the extent that FERPA authorizes disclosure without consent.  

 

 
4. The right to file a complaint with the U.S. Department of Education 
concerning alleged failures by the University to comply with the requirements 
of FERPA.  The name and address of the Office that administers FERPA is: 

99.34 

  
Family Policy Compliance Office 
U.S. Department of Education 
400 Maryland Avenue, SW 
Washington, D.C. 20202-5901 
 
Dillard University may disclose, without consent, “directory” information such 
as a student’s name, address, telephone number, date and place of birth, honors 
and awards and dates of attendance. Questions concerning the Family 
Educational Rights and Privacy Act may be referred to the University 
Registrar. 

99.37 

  
  
  
Procedures 99.8 
  
Include information such as:  
  
How the office restricts the inspection and review of records by students, 
parents, and other parties 

 

  
How a student may amend an education record  
  
The steps the school takes to prevent personally identifiable information from 
being disclosed in directory information 

 

¨   

Students are able to complete a FERPA Release Form in the Office of the 
Registrar.  This information is notated in Jenzabar (EX) under Notes.   

 

¨   

Documents are redacted or sent to outside parties (i.e. Department of 
Education, auditors, etc.) zipped and encrypted. 

 

 
 

 

2.6.1 Internal Disclosure  SEE PREVIOUS  
  
Policies  
  
Generally, schools must have written permission from the parent or eligible 
student in order to release any information from a student's education record. 
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However, FERPA allows schools to disclose those records, without consent, to 
the following parties or under the following conditions (34 CFR § 99.31): 

o School officials with legitimate educational interest; 
o Other schools to which a student is transferring; 
o Specified officials for audit or evaluation purposes; 
o Appropriate parties in connection with financial aid to a student; 
o Organizations conducting certain studies for or on behalf of the 

school; 
o Accrediting organizations; 
o To comply with a judicial order or lawfully issued subpoena;  
o Appropriate officials in cases of health and safety emergencies; 

and 
o State and local authorities, within a juvenile justice system, 

pursuant to specific State law 

  
 The Financial Aid Office of Dillard University will release 
copies of the student’s documents to the student upon request.  
Confirmation of the student’s identity must be confirmed.  
Additionally, if the student is requesting copies of documents for the 
parent (i.e. a copy of the parent’s Tax Return Transcript), the student 
must provide in writing a letter from the parent requesting the specific 
document, the student must be named in the letter, the letter must bear 
the parent’s signature and a copy of the parent’s ID which bears their 
signature must be included. 

 

  
  

  
  
 Staff and student workers are required to sign a Statement of 
Confidentiality regarding having access to the student’s information.  
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External Disclosure              SEE PREVIOUS  
  
Policies  
  
Information regarding student’s files are only shared with external 
agencies for audit purpose (i.e. Federal, State and Outside Audit 
Firms).  Also with Donor Agencies/Foundation and agencies that are 
contracted with the University; however, generally, limited information 
is provided from Dillard University such as Personal Identifying 
Information (PII) like the student’s SSN and DOB unless required as 
part of the contract to apply for, develop and create programs and 
services (i.e. Student Freedom Initiative, Trellis Company for Debt 
Management).   

 

  
2.6.2   
  
In cases where the University receives court orders, subpoenas, and 
other requests by law enforcement agencies, the University with work 
with our legal representative to help address such request. 

 

  
  

2.6.3 Authorization Consent Form         SEE PREVIOUS  
  
 99.32 
2.6.4 Information Release via Telephone           SEE PREVIOUS  
  
Policies  
  
Routinely, general information is released via telephone.  However, 
students will be asked to confirm some data (i.e. street address, last 4 
digits of the SSN, High School Attended, etc.) to confirm the identity 
of the caller before data is released.  If a FERPA Release Form is on 
file, then the Financial Aid Administrator (FAA) will be able to provide 
information to the parent or spouse but only once proper confirmation 
of the named parent or spouse is confirm.   

 

  
If a FERPA Release is not on file, then only general information is 
provided to student, parent and/or spouse.  Students will be directed to 
view information on MYDU.  

 

  
Student Privacy.ed.gov offers FERPA training at 
https://studentprivacy.ed.gov/content/online-training-modules 
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SECTION 3: FINANCIAL AID PROGRAMS 
 Resources 
3.1 Institutional Eligibility Requirements 600 
  

Dillard University meets eligibility requirements to participate in the 
Title IV programs because we are an institution of higher education.  
You can find a copy of our Program Participation Agreement in 
Rosenwald Hall Room 126. A Program Participation Agreement must 
be completed every three years and maintained on file for audit 
purposes.  It gives the university permission to participate in Title IV 
programs. The last Program Participation Agreement was updated 
July 1, 2022 to include the new President of Dillard University.  The 
PPA expires on June 30, 2027; therefore, the reapplication date is 
March 31, 2027.  A copy of the agreement is maintained in the 
President’s Office and in the Financial Aid Office. 
 
A copy of the SACS agreement can also be found in the President’s 
Office outlining the University’s accreditation. 
 
In addition you can find the same documents for state authorizations 
in the President’s Office. 

600.4 

  
  
             Policy  
  

A Program Participation Agreement must be completed every three 
years and maintained on file for audit purposes.  The Director of 
Financial Aid tracks the expiration of the PPA and coordinates the re-
certification process.  The Director is also responsible for updating the 
information contained in the eligibility application, such as a new 
location or new program. 

600.10(d) 
600.20 
668.13(b) 
668.14(g),(h) 

  
  
          
 
 
   Procedures 
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The Financial Aid keeps a yearly timeline/calendar of financial aid                
processes and activities in which application deadlines are monitored, 
even those that don’t expire within that given year. See Section 2.4 for 
master calendar. 

 

  
  
  

3.1.1 Program Eligibility   
  
Policy  
  
A program at Dillard University is one where a student can 
matriculate and earn a specified number of hours that will lead 
him/her to degree in that particular field. Before title IV funding is 
awarded, a student must be admitted as a degree-seeking student (as 
defined by the Office of Admissions) to the University. The Office of 
Academic Affairs maintains all program eligibility requirements and 
monitors those programs from year to year to ensure compliance as 
outlined in the University Catalog. 

668.8 

  
  
Procedures  
  
Please see the University Catalog for a complete listing of all eligible 
programs of study.  Dillard University is a credit hour school, whose 
academic year consists of the Fall, Spring and summer term that 
includes two five-week sessions.  The length of the fall and spring 
semesters is 15 weeks recognized in the traditional semester setting.  
At the successful completion of one’s program, the Office of 
Academic Affairs in conjunction with the Registrar’s Office awards 
degrees in the following areas: 
Bachelor of Arts 
Bachelor of Science 
Bachelor of Science in Nursing 

600.2 
668.2 
668.8(b)(2) 
668.8(k),(l) 
600.2 
668.8(a) 
668.8(b)(1) 

  
  
3.1.1.1 Evaluation of New Programs  

  
The financial aid office follows the guidelines outlined by the Office 
of Academic Affairs in evaluating a new program. 

600.10(c) 

  
Procedures  
  
If a new program is developed and it meets the specification as 
outlined by the Office of Academic Affairs, the financial aid office 
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will administer Title IV aid to an eligible student. If the new program 
meets the criteria as set forth for the administering of Title IV aid, the 
financial aid office will notify the appropriate authorities via the PPA.  
The responsible party will be the Dean of Financial Aid.   Title IV aid 
cannot be disbursed to a student in that program until the amended 
PPA is approved. 

  
  

3.1.2 Administrative Capability               
  
To maintain its participation in Title IV programs, an institution must 
demonstrate that it has the capability to administer student financial 
assistance programs adequately by meeting certain criteria. Give a 
brief explanation of administrative capability and include information 
about the administrative capability standards schools are expected to 
demonstrate. While it is not required that you list all of the criteria in 
your manual, doing so may prove helpful to aid office staff members 
or other non-financial aid office persons who may review your 
policies and procedures manual. 

668.16 

  
3.1.2.1 Provisions  

  
Policy  

  
Dillard University must administer the Title IV programs in 
accordance with all applicable statutory and regulatory provisions. 
Any additional special arrangements, agreements, or limitations into 
which it has entered must also be observed. 

668.16(a) 

  
  

Procedures  
  

Due to several offices playing a role in the Administrative functions, 
offices such as Records and Registration, Business and Finance, 
Academic Affairs, etc. work collaboratively to develop, monitor and 
execute internal processes to ensure students are entitled to receive 
funding as awarded in order to ensure the school is administratively 
capable. 

 

  
3.1.2.2 Administration  
  
Policy  
  
The individual responsible for the administering and coordinating the 
institutions financial aid programs will be the Director of Financial 
Aid. The financial aid office shall maintain a working staff that is 

668.16(b)(2) 
668.16(b)(1) 
668.16(b)(3 
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knowledgeable about Title IV regulations.  See Section 2.2 for the 
organizational chart within financial aid. The Director of Financial 
Aid shall be the primary person to receive all the information received 
by any institutional office that impacts a student’s Title IV eligibility. 

  
 
 
 

 

Procedures  
  
The Dean of Financial Aid is responsible for the administering and 
coordinating of the institution’s financial aid programs. In accordance 
with Section 2.1, the Office of Business & Finance assists in the 
proper administration of Title IV programs.  The Vice President of 
Business & Finance has the responsibility for that offices’ 
participation.  It is the responsibility of any office on campus to 
forward to the Dean of Financial Aid any correspondence directly or 
indirectly related to the administering of Title IV programs. 

 

  
  
  
3.1.2.3 Responsibilities of Institutional Offices      
  
Policy  
  

The institution is capable of adequately administering that program under 
each of the standards established in this section. The Secretary considers an 
institution to have that administrative capability if the institution –  

The Office of Admissions –  
• Required to admit eligible students in degree seeking 

programs 
The Office of Financial Aid & Scholarships –  

• Administer Federal Student Aid Programs and the 
responsibilities that governs eligibility, process, 
administration, origination, reconciliation and 
disbursement, etc. to ensure compliance. 

The Office of Business and Finance –  
• To work in collaboration with the Office of Financial 

Aid to ensure the process, credit, disbursement and 
reconciliation is conducted to ensure compliance. 

The Office of Records and Registration –  
• To accurately maintain record keeping for enrolled and 

separated students to report to the Clearinghouse and to 
the Office of Financial Aid & Scholarships so that the 
FAO will be able to adequately and accurately process 

668.16(b)(4) 
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and disburse aid, reconcile and conduct R2T4 
appropriately.  
 

The Office of Academic Affairs –  
• To work to ensure that attendance and/or the lack 

thereof, if accurately reported to the Registrar’s Office 
which the Office of Financial Aid uses to report and 
process FSA accordingly. 

(a) Administers the Title IV, HEA programs in accordance with all statutory 
provisions of or applicable to Title IV of the HEA, all applicable regulatory 
provisions prescribed under that statutory authority, and all applicable 
special arrangements, agreements, and limitations entered into under the 
authority of statutes applicable to Title IV of the HEA;  

(b)  

(1) Designates a capable individual to be responsible for administering all 
the Title IV, HEA programs in which it participates and for coordinating 
those programs with the institutions other Federal and non-Federal 
programs of student financial assistance. The Secretary considers an 
individual to be “capable” under this paragraph if the individual is 
certified by the State in which the institution is located, if the State 
requires certification of financial aid administrators. The Secretary may 
consider other factors in determining whether an individual is capable, 
including, but not limited to, the individual's successful completion of 
Title IV, HEA program training provided or approved by the Secretary, 
and previous experience and documented success in administering the 
Title IV, HEA programs properly;  

(2) Uses an adequate number of qualified persons to administer the Title 
IV, HEA programs in which the institution participates. The Secretary 
considers the following factors to determine whether an institution uses an 
adequate number of qualified persons -  

(i) The number and types of programs in which the institution 
participates;  

(ii) The number of applications evaluated;  

(iii) The number of students who receive any student financial 
assistance at the institution and the amount of funds administered;  

(iv) The financial aid delivery system used by the institution;  
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(v) The degree of office automation used by the institution in the 
administration of the Title IV, HEA programs;  

(vi) The number and distribution of financial aid staff; and  

(vii) The use of third-party servicers to aid in the administration of the 
Title IV, HEA programs;  

(3) Communicates to the individual designated to be responsible for 
administering Title IV, HEA programs, all the information received by 
any institutional office that bears on a student's eligibility for Title IV, 
HEA program assistance; and  

(4) Has written procedures for or written information indicating the 
responsibilities of the various offices with respect to the approval, 
disbursement, and delivery of Title IV, HEA program assistance and the 
preparation and submission of reports to the Secretary;  

(c)  

(1) Administers Title IV, HEA programs with adequate checks and 
balances in its system of internal controls; and  

(2) Divides the functions of authorizing payments and disbursing or 
delivering funds so that no office has responsibility for both functions 
with respect to any particular student aided under the programs. For 
example, the functions of authorizing payments and disbursing or 
delivering funds must be divided so that for any particular student aided 
under the programs, the two functions are carried out by at least two 
organizationally independent individuals who are not members of the 
same family, as defined in § 668.15, or who do not together exercise 
substantial control, as defined in § 668.15, over the institution;  

(d)  

(1) Establishes and maintains records required under this part and the 
individual Title IV, HEA program regulations; and  

(2)  

(i) Reports annually to the Secretary on any reasonable reimbursements 
paid or provided by a private education lender or group of lenders as 
described under section 140(d) of the Truth in Lending Act (15 U.S.C. 
1631(d)) to any employee who is employed in the financial aid office of 
the institution or who otherwise has responsibilities with respect to 
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education loans, including responsibilities involving the selection of 
lenders, or other financial aid of the institution, including -  

(A) The amount for each specific instance of reasonable expenses paid 
or provided;  

(B) The name of the financial aid official, other employee, or agent to 
whom the expenses were paid or provided;  

(C) The dates of the activity for which the expenses were paid or 
provided; and  

(D) A brief description of the activity for which the expenses were 
paid or provided.  

(ii) Expenses are considered to be reasonable if the expenses -  

(A) Meet the standards of and are paid in accordance with a State 
government reimbursement policy applicable to the entity; or  

(B) Meet the standards of and are paid in accordance with the 
applicable Federal cost principles for reimbursement, if no State 
policy that is applicable to the entity exists.  

(iii) The policy must be consistently applied to an institution's 
employees reimbursed under this paragraph;  

(e) For purposes of determining student eligibility for assistance under a 
title IV, HEA program, establishes, publishes, and applies reasonable 
standards for measuring whether an otherwise eligible student is 
maintaining satisfactory academic progress in his or her educational 
program. The Secretary considers an institution's standards to be reasonable 
if the standards are in accordance with the provisions specified in § 668.34.  

(f) Develops and applies an adequate system to identify and resolve 
discrepancies in the information that the institution receives from different 
sources with respect to a student's application for financial aid under Title 
IV, HEA programs. In determining whether the institution's system is 
adequate, the Secretary considers whether the institution obtains and 
reviews -  

(1) All student aid applications, need analysis documents, Statements of 
Educational Purpose, Statements of Registration Status, and eligibility 
notification documents presented by or on behalf of each applicant;  
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(2) Any documents, including any copies of State and Federal income tax 
returns, that are normally collected by the institution to verify information 
received from the student or other sources; and  

(3) Any other information normally available to the institution regarding a 
student's citizenship, previous educational experience, documentation of 
the student's social security number, or other factors relating to the 
student's eligibility for funds under the Title IV, HEA programs;  

(g) Refers to the Office of Inspector General of the Department of 
Education for investigation -  

(1) After conducting the review of an application provided for under 
paragraph (f) of this section, any credible information indicating that an 
applicant for Title IV, HEA program assistance may have engaged in 
fraud or other criminal misconduct in connection with his or her 
application. The type of information that an institution must refer is that 
which is relevant to the eligibility of the applicant for Title IV, HEA 
program assistance, or the amount of the assistance. Examples of this type 
of information are -  

(i) False claims of independent student status;  

(ii) False claims of citizenship;  

(iii) Use of false identities;  

(iv) Forgery of signatures or certifications; and  

(v) False statements of income; and  

(2) Any credible information indicating that any employee, third-party 
servicer, or other agent of the institution that acts in a capacity that 
involves the administration of the Title IV, HEA programs, or the receipt 
of funds under those programs, may have engaged in fraud, 
misrepresentation, conversion or breach of fiduciary responsibility, or 
other illegal conduct involving the Title IV, HEA programs. The type of 
information that an institution must refer is that which is relevant to the 
eligibility and funding of the institution and its students through the Title 
IV, HEA programs;  

(h) Provides adequate financial aid counseling to eligible students who 
apply for Title IV, HEA program assistance. In determining whether an 
institution provides adequate counseling, the Secretary considers whether its 
counseling includes information regarding -  
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(1) The source and amount of each type of aid offered;  

(2) The method by which aid is determined and disbursed, delivered, or 
applied to a student's account; and  

(3) The rights and responsibilities of the student with respect to 
enrollment at the institution and receipt of financial aid. This information 
includes the institution's refund policy, the requirements for the treatment 
of title IV, HEA program funds when a student withdraws under § 668.22, 
its standards of satisfactory progress, and other conditions that may alter 
the student's aid package;  

(i) Has provided all program and fiscal reports and financial statements 
required for compliance with the provisions of this part and the individual 
program regulations in a timely manner;  

(j) Shows no evidence of significant problems that affect, as determined by 
the Secretary, the institution's ability to administer a Title IV, HEA program 
and that are identified in -  

(1) Reviews of the institution conducted by the Secretary, the Department 
of Education's Office of Inspector General, nationally recognized 
accrediting agencies, guaranty agencies as defined in 34 CFR part 682, 
the State agency or official by whose authority the institution is legally 
authorized to provide postsecondary education, or any other law 
enforcement agency; or  

(2) Any findings made in any criminal, civil, or administrative 
proceeding;  

(k) Is not, and does not have any principal or affiliate of the institution (as 
those terms are defined in 2 CFR parts 180 and 3485) that is -  

(1) Debarred or suspended under Executive Order 12549 (3 CFR, 1986 
Comp., p. 189) or the Federal Acquisition Regulations (FAR), 48 CFR 
part 9, subpart 9.4; or  

(2) Engaging in any activity that is a cause under 2 CFR 180.700 or 
180.800, as adopted at 2 CFR 3485.12, for debarment or suspension under 
E.O. 12549 (3 CFR, 1986 Comp., p. 189) or the FAR, 48 CFR part 9, 
subpart 9.4;  

(l) For an institution that seeks initial participation in a Title IV, HEA 
program, does not have more than 33 percent of its undergraduate regular 
students withdraw from the institution during the institution's latest 
completed award year. The institution must count all regular students who 
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are enrolled during the latest completed award year, except those students 
who, during that period -  

(1) Withdrew from, dropped out of, or were expelled from the institution;  

(2) Were entitled to and actually received in a timely manner, a refund of 
100 percent of their tuition and fees;  

(m)  

(1) Has a cohort default rate -  

(i) That is less than 25 percent for each of the three most recent fiscal 
years during which rates have been issued, to the extent those rates are 
calculated under subpart M of this part;  

(ii) On or after 2014, that is less than 30 percent for at least two of the 
three most recent fiscal years during which the Secretary has issued 
rates for the institution under subpart N of this part; and  

(iii) As defined in 34 CFR 674.5, on loans made under the Federal 
Perkins Loan Program to students for attendance at that institution that 
does not exceed 15 percent.  

(2)  

(i) However, if the Secretary determines that an institution's 
administrative capability is impaired solely because the institution fails 
to comply with paragraph (m)(1) of this section, and the institution is 
not subject to a loss of eligibility under §§ 668.187(a) or 668.206(a), the 
Secretary allows the institution to continue to participate in the Title IV, 
HEA programs. In such a case, the Secretary may provisionally certify 
the institution in accordance with § 668.13(c) except as provided in 
paragraphs (m)(2)(ii), (m)(2)(iii), (m)(2)(iv), and (m)(2)(v) of this 
section.  

(ii) An institution that fails to meet the standard of administrative 
capability under paragraph (m)(1)(ii) based on two cohort default rates 
that are greater than or equal to 30 percent but less than or equal to 40 
percent is not placed on provisional certification under paragraph 
(m)(2)(i) of this section -  

(A) If it has timely filed a request for adjustment or appeal under §§ 
668.209, 668.210, or 668.212 with respect to the second such rate, and 
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the request for adjustment or appeal is either pending or succeeds in 
reducing the rate below 30 percent; or  

(B) If it has timely filed an appeal under § 668.213 after receiving the 
second such rate, and the appeal is either pending or successful; or  

(C)  

(1) If it has timely filed a participation rate index challenge or appeal 
under § 668.204(c) or § 668.214 from either or both of the two rates, 
and the challenge or appeal is either pending or successful; or  

(2) If the second rate is the most recent draft rate, and the institution 
has timely filed a participation rate challenge to that draft rate that is 
either pending or successful.  

(iii) The institution may appeal the loss of full participation in a Title 
IV, HEA program under paragraph (m)(2)(i) of this section by 
submitting an erroneous data appeal in writing to the Secretary in 
accordance with and on the grounds specified in §§ 668.192 or 668.211 
as applicable;  

(iv) If the institution has 30 or fewer borrowers in the three most recent 
cohorts of borrowers used to calculate its cohort default rate under 
subpart N of this part, we will not provisionally certify it solely based 
on cohort default rates;  

(v) If a rate that would otherwise potentially subject the institution to 
provisional certification under paragraphs (m)(1)(ii) and (m)(2)(i) of 
this section is calculated as an average rate, we will not provisionally 
certify it solely based on cohort default rates;  

(n) Does not otherwise appear to lack the ability to administer the Title IV, 
HEA programs competently;  

(o) Participates in the electronic processes that the Secretary -  

(1) Provides at no substantial charge to the institution; and  

(2) Identifies through a notice published in the Federal Register; and  

(p) Develops and follows procedures to evaluate the validity of a student's 
high school completion if the institution or the Secretary has reason to 
believe that the high school diploma is not valid or was not obtained from 
an entity that provides secondary school education. 
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Procedures  
  
Describe the responsibility of other institutional offices as it relates to 
the administration of Title IV programs with respect to: 

 

  
¨ The approval, disbursement, and delivery of assistance  

  
¨ The preparation and submission of reports to ED  

  
  

  
  

  
3.1.2.4 Separation of Duties  

  
Policy  

  
Dillard University must administer Title IV programs with adequate 
checks and balances in its system of internal controls. The functions of 
authorizing payments and disbursing or delivering funds must be 
divided among organizationally independent individuals so that no 
office has responsibility for both functions. See Section 2.1 for further 
detail. 

668.16(c)(1) 
668.16(c)(2) 

  
  

  
Procedures  

  
The awarding takes place in the financial aid office and the 
disbursing in the University Bursar office.  Clearly while financial aid 
has a mechanism within Powerfaids to award the aid, the University 
Bursar or his/her designee has direct control over the disbursement of 
the aid.  Financial Aid disburse the aid and the University Bursar 
post the aid to individual student accounts. 

 

  
  
  
3.1.2.5 Records  
  
Policy  
  
Dillard University must establish and maintain records as 
required under General Provisions and program regulations. 
See Section 2.5 for further detail on this requirement. 

668.16(d) 
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Procedures  
  
See Section 2.5  
  
  
  
 
3.1.2.6 Electronic Processes of Pell Grant 

 

  
Policy  
  
Dillard University must participate in the electronic process as 
identified by the Department of Education (DOE). 

668.16(o) 

  
  
  
Procedures  
  
The electronic process that Dillard University participates in is 
called EDE (Electronic Data Exchange). The University also 
uses the communication software called EdConnect.  Both 
programs are administered and maintained by DOE and are 
requirements for Dillard University. 

 

  
EdConnect is the communication software for the Department 
of Education.  It is the mechanism in which Dillard University 
receives all communication from the DOE. 
To logon to EdConnect: 
     USERNAME          HLOCKET 
     PASSWORD          DILL0201     (ex as of Nov, 6, 2008) 
To receive files in our mailbox: 
     Click on the transmission queue box 
     Select ALL for each column option 
     Click transmit now 
To send files from our Powerfaids 
     Go to Data Integration (Export) 
     Click on COD Reporting 
      Enter student’s SS# (you can enter one student or multiple 
     students) 
     Select the appropriate year 
     Select the type of file you wish to send (from EDE) 
     Select the exact file (under file name) 
     Click transmit now 
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Please note 
You can send and receive files at the same time 

For additional assistance on EdConnect please see the Desk Reference 
Manual for EdConnect 2007 

EDE is the software by which all students FAFSA information 
is maintained at the University level.  Via EDE the school has 
the mechanism to start an initial application or make a 
correction to an existing an application. 

For further detailed information on EDE please see the Desk Reference 
Manual for EDE 2016-2017 

 

  
  
  
3.1.2.7 Information Discrepancies  
  
Policy  
  
Dillard University resolves all discrepancies in the information 
it receives from different sources with respect to a student’s 
application for Title IV aid. Dillard University will refer for 
investigation to the Office of Inspector General (OIG) any 
credible information indicating that a Title IV aid applicant, 
school employee, or third party servicer may have engaged in 
fraud or other criminal misconduct in connection with an aid 
application. 

668.16(f) 
668.16(g)(1),(2) 

  
  
  
Procedures  
  
When a discrepancy occurs, the following steps will be taken 
by the financial aid office: 

ü If the discrepancy pertains to the performance of 
Verification, follow the guidelines outlined in Section 
6.  

ü In all other cases resolve all discrepancies with 
appropriate documentation and perform the required 
corrections. Notify all parties involved the need for the 
correction. 

ü Where applicable, cases that involve fraud or criminal 
misconduct must be referred to the Office of Inspector 
General.  No further action can be taken on that student 
until further notified by the OIG. 

 

 
 
Return of Title IV Policy                 34 CFR 668.22 
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A student may find it necessary to withdraw from all classes during a 
semester. If circumstances cause a student to withdraw from all classes, they 
are encouraged to contact their academic advisor so their decision will be 
based on a clear understanding of the consequences of withdrawing from all 
classes. 
 
Determining Aid Earned  
If a student withdraws from Dillard University, and then the school may be 
required to return, to the Department of Education, some or all of the federal 
funds awarded to the student for that semester. The federal government 
requires a Return of Title IV Federal Aid that was received if the student 
withdrew on or before completing 60% of the semester. Federal funds, for the 
purposes of this federal regulation, include Pell Grant, Supplemental 
Educational Opportunity Grant, Unsubsidized Stafford Loans, Subsidized 
Stafford Loans, Perkins Loans, and Parent PLUS Loans. The formula used in 
this federal "return of funds" calculation divides the aid received into earned 
aid and unearned aid. 
 
A student "earns" financial aid in proportion to the time s/he is enrolled up to 
the 60% point. The percentage of federal aid to be returned (unearned aid) is 
equal to the number of calendar days remaining in the semester when the 
withdrawal takes place divided by the total number of calendar days in the 
semester. If a student was enrolled for 20% of the semester before completely 
withdrawing, 80% of federal financial aid must be returned to the aid 
programs. If a student stays through 50% of the semester, 50% of federal 
financial aid must be returned. 
For a student who withdraws after the 60% point-in-time, there is no 
unearned aid (no funds to be returned). However, a school must still complete 
a Return calculation in order to determine whether the student is eligible for a 
post-withdrawal disbursement.  
 
The student’s withdrawal date is based on the actual date of resignation by the 
student.  However, in the case of an “unofficial withdrawal” then the 
withdrawal date is indicated by the student’s professors based on the student’s 
last date of enrollment and/or academic activity.  The professor provides the 
date(s) to the Registrar’s Office which is then issued to the Office of 
Financial Aid and Scholarships.  After which time, the Return of Title IV 
calculation is completed to determine how much aid must be returned to the 
Federal Government.  If the unofficial withdrawal date cannot be determined 
then the mid-point (50% point) of the semester is used.   
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In compliance with federal regulations, the financial aid office will perform 
the calculation within 30 days of the student's withdrawal and funds will be 
returned to the appropriate federal aid program within 45 days of the 
withdrawal date. An evaluation will be done to determine if aid was eligible 
to be disbursed but had not disbursed as of the withdrawal date. If the student 
meets the federal criteria for a post withdrawal disbursement, the student will 
be notified of their eligibility within 30 days of determining the student's date 
of withdrawal. If the eligibility is for a grant disbursement, the funds will be 
disbursed within 45 days of determining the student's date of withdrawal. If 
the eligibility is for a loan, the student will be notified in the same timeframe 
but they must also reply to the Financial Aid Office if they wish to accept the 
post withdrawal loan obligation. A post withdrawal disbursement of any 
funds would first be used toward any outstanding charges before any funds 
are returned to you. 
 
Return of Title IV Federal Financial Aid  
Once the amount of unearned federal aid is calculated, Dillard University 
repayment responsibility is the lesser of that amount or the amount of 
unearned institutional charges. The school satisfies its responsibility by 
repaying funds in the student's package in the following order: 
• Unsubsidized Stafford Loan 

• Subsidized Stafford Loan 

• Perkins Loan 

• Parent PLUS Loan 

• Pell Grant 

• FSEOG 

• Other Title IV Grant Funds 

When Title IV funds are returned by Dillard University on the student’s 
behalf, a receivable will be created on the student’s account and the student 
will be responsible for paying the outstanding balance to Dillard University 
that was created as a result of the Return of Title IV.  The student will still be 
responsible for repaying to the institution and/or the U.S. Department of 
Education all monies received/borrower for which he/she are not entitled, and 
in the case of loan funds borrowed that are not part of the Return to Title IV.   
If a student fails to repay grant funds, s/he may be ineligible for future federal 
financial aid.  
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The Office of Financial Aid and Scholarships will make the necessary 
adjustments to the student’s award and notify the Business and Finance 
Office of adjustment.  Included in the notification are the Bursar and the 
University’s Accountant regarding funds to be returned to the Department of 
Education. 
 

Electronic Process of Return of Title IV 
                        (Pell Grant) 

Last updated: November 6, 2008  
  
3.1.2.8 Reviews & Proceedings              
  
Policy  
  
Federal Regulations require schools participating in the 
Student Financial Aid Programs to use specific refund policies 
when a student who receives Financial Aid Program funds 
ceases attendance.  The tuition, fees, room, board and financial 
aid awards may be pro-rated for an official withdrawal that 
occurs after the 14th class day (3rd during the summer).  Work-
study is excluded from this calculation.  The calculation for the 
respective term is based on the number of calendar days 
completed for the semester divided by the number of days in 
the semester.  The refund will consist of a pro rata share of the 
tuition and fees paid, fewer charges prior to the official 
withdrawal date in accordance with the current Return of Title 
IV Aid Refund Policy.  No adjustment will be made to tuition 
fees or Title IV financial aid for a student who withdraws after 
the 60% point in the semester 

 

  
Procedures  
  
EdConnect is the communication software for the Department 
of Education.  It is the mechanism in which Dillard University 
receives all communication from the DOE. 
To logon to EdConnect: 
     USERNAME          HLOCKET 
     PASSWORD          DILL0201     (ex as of Nov, 6,20008) 
To send files from our Powerfaids 
     Go to Data Intergration (Export) 
     Click on COD Reporting 
      Enter student’s SS# (you can enter one student or multiple 
     students) 
     Select the appropriate year 
     Select the type of file you wish to send (from EDE) 
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     Select the exact file (under file name) 
     Click transmit now 
 
  
  
3.1.2.9 Cohort Default Rates  
  
Policy  
  
Dillard University will make every effort to make sure that the 
institutions FFEL, Direct and Federal Perkins Loan cohort 
default rates not exceed the thresholds defined by the DOE 

668.16(m) 
668.17(a) 

  
  

3.1.3 Financial Responsibility             
  

Institutions must meet certain financial standards to begin 
participation in and maintain eligibility for Title IV programs. Some of 
the standards are general, and some are specific to institutional type 
(public, non-profit, for-profit). 

Part 668,  
Subpart L 

  
In order to participate in the FSA programs, a school must 
demonstrate that it is financially responsible. To provide the 
Department with the information necessary to evaluate a school’s 
financial responsibility, schools are required to submit financial 
information to the Department every year. A school must provide this 
financial information in the form of an audited financial statement as 
part of a combined submission that also includes the school’s 
compliance audit. The combined submission must be submitted to the 
Department within six months of the end of the school’s fiscal year.  

 

  
  

3.1.4 Reporting & Reconciliation  
  
Dillard University must reconcile the Title IV programs in which it 
participates and must meet reporting requirements.  The immediate 
following sections deal specifically with the reporting functions of the 
programs listed within. Later on in this Section we will discuss in 
detail the policies that govern each program. 

668.16(i) 

  
             
 3.1.4.1   Fiscal Operations & Application to Participate 

 

  
Policy  
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Dillard University must accurately prepare the FISAP. The 
report must be submitted every year by October 1st. The Dean 
of Financial Aid will ensure that the University complies with 
this federal regulation and maintain a copy in each of the 
following offices.  The Financial Aid Office, the Office of 
Business & Finance and the President’s Office. 

 

  
  
  
Procedures  
  
The Offices of Financial Aid and Business Office will 
complete the FISAP every year. 
The Dean of Financial Aid or his/her designee will be 
responsible for sections pertaining to the income grid, Work 
Assistance and  the Pell Grant. 
The Assistant Vice President for Treasury Services or his/her 
designee will be responsible for sections related to the fiscal 
operation of the University. 
 
Both offices will work together to ensure the accuracy of each 
section. 
 
Should the initial submission result in errors, the Financial Aid 
Office has until December 1 of that year to make corrections 
and submit them. 
 
The completed FISAP must be submitted to the appropriate 
office by the DOE’s software EdConnect. Refer to Section 
3.1.2.6 for steps on sending the file via this software.   
Upon completion of the FISAP, the Financial Aid Office will 
print the Signature Page Certification of the FISAP and obtain 
the Presidents and the Dean of Financial Aid’s signature.  The 
Signature page must then be mailed to appropriate address. 

 

  
  
  
3.1.4.2 National Student Loan Data System  
  
Policy  
  
Dillard University will accurately report student information 
on NSLDS such as Federal Pell Grant and FSEOG 
overpayments and Federal Perkins Loan information. 
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Procedures  
  
Dillard University participates in the electronic transmission of 
data with the Clearinghouse.  Enrollment data is transmitted 
six times throughout the year with the following dates: 
September 30th 
October 30th 
December 28th 
February 15th 
March 25th 
May 20th 

The Office of the Registrar is responsible for this task with the 
assistance from the ITT department. 

 

  
  
  
3.1.4.3 Recipient Financial Management System 

(RFMS)/EdConnect/COD             HLockett (Pell)  
 

  
Policy  
  
Reconciliation is conducted on a monthly basis for the Federal 
Student Aid Programs.  

 

  
Dillard University will make every effort to provide accurate 

reporting of the Federal Pell Grants. 
 

  
  
  
Procedures  
  
  
3.1.4.4 Tuition Opportunity Program for Students 

(TOPS)  
This same 

information 
can be found in 

Section 3.4.2 
   
Policy  
  
Dillard University must report each academic semester of 
awarding (TOPS) certain information to the Louisiana Office 
of Student Financial Assistance (LOSFA), prior to the renewal 
of any awarding. Students will not receive subsequent funding 
if the information is not sent.  Counselor #3 of Financial Aid is 
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responsible for the timely submission of the information. There 
are two reports that need to be submitted each semester: 
                  Payment Roster 
                  Academic Information 
  
  
  
Procedures  
How to submit an Academic Roster.  

 
1) At the end of each semester Log on to TOPS portal at 

www.osfa.state.la.us 
2) USERNAME:      002004000 
       PASSWORD:      dillard2005 
3) Click on Academic Information Entry Listing 
4) Input (1) hours earned (2) hours attempted (3) quality 

points (4) incomplete hours 
5) Click on the submission button 
6) File will be sent, through LOSFA portal  
7) Print a list of all students submitted. 
8) Place printed list in the TOPS binder for that academic year 

 

  
How to submit a Payment Roster.  
1) Run a Grade Report at the close of each Fall and 

Spring semester. 
2) Log on to TOPS portal at www.osfa.state.la.us 
3) USERNAME:      002004000 
       PASSWORD:      dillard2005 
4) Enter the student (1) SS# (2) Term and (3) Amounts for 

each semester. 
5) Save 
6) Print 
7) File in TOPS binder for that academic year  

 

    
 
 
 
 
 
 
 
Other State Aid Program:     
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Procedures  
  
  
  

3.2 General Title IV Student Eligibility Requirements  
  
               Policies Resources 
  

  In order for a student to be eligible for Title IV aid at Dillard 
University, a student must: 

 

  
Ø Be enrolled as a regular student in an eligible program and not be 

classified as a special student (SP) 
668.32(a)(1) 

  
Ø Meet specified academic credential criteria (have a high school 

diploma or its recognized equivalent) or have the ability to benefit 
from the education or training offered 

668.32(e) 

  
Ø Not be in default on a Title IV loan or have made satisfactory 

repayment arrangement 
668.32(g)(1) 
668.35(a) 

  
Ø Not be liable for an overpayment of a Title IV grant or Federal Perkins 

Loan funds or have made satisfactory repayment arrangements 
668.32(g)(4) 
668.35(c) 

  
Ø Be a U.S. citizen or eligible noncitizen 668.32(d) 

668.33 
  

Ø Be making satisfactory academic progress (SAP) 668.34 

  
Ø Not owe any student debts under the Higher Education Act or to the 

U.S. 
668.35 

Ø Have a valid social security number if required 668.36 
668.32(i) 

  
Ø Be registered with Selective Service, if required 668.37 

668.32(j) 
  
  
  
             Procedures  
  

Dillard University will utilize the information gathered on the Student 
Aid Report to check for citizenship status, social security match and 
registration for selective service.  The Financial Aid Office will also, 
in conjunction with the Office of Admissions, cross-reference 
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information provided to the school by the student on their admissions 
application. 
To comply with the requirement that a student must be admitted as 
degree seeking or enrolled in an eligible program, the financial aid 
office will not award any student any financial assistance, including 
university funding and Title IV aid, until an admit notice is received 
and on file in the financial aid office.   
The Office of Admissions shall forward a copy of a report of the 
admit notice to the Financial Aid Office within three days after a 
student is admitted. 

              
             See Section 11 on SAP review  
  
             See Section ??? on how to review a students history on NSLDS  
  
             See Section 6 on resolution of “C” codes  
  
  
  
3.3 Federal Aid Programs in Which Institution Participates  Resources 
  
In this section we will outline the Federal programs that Dillard University 
participates in.  Under the “policy” section we will give an over view of the 
program that discusses the application process, eligibility requirements, 
selection requirements, award amounts, disbursement schedules, reporting 
requirements, and outside offices that participate in the administration of the 
program, if applicable. Under the “procedure” section we will outline the 
steps for awarding the program, generally.   

 

  
Policies  
  

3.3.1 Federal Pell Grant Program  
  

The U.S. Department of Education provides federal grants to 
undergraduate students who are U.S. citizens or eligible non-citizens.  
Unlike student loans, Pell Grants do not have to be repaid. Students 
with earned bachelor degrees are not eligible for Pell Grants. 
Eligibility is determined with information provided on the FAFSA 
form and is a direct result of the students’ expected family 
contribution (EFC).  Students must demonstrate financial need to 
qualify.  The 2022-2023 Pell eligible range is a maximum of $6895 for 
a Zero EFC based on full-time and $692 being the minimum.  The 
Pell Grant value can change each year.   

 

  
3.3.1.1     Eligibility  
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             The FAO uses the Pell award as the foundation of the student's 
financial aid package.  Therefore, students requesting federal 
financial assistance during their enrollment are required to 
establish Federal Pell Grant eligibility before additional 
determination of funds eligibility is made and/ or awarded. 

 

  
In order to determine eligibility for any federal financial aid 
program, students must file a Free Application for Federal Student 
Aid (FAFSA) and have the results sent to Dillard.  The FAO will 
accept results through electronic transmission with the Central 
Processing System (CPS).  (Pell Chart can be assess at:  
https://fsapartners.ed.gov/sites/default/files/attachments/2022-
03/2223RevisedPaymentSchedule.pdf ).      

 

  
Notification of the Pell Grant Award is done through the Award 
Notification letter or by viewing a student’s award via the Student 
Portal in MYDU.  At this time, student’s will receive documentation 
stating how funds are to be disbursed.  

 

  
Reporting requirements are done in a timely fashion and Pell 
Payments are submitted to the Department of Education at least every 
30 days or as needed. 

 

  
             Pell Grant awards are awarded based on the assumption of a student 

enrolling full-time, however they aren’t disbursed until the close of 
registration. Pell awards are not awarded until verification is 
complete and a valid EFC is received from the processor indicating 
the new EFC, and thus the new Pell Award.  Pell awards are also 
recalculated when the enrollment status changes between terms 
within the same award year, and when the cost of attendance 
changes. 

 

  
Students           Students who submit eligible SAR's or have electronic Pell data 

submitted to Dillard after the end of an enrollment period for which 
the student met all the necessary criteria, will receive a retroactive 
(late) award provided the student's file is complete prior to the last 
day of classes for the academic year. 

 

  
Students who do not use their entire Pell allocation during the fall 
and spring semesters may use the balance during the following 
summer periods on a prorated basis split between both summer 
terms. It is the responsibility of the student to inform the FAO that 
they will be enrolled during the summer periods and request 
assistance by completing the Summer Application. Monitoring 
reports will be run during the summer to attempt to identify Pell 
eligible students who have failed to submit a summer addendum. 
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3.3.2 Federal Supplemental Educational Opportunity Grant 
Program (SEOG) 

 

  
The U.S. Department of Education provides SEOG funds to 
undergraduate students who are eligible for the Pell Grant. Unlike 
student loans, SEOG funds do not have to be repaid. Funds are limited 
and awarded to students who demonstrate exceptional need. Awards 
for the 2022-23 school year will range from $800 to $4000.  The 
SEOG program is a federally funded for the purposes of helping the 
financially needy students meet the cost of postsecondary education.  
The institution administers this program; however the SEOG funds are 
awarded only to Pell Grant eligible students with priority 
consideration given to the students with excessive financial need. 

 

  
As with all federal programs, a student must complete the FAFSA and 
have the results sent to Dillard University.  Eligibility is determined 
only through the CPS of the Department of Education using the 
federal methodology need analysis formula.  Student eligibility is 
determined by the packaging philosophy administered for that 
awarding academic year.  See Section 8 on the University packaging 
philosophy. 

 

  
Funds are disbursed to the students account to offset the student’s 
tuition for that year.  No refund is to be given as a result of the 
awarding of the SEOG grant.  

 

  
  

3.3.3 Federal Work-Assistance Program  
  

Federal Work Assistance (FWA) is a federally funded program, which 
provides jobs for the students who need financial aid.  FWA gives the 
student a chance to earn money to help pay for your educational 
expenses. Students who complete the FAFSA and show a need are 
considered eligible for the FWA program.  Awards generally range 
from $500 to $1000 each semester with an hourly wage of $7.25.  
Students are paid bi-weekly and will be randomly assigned a site on-
campus.  As mandated by the Department of Education, 6% of our 
annual awards must be set-aside for our students to work in the 
surrounding community.  The Community Service requirement is 
handled through the Coordinator for Work-Assistance and is done on a 
voluntary basis.  Students work in the local area tutoring in Math and 
Reading.  At the present time, Dillard University pays these students a 
rate of $6.00. The maximum amount student can work each week is 20 
hours. 
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The policy regarding dissemination of FWS funds is to award monies 
to as many students as possible.  This is accomplished by awarding 
funds to needy students on a first come first serve basis until funds are 
exhausted.   When possible students will return to the same 
assignment as the previous year.  Reasonable effort is made to place 
students in positions, which complement and/or reinforces their 
educational and career goals.   

 

  
Students are not allowed to work during periods when classes are 
suspended.  Students may not earn work-assistance funds in excess of 
their FWS award.  Communication is sent to the student and the 
supervisor alerting them as to when their employment should cease. 

 

  
Employers are instructed to maintain adequate supervision of students 
with regard to attendance and quality of job performance.  The student 
and the supervisor must agree on a work schedule upon each semester, 
which is not in conflict with the student’s class schedule. 

 

  
Students receive time sheets from the Financial Aid office at the 
beginning of each month.  Those time sheets are completed by the 
student and signed by the supervisor indicating the time worked.  The 
supervisor returns the time sheets to the Payroll Office on the first of 
each month in a sealed envelope.  All time sheets submitted after the 
first of each month will be processed on the next payroll date.  The 
student, the supervisor, and the financial aid office keep a copy of the 
time sheet. 

 

  
  

  
3.3.4 Federal Perkins Loan Program  
  
Important: Under federal law, the authority for schools to make new 
Perkins Loans ended on Sept. 30, 2017, and final disbursements were 
permitted through June 30, 2018. As a result, students can no longer 
receive Perkins Loans. A borrower who received a Perkins Loan can 
learn more about managing the repayment of the loan by contacting 
either the school that made the loan or the school’s loan servicer. 
However, Dillard University works with ECSI to collect on accounts 
for loans processed and disbursed prior to the program ending.  This is 
a low-interest loan (5%) made available to students from Dillard 
University.  Perkins loans are available to students that demonstrate 
need via the FAFSA. Undergraduates: $5,500 per award year, up 
to $27,500 total. Students who have not yet completed two years of 
undergraduate work are only allowed to borrow up to $11,000. 
Repayment on the loan begins nine months after graduation or the 
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student drops below half time. In limited situations, a student can have 
their Perkins Loan cancelled. 
  
Perkins funds are disbursed to student accounts after they sign a 
promissory note with the Perkins Loan Officer in the Business & 
Finance Office.  Upon notification from that officer, financial aid will 
then transmit the funds electronically to a student’s account on the 
next financial aid transmission.  Rosters indicating the completion of 
the promissory notes are kept in the financial aid office. 

 

  
  

3.3.6 Federal Direct Student Loan Program  
  
Federal Direct Student Loans are low-interest loans made to students 
and parents by the Federal Government.  There are three types of 
Federal Direct Loans: the Subsidized, Unsubsidized and the Parent 
Loan for Undergraduate Students (PLUS). The basic difference 
between the Subsidized and the Unsubsidized is that the government 
pays the interest on the Subsidized while the student is in school and 
the interest accrues and is the responsibility of the student on the 
Unsubsidized Loan while in school. The Financial Aid Office works 
closely with the Department of Education and COD for the processing, 
and Disbursement of the Student Loans.  
                .   
To qualify for a Direct Subsidized loan a student must demonstrate 
need and be enrolled at least half-time.  All students, regardless of the 
family income may qualify for the Unsubsidized Federal Stafford 
Loan.  It is not based on financial need.  

 

  
The Federal Subsidized Stafford Loan program provides low interest 
deferred payment loans to undergraduate students who demonstrate 
financial need.  These funds assist students with educational expenses.  

 

  
Eligibility is determined through the completion of the FAFSA.  Once 
the results are on file at Dillard, and the normal packaging process has 
begun (See Section 8 for additional information on Packaging) 
eligibility can be determined.  Loans may need to be pro-rated for 
undergraduate students who will not be enrolled for a full academic 
year. 

 

  
Students are notified of the amount of their Direct Loan eligibility 
through the Award Notification Letter and the award and file status 
can be reviewed on the Student Portal on MYDU. 
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The minimum amount regulated for the Stafford loan for subsidized or 
unsubsidized is $201.  Listed below are the maximum awards under 
the subsidized and unsubsidized programs: 
                                   Subsidized     Unsubsidized 
Freshman                        $3500         $2000 or   6000 Indep/Plus denial 

            Sophomore                      $4500        $2000 or   6000 Indep/Plus denial 
Junior/Senior                   $5500        $2000 or   7000 Indep/Plus denial 

 

  
Procedures  
  
To request a Stafford Loan, the student must do the following:  
1) Complete the FAFSA 
2) Submit all requested documents dealing with the Verification 

process, See Section 6 
3) If new student complete a Master Promissory Note of your choice 

lenders.  All repeat borrower, no new MPN is required. 
4) If a transfer student need to complete a MPN 
5) Complete Entrance Loan counseling if a first time borrower, or if a 

transfer student 

 

  
Loans are originated through PowerFaids via COD.  Once 
disbursement is received from COD which begins after the 14th class 
day (Census), the funds are sent to the Office of Business and Finance 
as a FA Batch in preparation for the Bursar to disburse the aid to the 
student’s account for those who have completed all necessary steps. 

 

  
Loans will be disbursed throughout the semester/award year once file 
becomes complete and award is processed; thereafter funds will be disbursed 
on the next available disbursement date.  Before disbursement, the FA officer 
ensures that the student is enrolled in class at least 6 hours at the time of 
disbursement.   All loan proceeds are received via G5 which is electronically 
transmitted.  The Business and Finance Office will then process any excess 
credit to the students account.  See Section 10.2 on Loan disbursement 
procedures. 

 

  
See Section 12 for Returning Funds to Lenders  
  
  
  

Procedures  
  

§ At the time a students’ folder is completed, the assigned counselor 
will award the appropriate aid for that student.  If the student is 
eligible for any of the aforementioned programs, the Counselor 
will award the program to the student if funds are available and if 
the student meets the criteria outlined in each respective sections 
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of that program. If further processing is awarding, the Counselor 
will perform the necessary duties.  See Section __ for loan 
certification.  

  
§ The awarding Counselor will review all eligibility requirements 

for each awarded program prior to the decision of the award.  If an 
award was made before the end of the Spring semester, the FA 
Counselor must go back and review each student to ensure that 
he/she complied with the eligibility requirements of said award. 

 

  
§ The FA Counselor will show no favoritism in the awarding of any 

of the aforementioned programs.  The Director of Financial Aid or 
his/her designee will perform a periodic review to ensure 
compliance with the selection criteria of each individual program.  

 

  
§ During the awarding process, each FA counselor will review the 

necessary information prior to the awarding of any of the 
aforementioned programs.  See each specific program policy to 
view minimum and maximum award requirements.   

For University funded scholarships the FA counselor will follow the 
following procedures. 

1) Review the academic transcript and compare the number of 
semesters a student has been enrolled vs. the entering semester 

2) If the student has not received the scholarship for eight semesters and 
they meet the requirements in their initial Scholarship Offer letter, 
the FA Counselor will award the appropriate scholarship amount 

 For Student loans the FA counselor will follow the following procedures: 
1) Check the students’ grade level via the Student Aid Master screen 

(F9) in CMDS. 
2) Verify that the student did not utilize any of his/her eligibility in the 

previous summer school (if applicable) 
3) Review the SAR for information regarding the aggregate loan for 

said student 
4) Review the Loan Request Form for the requested value of the student 

loan 
5) Award the requested amount and certify the loan. 

 
 
Federal Student 
Hand Book 02-
03, Vol 8, Chap 
3 

  
§ All students, regardless of program of study will have their aid 

disbursed in two disbursements.  If awarded for an academic year 
that includes a Fall and Spring semester, the first disbursement will 
be at the beginning of the Fall semester and the second will be at 
the beginning of the Spring semester.  In the event the award is for 
one semester only (typically student loans), the award will be 
disbursed at the beginning and at the midpoint (if necessary).   

 

  
¨ See Section 3.1.4 on each program that requires reporting.  
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§ Each program is administered through the Office of Financial Aid, 

with the exception of one. 
Federal Perkins Loans- This program ceased September 2017. 
After the student is awarded the Perkins Loan, the student must: 
1) Perform entrance counseling (if applicable) 
2) Sign promissory notes in the Office of Business & Finance with the 

Perkins Loan Coordinator. 
3) At the completion of the promissory note, the award will be posted to 

the students account. 
4) Failure to sign the promissory note will result in cancellation of the 

award. 

 

  
  
  
3.4 State Aid Programs in Which Institution Participates  
  
In this section we will outline the State programs that Dillard University 
participates in.  Under the “policy” section we will give an over view of the 
program that discusses the application process, eligibility requirements, 
selection requirements, award amounts, disbursement schedules, reporting 
requirements, and outside offices that participate in the administration of the 
program, if applicable. Under the “procedure” section we will outline the 
steps for awarding the program, generally.   

 

  
Policies  
3.4.1  
 

Louisiana Go Grant 
Award Year:  2022/2023 

Policy 
 
GO	Grant	is	a	need-based	grant	offered	to	students	who	are	residents	of	
the	state	of	Louisiana.	The	Louisiana	Office	of	Student	Financial	
Assistance	(LOSFA)	administers	the	program.	
	
Effective	2021-2022	academic	year,	the	Louisiana	Office	of	Student	
Financial	Assistance	(LOSFA)	implemented	a	new	methodology	for	the	
awarding	of	GO	Grant.	A	new	award	range	was	also	implemented	and	
the	60%	limit	on	gift	aid	has	been	eliminated.	Below	are	the	guidelines	
under	this	new	methodology	that	a	student	must:	
	

1.	Be	a	Louisiana	resident	
2.	File	a	Free	Application	for	Federal	Student	Aid	(FAFSA)	for	the	
current	year.		The	FAFSFA	shall	be	the	only	application	for	GO	Grant.		
No	other	application	is		required.	
3.	Receive	a	Federal	Pell	Grant		
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4.	Have	remaining	financial	need	after	deducting	Estimated	Family	
Contribution	(EFC)	and	all	federal/state/institutional	grant	or	
scholarship	aid	(“gift	aid”)	from	the	student’s	COA.	
5.	Be	a	student	enrolled	in	an	eligible	Louisiana	institution	on	at	
least	half-time	basis	(minimum	6	semester	hours)	

	
Award	amounts	are	based	on	the	allocation	received	from	the	
State	and	Dillard	University’s	packaging	policy.		The	award	may	
vary	each	academic	year.	No	award	can	be	less	than	$300	for	the	
year	or	exceed	$3,000	for	the	year	($1,500	per	semester).	
	
Award	is	up	to	6	years	(600%	maximum)	in	coordination	with	
the	regulations	associated	with	the	Federal	Pell	Grant	Program.	
	

Dillard		University’s	Student	Packaging	Policy	
Financial	aid	staff	should	use	the	following	guidelines	in	the	awarding	of	GO	
Grant	to	students:	

	

	
• Dillard	University	award	students	based	on	a	

semesters.	
• Award	eligibility	can	range	from	$300	-	$3000	per	year	
• Full-time	students:		Average	award	is	$3,000	a	year	

($1,500	per	semester).			
• Three-Quarter	time	students:		Average	award	is	

$2,000	a	year	($1,000	per	semester).		
• Half-time	students:		Average	award	is	$1,500	a	year	

($750	per	semester).	
• Award	amount	is	divided	evenly	between	each	

semester	–	Fall	and	Spring.			
• Awards	of	$300	-	$1,499	will	be	based	on	allocation	or	

remaining	allocation	available.	
• Less	than	Half-time	students	are	not	eligible	for	the	GO	Grant	

award.	
• Summer	is	treated	as	a	Trailer		
• No	Go	Grant	awards	are	provided	for	the	summer	semester.	
• Transfer	and	re-entering	students	will	equally	be	consider	for	

GO	Grant	awards.	
	
Note:		The	maximum	award	is	$3,000;	however,	the	student’s	unmet	need,	
availability	of	funding,		the	student’s	enrollment	hours	and	financial	situation	
(extenuating	circumstances)	will	be	used	and	considered	when	awarding,	
which	could	demonstrate	a	lower	award	amount	than	the	maximum.	

	
State	regulations	also	require	the	University	use	the	following	elements	in	
determining	a	
student’s	eligibility	for	Go	Grant:	
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o Institutional	aid	includes	all	awards	the	University	
directly	awards	to	students.		Gift	Aid	and	Need-Based	aid	
include	Federal	Pell	Grant,	Federal	SEOG,	TOPS,	TOPS	
stipends	and	Institutional	Scholarships.	
o All	federal/state/institutional	gift	aid	is	to	be	subtracted	from	

the	remaining	need	(COA-	EFC)	to	determine	financial	need	for	
Go	Grant	purposes	

	
Example:	COA:	 $31,000	
EFC:	 $		2,500	

-----------	
Remaining	Need:	$28,500	

	
Staff	should	use	the	following	guidelines	in	awarding	Go	Grant	
	

!" Use	the	“GO	Grant	Pool”	selset	in	PowerFAIDS	to	identify	potential	
eligible	students	for	GO	Grant.	Staff	members	must	also	use	the	
Enrolled	Student	Report	out	of	EX	to	identify	incoming	transfer	and	
readmit	students	to	ensure	that	they	receive	equal	consideration	
for	GO	Grant	funding.	Transfer	and	readmit	students	should	not	
receive	priority	consideration	for	GO	Grant	funding	than	regular	
students.	

!" To	consider	a	student	for	GO	Grant	consideration,	staff	members	are	
required	to	enter	

the	student’s	information	into	the	“GO	Grant	Calculator”	
spreadsheet.	

!" If	the	spreadsheet	determines	that	the	student	is	eligible	for	GO	
Grant	funds,	the	counselor	should	save	a	copy	of	the	calculator	
spreadsheet	to	the	shared	drive	as	proof	of	eligibility.	

!" Staff	members	should	use	due	diligence	to	give	priority	to	students	
who	are	25	years	of	age	or	older,	provided	they	meet	the	basic	
criteria	to	be	eligible	for	GO	Grant.	Each	year,	
10%	of	the	University’s	allocation	of	GO	Grant	funding	will	be	set	
aside	for	this	group	of	
students.	If	the	University	does	not	enroll	enough	eligible	students	
to	use	the	set-aside	allocation,	these	funds	can	be	used	in	the	
general	allocation	for	all	students	at	the	beginning	of	the	Spring	
term.	

!" If	additional	federal/state/institutional	gift	aid	is	given	to	the	
student	after	the	student	has	been	disbursed	GO	Grant,	the	
counselor	should	complete	a	new	calculator	spreadsheet	to	
identify	any	potential	awarding	issues	and	make	the	needed	
adjustments.	The	revised	spreadsheet	must	be	saved	to	the	shared	
drive.	

!" Staff	should	not	use	private,	outside	scholarships	(i.e.,	awards	
obtained	on	their	own)	and	self-help	aid	(loans,	FWS)	in	the	calculation	
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of	eligibility	for	GO	Grant.	
""""""""

Residency: 
!""""""Louisiana	resident	as	of	the	day	the	FAFSA	is	filed	and	Louisiana	is	the	
student’s	true	and	fixed	domicile	as	reported	on	the	FAFSA.		If	the	student’s	
state	of	residence	on	the	FAFSA	is	not	reported	as	LA,	but	a	dependent	
student	claims	that	a	non-custodial	parent	is	a	Louisiana	resident,	or	that	
parents	are	Louisiana	residents	living	out	of	state,	LOSFA	will	determine						
residency	based	on	the	compilation,	by	the	parents,	of	a	residency	affidavit."
!""""""Staff	should	review	Legal	State	of	Residence	on	the	ISIR	before	awarding	
GO	Grant.		Residency	must	specify	Louisiana	to	be	eligible.		If	an	affidavit	is	
needed	and	processed,	it	must	be	received	before	funds	are	disbursed.	

	
	
Billing	for	GO	Grant	
	
There	are	two	means	by	which	LOSFA	can	be	billed	for	GO	Grant:	
	

!" Batch	Billing	–	Multiple	students	are	submitted	to	LOSFA	at	one	
time	for	processing.	For	this	to	occur,	the	batch	file	must	be	in	the	
format	provided	by	LOSFA.	

!" Individual	Billing	–	Individual	billing	can	be	accomplished	by	
submitting	the	request	via	

LOSFA’s	Awards	System	
	
For	convenience,	the	batch	process	for	billing	should	be	used	for	
initial	billing	of	Go	Grant.	Subsequent	requests	can	either	be	
submitted	via	the	batch	process	or	through	individual	billing.	
	
Returning	Go	Grant	Funds	
	
If	Go	Grant	funds	need	to	be	returned	to	LOSFA,	counselors	should	use	the	
following	steps:	

	

	
!" Complete	a	Check	Request	Form	to	be	turned	in	to	the	Office	of	

Business	&	Finance	for	processing	
!" Complete	a	Go	Grant	Refund	Manifest	form	and	attach	it	to	the	

check	request	form	with	instructions	to	include	manifest	with	
check	made	payable	to	LOSFA.	

	
	
	

 
3.4.2 Taylor (Tuition) Opportunity Program for Students 

(TOPS) 
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Louisiana high school graduates are eligible to participate in this 

scholarship program.  Students must have achieved a minimum test score of 
20 on the ACT (American College Test) and successfully passed the core 
courses outlined by the Louisiana Department of Education with at least a 2.5 
minimum grade point average. The Louisiana Office of Student Financial 
Assistance has the final word on the selection for the awards.  As a University 
in Louisiana, Dillard students are eligible to receive funding in three of the 
four categories.  The levels and their eligibility criteria are as follows: 

Opportunity Award:  High school GPA = 2.5+, ACT = 20+ 
                              To retain, DU GPA = 2.3+, if <  47 hours 
                                                                  2.5+, if >  48 hours 
Performance Award: High school GPA = 3.5+, ACT = 23+ 
                              To retain, DU GPA = 3.0+ 
Honors Award: High school GPA = 3.5+, ACT = 27+ 
                              To retain, DU GPA = 3.0+ 

 

  
Students who receive TOPS must maintain satisfactory academic 

progress as        defined by the LOSFA at the end of each semester.  LOSFA 
defines steady academic progress as an earned cumulative GPA of at least a 
2.0. 

 

  
Effective Fall 2002, LOSFA requires that any students who receives 

an “I” for a class at the end of a semester will have their award suspended 
until that grade is changed to the proper letter. 

 

  
  
  
  
 Resources 
3.4.3 Robert C. Byrd Scholarship  
  

This program promotes student excellence and achievement and recognizes 
exceptional students who show promise of continued excellence. 

 

  
  
  

Procedures  
  
§ LOSFA will notify each student if they are eligible for one of the 

state programs.  Notification is on going and will be in written 
form. 

 

  
§ The awarding Counselor will review all eligibility requirements 

for each awarded program prior to the decision of the award.  If an 
award was made before the end of the Spring semester, the FA 
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Counselor must go back and review each student to ensure that 
he/she complied with the eligibility requirements of said award.  
The awarding FA Counselor will pre award a student one or more 
of the State programs provided they meet the eligibility 
requirements outlined.  The final awards, however, will come from 
LOSFA.  In the event an award was made and LOSFA doesn’t 
confirm that award, the FA Counselor will make every effort to 
replace those funds with an eligible award for said student. 

  
§ Once LOSFA determines that students are enrolled in school, 

LOSFA will send to the Financial Aid Office a check in the 
requested amount for said students.  The Financial Aid Counselor 
will process the check, cross-referencing those awarded by Dillard 
and those issued funding by LOSFA, and submit that check to the 
Office of Business & Finance.  The Office of Business & Finance 
will then post the funds to each individual student account. 

 

  
• Once you have identified your eligible candidates, you can 

now send the data to TOPS for payment.  The following steps 
will coordinate those efforts. 

 

  
How to submit a Payment Roster.  

1) Run a Payment Roster using query LOSFAPAY in CMDS 
2) Run Payment Roster at the close of registration each Fall and Spring 

semester 
3) Compare that roster to the master roster, ensuring that the names that 

appear on the LOSFAPAY roster appear on the master roster from 
LOSFA. 

4) Manually populate the LOSFAPAY database with students who are 
eligible to receive the book vouchers. 

   At the main menu of CMDS 
i. TYPE,  89, then 11 

ii. Enter TOPSPAY 
iii. Enter students by SSN 
iv. Populate the “Inc” field with the appropriate number 

of courses the student received an “I” in 
v. F10, to save 

vi. Repeat as necessary 
5) Run the LOSFAPAY query again 
6) Verify that the new data appears and there are no discrepancies 
7) Print and save a copy of the query for FA records 
8) Name the file TPYMR01 

                           Copy the file to the required specifications 
                                         In CMDS, hit the ESC button to get to the command 
line                                    
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9) Now that the file is copied in the preferred format, you must send it to 
LOSFA via the website. 

10) Log on to TOPS portal at www.osfa.state.la.us 
11)  USERNAME:      002004000 
12) PASSWORD:     -see director for current  password 
13) Click on PAYMENT ROSTER batch submission 
14) Click on browse button 
15) Find file named TPYMR01 on your hard drive wherever you            

have your CMDS files directed to go 
16) Click on that file, the file should appear in a box next to browse 
17) Click on the submission button 
18) File will be sent, and LOSFA website will return a statement that says 

“File successfully submitted” and it will list a confirmation number 
19) Print confirmation page 
20) Attach to a copy of the TPYMR01 file 
21) Place both in the TOPS binder for that academic year 

  
§ At the end of each semester, Dillard is required to submit grades to 

LOSFA for determination of continued eligibility.  LOSFA will 
notify the students of their continued eligibility, however as a 
service to the students Dillard University shall send 
communication to the students as well.  In all cases, LOSFA has 
the final say in a student’s eligibility.  

  

  
How to submit an Academic Roster.  

1) Run a Grade Report using query LOSFAGRRPT in CMDS. 
2) Run a Grade Report at the close of each Fall and Spring 

semester. 
3) Review report to make sure that the students whom Dillard 

received funds for we are sending grades on.  
4) Resolve all discrepancies 
5) Populate the LOSFAGRRPT database manually with the 

students who received an “I” (incompletes) in a course for the 
previous semester. 

                     At the main menu of CMDS 
i.TYPE,  89, then 11 

ii.Enter TOPGRDS 
iii.Enter students by SSN 
iv.Populate the “Inc” field with the appropriate number 

of       courses the student received an “I” in 
v.F10, to save 

vi.Repeat as necessary 
 

6) Run query LOSFAGRPT again 
7) Verify that the new data is updated on the new roster 
8) Print and save a copy of the query for FA records. 
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9) Name the file TPYGR01 
                            Copy the file to the required specifications 

                                         In CMDS, hit the ESC button to get to the command 
line                                    

                      
 
10) Now that the file is copied in the preferred format, you must 

send it to LOSFA via the website. 
11) Log on to TOPS portal at www.osfa.state.la.us 
12) USERNAME:      002004000 
13) PASSWORD:      CLG9549434 
14) Click on PAYMENT ROSTER batch submission 
15) Click on browse button 
16) Find file named TPYGR01 on your hard drive wherever you 

have your CMDS files directed to go 
17) Click on that file, the file should appear in a box next to 

browse 
18) Click on the submission button 
19) File will be sent, and LOSFA website will return a statement 

that says “File successfully submitted” and it will list a 
confirmation number 

20) Print confirmation page 
21) Attach to a copy of the TPYGR01 file 
22) Place both in the TOPS binder for that academic year 

  
§ Each program is administered through the Office of Financial Aid  
§ See Section 3.1.4.4 on each program that requires reporting for 

additional information. 
 

  
  
  
3.5 Institutional Aid Programs  
  
Dillard University offers a variety of institutional scholarships to its students.  
A scholarship announcements board is located near the Financial Aid Office 
(FAO), Room 215 in Rosenwald Hall.  As the office receives various 
announcements, they are posted on bulletin boards around the campus.  

 

  
Policy  
  
For institutional awards, a student’s admissions application to Dillard 
University is their scholarship application.   

 

  
Any student that is admitted to Dillard University is eligible for the award.  
Renewed eligibility is contingent upon availability of funds and the student 
maintaining the eligibility criteria.  See each award for renewal criteria. 
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Students are notified via written notification from the Financial Aid Office 
that they are recipients of a scholarship.  The notice will contain the amount, 
the duration of the award, the renewal requirements and any other policies 
guiding the process of the institutional scholarship.  Like most other awards, 
the disbursement will be twice each academic year, once in the Fall semester 
and once in the Spring.  Students’, who provide written notification and 
proper documentation, may have their scholarships awarded for one semester 
at half the yearly value.  

 

  
The Office of Admissions will handle the notification of all of the University 
awarded scholarships and send notification to the financial aid office. 

 

  
Scholarships designated for tuition, room, board and other miscellaneous fees 
will first be used to satisfy the student’s tuition obligation in the following 
order: 

A. Tuition 
B. Room & Board 
C. Books & Supplies 
D. Other 

 

  
Pell grant aid will not be awarded on top of University Scholar awards, off-
campus Presidential Scholar awards and some Athletic awards. 

 

  
All TOPS funds will be used to satisfy tuition charges, with the exception of 
the book voucher allotment. 

 

  
Institutional scholarship funds are not awarded during the summer enrollment 
periods 

 

  
Dillard University reserves the right to review and adjust at any time any 
award to maintain compliance with federal, state, and institutional regulations. 

 

  
The students must be enrolled as a full-time day student each semester.  
Currently, no scholarships are available for evening students. 

 

  
The scholarship does not cover overload charges.  
 Resources 
The scholarship will not support students studying abroad or in an exchange 
program. 

 

  
  
  
Procedures  
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¨ Each scholarship program that the University administers follows 
generally the same guidelines.  Each FA counselor has the ability to award 
institutional aid provided the student has the eligibility and the funds are 
available. 

 

  
¨ At the end of each academic year, the renewal criteria for each program 

are reviewed per student.  A report is generated, by each scholarship 
category that gives information that acknowledges the students earned 
cumulative GPA and the number of hours earned for that year.  The 
Assistant Director also reviews CMDS to verify the number of awarding 
years to ensure that the student has not received the award for more than 
eight semesters.   

 

  
¨ In the event a student does not meet the required renewal eligibility 

requirements, a letter is sent to the student outlining their opportunity to 
regain their scholarship.  This communication is sent not later than the 
midpoint of the summer session one term, which will give the student 
advance notice on their option for enrolling in summer school to regain 
their scholarship.  Only coursework earned at Dillard University will be 
evaluated in the determination of the reinstatement of loss scholarships.  

 

  
The Financial Aid Appeals Committee will review the academic records 
for all students who do not automatically meet the renewal requirements 
for their scholarship award.  Students will receive written notification if 
the Committee adjusts or cancels their scholarship for the upcoming 
school year.  Students have the right to appeal the loss of their scholarship.  
Appeals must be filed within two weeks of the date of the Non-renewal 
notification letter.  The appeal must be made in writing to the Director of 
Financial Aid.  Only one appeal is granted per matriculation at Dillard.  
An appeal would normally be based upon some unusual situation or 
condition, which prevented the student from achieving the minimum, 
required GPA or hours earned.   

 

  
       Not all appeals are granted with the original value of the scholarship.  The 

Financial Aid Appeals Committee will determine the new value of the 
scholarship and provide written communication to the student announcing 
their revised scholarship. 

 

  
¨ Before the end of the fiscal year, the Assistant Director and the University 

Bursar located in the Office of Business & Finance work together to 
reconcile all University funded scholarships. 

1) The Assistant Director will run a query AIDELEMENT listing 
each award code that needs to be reconciled. 

2) The AD, will review the query to make sure what was awarded 
is what is transmitted 
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3) The University Bursar will generate a report from the AR side 
that reflects what was received.   

4) The Bursar will review and make sure that the funding 
transmitted equals the total value shown on the expenditures 
for each award. 

5) Once the two offices agree on the final value awarded, the fund 
is then considered closed for that fiscal year. 

6) This reconciliation should take place prior to the end of the 
Universities fiscal year, June 30th. 

  
  
  

3.5.1 University Scholars  
  

Full tuition, room & board.  This scholarship is renewable up to eight 
semesters.    Must maintain the required cumulative grade point average as 
noted in the scholarship notification letter.  December 1, priority deadline. 

 

  
  

  
3.5.2 Presidential Scholarship  

  
Four-year, full tuition.  This scholarship is renewable up to eight semesters.  
Must maintain the required cumulative grade point average as noted in the 
scholarship notification letter.  December 1, priority deadline 

 

  
  

  
             3.5.3        Merit Scholarship  
  
Four-year half-tuition scholarship. This scholarship is renewable up to eight 
semesters.  Must maintain the required cumulative grade point average as 
noted in the scholarship notification letter.  May 1, priority deadline 

 

  
                
  
              3.5.4       Institutional Scholarship  
  
Four-year partial tuition scholarship. This scholarship is renewable up to eight 
semesters.  Must maintain the required cumulative grade point average as 
noted in the scholarship notification letter.  May 1, priority deadline 

 

  
  
  
              3.5.5       Institutional Grant  
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Four-year partial tuition grant. This scholarship is renewable up to eight 
semesters.  Must maintain the required cumulative grade point average as 
noted in the scholarship notification letter.  May 1, priority deadline 

 

  
                
  
              3.5.6       Talent-Based Scholarships  
  
Up to four-year partial tuition scholarships awarded in and on the basis of 
recognized talent in theater, music and visual arts. Unlike the above 
scholarships, recipients of Talent-Based funds must perform an audition with 
the respective departments housed in the Division of Humanities.  May 1, 
priority deadline 

 

  
                
  
              3.5.7           Athletic Scholarships  
  
Up to four-year scholarships, ranging from partial tuition to tuition, room and 
board based on the recognized athletic ability in basketball, track, volleyball, 
and tennis.  Unlike the academic scholarships, athletic awards are subject to 
the approval of the coach in that field and the Athletic Director. 

 

  
                
  
  
  
              3.5.8           Concurrent Scholarships  
  
High school students may enroll and get college credit for tuition free of 
charge.  For more information, please consult the Office of Admissions Policy 
and Procedural Manual. 

 

  
  
  
              3.5.9           Methodist Scholarships  
  
Four year, half tuition scholarships awarded to students whose parents are 
head Pastors of their own church.  For those who are of other denominations, 
the student will be awarded a scholarship equal to 25% of the current tuition 
rate.  To maintain eligibility students must maintain a 2.2 cumulative gpa.  
Effective the 03-04 academic school year, only students who are United 
Methodist will receive this scholarship.   All other recipients will be 
grandfathered out.  March 1, priority deadline 
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               3.5.10         Endowed Scholarships  
  
Endowed scholarships will vary from year to year depending on the level of 
available funds received and are offered on a judgment basis to exceptional 
students.  The awarding processed involves several offices, however the 
Associate Director of Financial Aid coordinates it.  The basic steps are: 

1) The Financial Aid Office receives a list from the Assistant 
Vice President for Treasury Services that indicates the 
amount of funds to be awarded in each account for the 
academic year. 

2) The Associate Director of Financial Aid then generates a 
query listing eligible students, based on various eligibility 
criteria. 

3) The Associate Director identifies prior year recipients of 
endowed funds.  Awards are renewed for students who still 
meet all eligibility guidelines. 

4) The Associate Director works with certain departments to 
select scholarship recipients that are department specific.  
The Associate Director will set up all awards so that they 
are credited to the students’ accounts when applicable. 

5) If the student is receiving other institutional scholarship 
aid, the Associate Director will replace that aid with the 
endowed scholarship fund. (Endowed and Non-endowed 
scholarship awards will be used to support the general 
institutional scholarship pool. 

6) The Associate Director will produce a report for the Office 
of Communications to be used for the Annual Honors Day 
Convocation program.  

 
Since the Endowed/Non-Endowed scholarships vary from year to year, a list 
can be found in the previous years Honors Day Convocation program. 

 

  
  
3.6 Other Aid Programs (Faculty Staff Tuition Remission)  
  
Policy  
  
Dillard University's Tuition Waiver Program is for eligible employees. The 
program is designed to encourage employees and members of their families to 
continue their education through completion of an undergraduate degree.  The 
program provides assistance for employees by offering waivers, which cover 
all or part of the cost of tuition.  The amount of the tuition waiver is non-
taxable and is not included in the gross income of the employee.  To be non-
taxable, IRS Code 9878 states that a qualified institution may offer a tuition 
waiver to employees, their spouses and their children.  Dependent children are 
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required to enroll in an academic program leading to completion of a Dillard 
University degree. 
  
Eligible Participants 
 
 A.  Full-time employees 
 B.  Dependent children of eligible full-time employees 
 C.  Spouse of an eligible full-time employee 
  D.  Retired employees (with ten or more years of service) 
 

 

Individuals seeking eligibility to participate in Dillard's Tuition Waiver 
Program must apply for admission to the University and must meet or exceed 
the University's minimum standards for regular admission. Applications for 
admission and information pertaining to admission to the University can be 
obtained in the Office of Enrollment Management and Admissions.  Appeals 
pertaining to admission decisions should be directed to the Office of Enrollment 
Management and Admission. 

 

  
Full-time employees are eligible to receive tuition waiver benefits for any 
regular semester (Fall or Spring semesters only) that begins six (6) months after 
the employee's first day of employment.  Full-time employees may receive the 
technology fee, health service fee, and a 100% tuition waiver of the cost up to 
three with appropriate laboratory requirement courses (a maximum 10).  
Eligible full-time employees cannot enroll in courses offered during 
normal work hours.  These employees are encouraged to pursue degrees in 
programs offered by Dillard University's evening division. 

 

  
The spouse and dependent children of full-time employees may receive full or 
partial tuition waivers after the full-time employee has completed six months 
of satisfactory service in their position at Dillard University and confirmed 
eligibility to participate in the Tuition Waiver Program. 

 

  
Eligible participants must complete applications for tuition waivers each 
semester.  Applications for tuition waivers must be submitted to the Office of 
Human Resources annually by March 1st, for the Fall semester and 
November 1st, for Spring semester. 

 

  
If employment is terminated for an eligible employee, participation in the 
program will cease for the end of the semester in which the termination is 
effective. 

 

  
In the event of the death of an eligible active employee, eligibility and 
participation in the Tuition Waiver Program may continue for the spouse and 
for eligible dependent children subject to review by the Tuition Waiver 
Committee and approval by the President. 
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Dependent children are defined as student dependents by birth, marriage, or 
through adoption subject to the IRS Code.  In order to request a tuition waiver 
for dependent children, eligible employees will be required to submit a copy of 
their income tax form as confirmation that the child was claimed as a dependent 
on the employee's income tax. 

 

  
Eligible employees must also provide a notarized copy of their marriage license 
in order to confirm eligibility of their spouse. 

 

  
Dependent children of eligible employees may receive up to: 1) a 100% waiver 
of the cost of tuition for full-time or part-time enrollment; or 2) a combination 
of a tuition waiver, Pell Grant (if applicable), and scholarships not to exceed 
the cost of tuition for full-time enrollment and not to exceed the cost of tuition 
for the number of credit hours taken for students enrolled part-time; or 3) a full 
non-institutional tuition scholarship.  Only one of the options stated can apply. 

 

  
Note:  Dependent children of eligible employees cannot receive a 100% 
tuition waiver plus institutional scholarships, federal grants or other 
types of grants 

 

  
Spouses of eligible employees may receive a tuition waiver of up to 100% of 
the cost of tuition for students enrolled on a full or part-time basis, including 
those students that have been offered a full tuition or scholarship. Spouses are 
required to enroll in an academic program leading to the completion of a 
Dillard University degree.  Spouses may enroll in the University's day or 
evening program during the regular academic year. If pursuing a degree as a 
part-time student in Dillard's day or evening program, spouses cannot enroll 
for more than sixteen (16) consecutive semesters 

Resources 

  
Eligible participants may pursue one undergraduate degree.  The Tuition 
Waiver Program does not provide waivers of tuition for spouses or dependent 
children who wish to pursue a second undergraduate degree or special 
certification at Dillard University. 

 

  
Eligible participants must complete at least 75% of hours attempted each year 
as a requirement for graduation within a maximum allowance of 150 hours of 
course-work (including courses attempted in fall, spring, and summer 
sessions).  In addition, participants must meet eligibility requirements. 

 

  
In order to retain eligibility status for the Tuition Waiver Program, 
participants must maintain a cumulative GPA of at least 2.2.  Participant's 
cumulative GPA will be reviewed at the end of each semester. If a participant's 
cumulative GPA is below 2.2, the participant will have one semester (at the 
participant's expense) to restore the cumulative GPA to the required 2.2.  
Increasing the cumulative GPA to the required 2.2 restores eligibility to 
participate in the Tuition Waiver Program.  If a participant's cumulative GPA 
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falls below the required 2.2 on two occasions, the participant will be 
permanently ineligible.  The Dillard University GPA will be used to determine 
the eligibility status of dependent children and spouses who enter the University 
as transfer students. 

  
  
  
Procedures  
  
Complete and submit an application for admission to the (Office of 
Enrollment Management and Admissions).  Application packets are available 
in the Office of Enrollment Management and Admissions.  Upon receipt of 
notification of admission to the University, eligible employees, their 
dependent children, and spouses may request and complete a Tuition Waiver 
Application form.  Tuition Waiver Application forms are also available in the 
offices of Human Resources, Business and Finance, and Financial Aid. 

 

  
Completed Tuition Waiver Applications must be accompanied by: 1) a copy 
of the students' letter of admission to the University; 2) a copy of the 
employee's current income tax return (required for dependent children); and 
3) a copy of the employee's marriage certificate (required for the employee's 
spouse).  Employees must submit these documents to the Office of Human 
Resources at least four weeks prior to the beginning of the semester in which 
the employee, dependent child, or spouse intends to enroll. 

 

  
After review by the Tuition Waiver Committee the employee, dependent child 
of spouse will receive a letter confirming eligibility (or denial of eligibility) 
from the Office of Human Resources.  Copies of the letter will be forwarded 
to the Office of Business and Finance and the Office of Financial Aid. The 
Tuition Waiver Committee will provide a notice to the participant on a timely 
basis to confirm eligibility. 

 

  
Employee will have five (5) days of receipt of the letter from the Office of 
Human Resources to appeal the decision of the Tuition Waiver Committee.  
Appeals will be directed to Human Resources and reviewed by the Tuition 
Waiver Committee. A response to appeals will be given as early as possible 
(within two weeks) following the receipt of the request. 

 

  
Employees will be required to re-enroll and update their eligibility for the 
Tuition Waiver Program every July 1st for the Fall semester, and November 
1st for Spring semester. 
 
This policy is always superseded by the official policy from Human 
Resources. 
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ECTION 4: STUDENT CONSUMER INFORMATION 
REQUIREMENTS  
 Resources 
4.1 Federal Student Consumer Information Requirements  
  
Federal regulations require Dillard University to provide student consumer 
information under a number of categories listed below as subsections 4.1.1 
through 4.1.6. The regulations distinguish information that must be given to 
enrolled versus prospective students, to current versus prospective employees, 
to prospective student-athletes, and to parents, coaches, guidance counselors, 
and the general public.  

668, subpart D 
 
2001-02 SFA 
Handbook,  
Vol. 2, ch. 7 
 
668.41(a) 

  
Some of this information must be sent or given to the consumer 
automatically, and some must be provided only upon request. All of the 
information that we are required to disseminate is not housed in the financial 
aid office.  Please note each section as it will discuss with you the office 
responsible for gathering and maintaining the information, who is designated 
for dissemination, who must receive and under what circumstances (i.e., 
unsolicited or only upon request) that information and the method of 
dissemination. The office that produces and maintains the information may 
not necessarily be the office responsible for disseminating it. 

2001-02 SFA 
Handbook,  
pp. 2-239 to 2-
241 

  
  
Dillard University has designated the Division of Enrollment Management as 
the area responsible for monitoring and coordinating the content and 
dissemination of consumer information. 

 

  
  
  

4.1.1 Financial Aid Information  
  

Policies  
  
Dillard University must publish and make readily available to enrolled 
and prospective students, upon request information describing all 
available financial aid programs (including both need-based and non-
need-based programs.  To comply with this requirement we have 
published a Dillard University Guide to Financial Aid Services.  The 
guide contains all of the following: 

668.41(d) 
668.42 

  
¨ A description of all available financial aid programs (both need 

based and non-need-based programs), and for each of those 
programs: 

668.42(a)(1),(2) 
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Ø Procedures and forms required to apply 668.42(b)(1) 

  
Ø Eligibility requirements for those programs 668.42(b)(2) 

  
Ø Criteria for selecting recipients and for determining award 

amounts 
668.42(b)(3) 

  
¨ Certain information about awarded aid, specifically:  

  
Ø General conditions and terms applicable to employment 

provided to a student as part of the student’s aid package 
668.42(c)(5) 

  
Ø Terms of any loan that is part of a student’s aid package, a 

sample loan repayment schedule for sample loans, and the 
necessity for repaying loans 

668.42(c)(4) 

  
Ø Terms and conditions under which Federal Stafford Loans and 

Direct Loans may be deferred for certain Peace Corps or 
volunteer service 

668.42(c)(7) 

  
Ø Method and frequency of financial assistance disbursements to 

students 
668.42(c)(3) 

  
¨ Rights and responsibilities of student aid recipients, including:  668.42(c) 

  
Ø Criteria for continued eligibility under each program 668.42(c)(1) 
  
Ø Standards of Satisfactory Academic Progress (SAP) 668.42(c)(2)(i) 
  
Ø Criteria by which the student who has failed to maintain SAP 

may re-establish eligibility for financial aid 
668.42(c)(2)(ii) 

  
¨ Title IV Return Policy and how it will effect a student if they 

withdraw 
668.43(a)(4) 

  
¨ A statement that enrollment in a program of study abroad 

approved for credit by the institution may be considered 
enrollment in the institution for purposes of applying for Title IV 
aid 

668.43(a)(9) 

  
  
  
Procedures  

  
When you construct your procedures, be sure to include:   
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¨ Financial Aid information will be updated in the Spring semester 

of the preceding academic year in which the Dillard University 
Guide to Financial Aid Services guide will be produced.  For 
example, the 2002-2003 guide will be updated and produced in the 
Spring of 2002 as soon as cost of attendance data is released from 
the Office of the President and or the Office of Business & 
Finance. 

 

  
¨ Each prospective student will receive the guide at the point they 

are admitted to Dillard University in their Financial Aid packet.  
Continuing students may obtain a guide from the financial aid 
office located in Rosenwald Hall Rm. 126.  At any time a student 
may contact the financial aid office and request a guide.  

 

  
¨ The financial aid office will announce during the Annual Financial 

Aid Awareness Month (which generally takes place in February or 
March) when continuing students can expect to pick up next years 
guide that will have all of the information outlined in Section 
4.1.1. 

668.41(c) 

  
  

  
4.1.2 Institutional Information  

  
Policy  

  
Dillard University must make certain information about itself readily 
available upon request to enrolled and prospective students.  
University information can be found in the Registrars Office, the 
Office of Student Affairs, the Admissions Office, the Office of 
Business & Finance as well as the Financial Aid Office.  Please 
consult the Policy and Procedure Manual for those respective offices 
for the information they are responsible for disseminating.  Located in 
each of their manuals will be the individuals or groups of individuals 
responsible for making each required piece of information available. 

668.43 

  
As relates to FERPA, Dillard must make policy decisions regarding 
requirements and fulfilling certain notification requirements. See 
Section 2.6 for further information. 

668.41(c) 
99.7(a)(1) 

  
  
  
Procedures  
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Each office will identify the person(s) responsible for providing the 
information and the manner and timeline in which the information will 
be provided. The financial aid office will disseminate the information 
annually via the Dillard University Guide to Financial Aid Services 

 

  
  
  
4.1.3 Graduation Rates  

  
Policy  

  
Dillard University must annually prepare and release graduation rates 
and make them available to any enrolled or prospective student on 
request.  The University Registrar is responsible for such information 
and the distribution of said information. 

668.41(d) 
668.45 

  
  
  
Procedures  

  
The rates are prepared on an annual basis from the University 
Registrar and can be obtained from the Office of Admissions, the 
Office of Academic Affairs, or the Office of the Registrar. 

 

  
  
  
4.1.4 Annual Security Report  

  
Policy  

  
Dillard University will distribute an annual security report that will 
include crime statistics and campus policies and procedures regarding 
security matters to enrolled students and current employees.  Dillard 
also ensures that prospective students and prospective employees are 
informed of the report and are given an opportunity to obtain it.  
Federal regulations require Dillard University to submit the 
information to the Department of Education per ED’s instructions.   

668.41(b),(c),(e) 
668.46 
86.100 

  
The Office of Student Affairs with assistance from the Dillard 
University Police Department compiles, maintains, and distributes the 
statistics.  The information is also shared with the Department of 
Education in accordance with their instructions at the time of the 
request. 
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The Office of Student Affairs develops all policies regarding campus 
security.  See the Dillard University Student Handbook for specific 
information as to security. 

 

  
  
  
Procedures  
  
To obtain a copy of the report the individual must visit the Office of 
Student Affairs located in the Student Union.  For specific instructions 
on obtaining a full report, see the Policy and Procedure Manual of the 
Office of Student Affairs. 

 

  
  
  
4.1.5 Graduation Rates for Student-Athletes  

  
Policy  

  
Dillard University provides athletic scholarships. Therefore the 
institution in accordance with Federal regulations will prepare an 
annual report outlining the graduation rate, along with related 
statistics, of its athletic aid recipients. When offering an athletic 
scholarship to a prospective student-athlete, Dillard University will 
provide that report to the student and to the student's parents, high 
school coach, and guidance counselor. 

668.41(f) 
668.48 

  
With assistance from the University Registrar, the Athletic Director 
will prepare the report and be the individual responsible for 
disseminating the report.  

 

  
  
  
Procedures  
  
The Athletic Director will gather the information and distribute it to 
individuals upon request.  In addition the Athletic Director will 
prepare the annual NAIA (National Association of Inter-Collegiate 
Athletes) report. 

 

  
  
  
4.1.6 Athletic Program Data  

  
Policy  
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At their request, Dillard University will make available to enrolled 
students, prospective students, and the general public information 
concerning its athletic program participation rates and financial 
support data. The Athletic Director is responsible for compiling this 
information and making it available to those who request it. 

668.41(g) 
668.47 

  
  
  
Procedures  
  
The Athletic Director will respond to a request of this information 
within two weeks. 

 

  
  
  

 
 

SECTION 5: APPLICATIONS AND FORMS 
 Resources 
5.1 Application Process  
  
Policies  
  
Students are required to submit aid applications on an annual basis.  Priority 
consideration for receipt of financial aid funds administered by the Financial 
Aid Office shall be given to students who submit all required documentation 
by the assigned deadline. 

 

  
At Dillard University we distribute information regarding the application 
process via workshops conducting both on and off campus, newsletters and 
the Dillard University Guide to Financial Aid Services. 

 

  
The primary documents that we use are the Free Application for Federal 
Student Aid (FAFSA) and the Dillard University Institutional Application for 
Financial Aid.  All others are required as needed on a case by case situation. 
See Section 5.2 for additional forms. 

 

  
  
  
Procedures  
  
When a piece of mail is received, a folder is created with a label indicating the 
students name, social security number, and university ID.   All 
correspondence over the students’ matriculation is filed in this folder and kept 
for the required time of 3 years after the last date of attendance.  If a student 
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fails to enroll at Dillard University, the Clerical Assistant returns all 
correspondence back to that individual.  The notification will include an 
outline showing what is being returned and the reason for such. 
All folders (whether active or non-active) are filed alphabetically in the 
appropriate locations.  Enrolled student folders are kept within the filing 
cabinet under the service counter and non-enrolled students are kept in the 
storage room (closet). 
  
Information from ED information is received via the EdConnect software. See 
Section 3.1.2.6 for additional procedures on data transmission. 

 

  
Once files are received (electronic ISIRS,  corrections, etc)  

1. the Clerical Assistant runs a query ISIRCELEST 
2. the ISIR is then tracked and recorded as a SAR received on that 

student for that year 
3. the Clerical Assistant also uses the query to identify whether or not a 

student is selected Verification (See Section 6) or not.  
4. If the student is selected verification, the Clerical Assistant requests 

the appropriate documents from that student in the tracking system. 

 

  
In the event Dillard receives a paper SAR the following action must take 
place by the Clerical Assistant or the Counselor: 

1. Identify whether or not Dillard University was listed as one of the 
schools to receive the data. 

2. If so, track the SAR as received. 
3. If Dillard is not listed, the financial aid counselor should contact the 

student to have the University added to the FAFSA. 

 

  
  
  
5.2 Forms  
 Resources  
Policies  
  
Dillard University uses a variety of forms to process financial aid.  The forms 
are universal and are not specific to any classification or major, with the 
exception of the Nursing forms) 

 

  
  
  
Procedures  
  
Provide information about:  
  

¨ The forms are stored in our closet and printed on an as needed basis  
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¨ The Administrative Assistant and the Associate Director are primarily 
responsible for making sure that the forms are adequately supplied. 

 

  

¨ See Section 17 for a complete list of all forms used by the FA Office  

  
  
  
  
5.3 Deadlines  
 Resources 
Policies  
  
Dillard University has a priority deadline for submitting any form of March 
1st, however students are encouraged to submit documents in a timely manner 
to ensure that adequate funding is awarded to them. 
 
In all cases, a student has until 30 days after the last day of the semester to 
submit any documents required for the awarding of financial aid for that 
particular semester. 

 

  
  
  
Procedures  
  
All forms distributed from the financial aid office include information 
regarding the priority deadline of March 1.  The deadline date is announced 
via the website and it is also communicated via the staff at all financial aid 
seminars the staff conducts through the year. 

 

  
  
  
5.4 Document Collection & Tracking  
 Resources 

Policy  
  
Any time the financial aid office receives communication on behalf of a 
student, a file is created for record management.  That mail is tracked into 
PowerFAIDS for control of what a student’s folder is in need of and has 
received. 

 

  

  
  
Procedures  
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5.5 Document Notification  
  
Procedures  
  

¨ Students are notified of the documents required via the tracking 
system.  Documents required are assigned on a case by case situation 
regarding each individual application 

 

  

¨ Tracking letters are printed every Monday  

  

¨ See Section 6.1.4 on processes regarding how to return incomplete 
documents. 

 

  

¨ During the packaging process, each Counselor has the authority to 
request any additional documentation not required by the Department 
of Education. 

 

  

¨ See Section 5.4 for Tracking procedures  

  
  

 
 

SECTION 6: FILE REVIEW 
 Resources 
Reviewing a student's file often involves more than just the verification 
process. In addition to verification, the aid administrator must review an 
applicant's file for database matches, reject codes, and “C” codes. Schools 
must also review subsequent ISIR records for changes that may impact the 
applicant's aid eligibility. For these reasons, verification is considered under 
the broader process of file review.  Verification is the process of confirming 
the accuracy of student reported data on financial aid applications.  Only a 
portion of the student population is selected for verification 

 

  
6.1 Verification  668,Subpart E 
  

6.1.1 Selection of Applicants to be Verified  
  

Policies  
  

The FAO verifies those applicants identified by the Department of       
Education (ED).  Typically, the DOE selection criteria translates 
into verifying thirty percent of the financial aid population at 
Dillard University.  In addition, an Aid Administrator may select a 
student for verification if there is a discrepancy or a condition 
which is unusual and warrants investigation.   

668.54(a)(2)(i),(
ii) 
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Upon receipt of any documentation that a student intends to apply 
for financial   aid, a Tracking Letter listing missing items is sent to 
the student when the student record is activated after receipt of a 
federal transaction.  This letter informs the student of any 
additional information which is required to complete his/her 
financial aid file.  If the FAO has received DOE information 
identifying the student as being selected for verification, the 
tracking items letter (see Exhibit A) requests the appropriate 
verification documents (i.e., verification form, student and parent 
tax returns, etc).   
 
Students are notified that the majority of financial aid funds are 
awarded on a first-come, first-serve basis and that until the missing 
items are submitted to the FAO, additional processing of their file 
is not possible. 
 
If a student submits documentation which appears fraudulent, the 
FAO staff member must notify the Director of Financial Aid. 

668.60 

  
Listed below are certain circumstances where students do not have to 
complete verification.  Counselors must identify and document in the 
aid folder why the student is not required to complete verification 

668.54(b)(2)(vii
i) 

  
¨ Applicants who die within award year (regardless of conflicting 

information)  
668.54(b)(1) 

  
¨ Applicants who are legal residents (or dependents of parents who 

are legal residents) of the Commonwealth of the Northern Mariana 
Islands, Guam, or American Samoa  

668.54(b)(2)(i)(
A) 

  
¨ Applicants who are citizens of (and dependents of parents who are 

citizens of) the Republic of the Marshall Islands, the Federated 
States of Micronesia, or the Republic of Palau  

668.54(b)(2)(i)(
B) 

  
¨ Incarcerated students  668.54(2)(b)(ii) 
  
¨ Dependent students whose parents reside outside the United States 

and cannot be contacted by normal means of communication 
(exclusion is applicable to parental information only) 

668.54(2)(b)(iii) 

  
¨ An applicant who is an immigrant and arrived in the U.S. during 

either calendar year of the award year  
668.54(b)(iv) 

  
¨ An applicant whose parents' address is unknown and cannot be 

obtained (exclusion is applicable to parental information only)  
668.54(b)(v) 



 Dillard University 
 Financial Aid Office 

Modified by D. Spellman - 86 -   
    

  
¨ A dependent applicant and both parents are deceased or physically 

or mentally incapacitated (exclusion is applicable to parental 
information only)  

668.54(b)(vi) 

  
¨ An applicant who will not receive Title IV assistance for reasons 

other than the applicant's failure to verify the information on the 
application  

668.54(b)(vii) 

  
¨ A transfer student who completed verification at the previous 

school and the current school obtains the proper information 
668.54(b)(viii) 

  
¨ Any other applicants excluded from verification by the school 668.54(b)(3)(i) 

to (iv) 
  
  
  
Procedures  
  

              Students are notified that they are selected for verification on the 
Student Aid Report (SAR).  An “*” (asterisk) will appear to the 
right of the students’ EFC number listed on the SAR indicating if 
the student is selected for verification. In addition, the tracking 
letter indicates to the student he/she has been selected for 
verification by the requesting of the verification worksheets 
(dependent/independent), federal filed tax returns, (if applicable), 
and any other necessary documentation as noted by the FAO 
Counselor. 

668.54(a) 

  
  
  
6.1.2 Acceptable Documentation & Forms  

  
Policies  

  
Documentation submitted to the FAO must be legible, appropriate, 
and have the student's social security number for identification 
purposes.  If the student submits a document which is not legible (i.e., 
a copy of a tax return in which the income numbers are not 
identifiable), or identifiable (student submits a copy of the step-parents 
tax return and the last name does not match the student's and there is 
no student social security number) the documents will be tracked as 
received and a request for correct documentation is requested.  All 
forms requested should be returned to the FAO within two weeks of 
the date printed on each Tracking Letter. Until the requested 

668.53(a)(4) 
 
668.53(b) 
 
 
 
668.53(a)(1) 
 
668.53(a)(2) 
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information is received, further processing of the students folder is on 
hold until such time it becomes complete. 

  
The following is a list of acceptable documentation forms Dillard 
University accepts:  

668.57 

  
¨ Verification worksheets for dependent and independent students  2001-02 SFA 

Handbook, 
Application and 
Verification 
Guide 

  
¨ Income tax returns and alternative documents (such as tax listings) 

The acceptable tax forms are the following: 
1040; 1040A;1040EZ;1040PC not 8453; Telefile w/IRS 
confirmation; 1040NR, IRS letter 1722; RTFTP; IRS tax account 
summary 
NOTE: tax returns are acceptable from only the biological 
mother or father or step-parent AND not the grandmother or any 
other family member.  In the event a tax return is submitted on 
behalf of a student from a grandparent, or someone other than the 
mother or father, the FAO will return that document and request 
the appropriate tax return.  All other guidelines still apply. See 
Section 9 on Professional Judgment if the student is unable or 
chooses not to use his/her biological parental information. 

668.57(a) 

  
¨ Untaxed income documentation (e.g., a letter from the Social 

Security Administration to verify social security benefits if a 
conflict is found)  

668.57(d) 

  
¨ Signature requirements – all applicable forms must be signed by 

the appropriate persons of whom the forms are submitted. (e.g. 
filed parental tax returns must be signed by the filer or the 
preparer) 

668.57 

  
¨ All forms requested must be received within two weeks of the date 

of the Tracking Letter.  The tracking guides the student to the web 
www.dillard.edu  to obtain most documents we request. 

668.53(a),(b)(2) 

  
Additional guidance regarding the verification process is found in the 
Application and Verification Guide of ED's Student Financial Aid 
Handbook. 

2001-02 SFA 
Handbook, 
Application and 
Verification 
Guide 
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6.1.3 Data Elements to be Verified  
  
Policy  
  

            Dillard University verifies only those data elements required by 
the federal government.  However, Aid Administrators are free to 
ask for additional information if further investigation is needed to 
resolve a discrepancy on any documentation submitted for review.  

 

¨ Adjusted Gross Income is verified by comparing a copy of the 
student, spouse, or parent income tax return or IRS Letter 1722, 
RTFTP, Form W-2, Form 4868, signed IRS form with tax data, or 
a signed statement.  Discrepancies outside of tolerance levels must 
be corrected before further processing 

668.56(a)(1) 

  
¨ U. S. Taxes Paid is verified by comparing a copy of the student, 

spouse, or parent income tax return or IRS Letter 1722, RTFTP, 
Form W-2, Form 4868, signed IRS form with tax data, or a signed 
statement.  Discrepancies outside of tolerance levels must be 
corrected before further processing 

668.56(a)(2) 

  
  

¨ Household size is verified by comparing the Verification 
Worksheet to federal data.  Discrepancies must be corrected before 
further processing. A signed statement from the student is 
acceptable. 
NOTE: Although regulations allow situations when 
verification of household size is not required (See Chapter 3, of 
the DOE Verification Guide), the FAO does not have a 
systematic way to track these exclusions.  Therefore, all 
students selected for verification must submit a response to the 
Household size question on the Verification Worksheet. 

668.56(a)(3)  

  
¨ Number of family members enrolled at least half-time in 

postsecondary institutions is verified by comparing the 
Verification Worksheet to federal data.  Discrepancies must be 
corrected before further processing. A signed statement and/or 
institutional certification is acceptable documentation. 

                   NOTE: Although regulations allow situations when 
verification of number in college is not required (See Chapter 
3, of the DOE Verification Guide), the FAO does not have a 
systematic way to track these exclusions.  Therefore, all 
students selected for verification must submit a response to the 
Household size question on the Verification Worksheet. 

668.56(a)(4) 
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¨ Untaxed Income is verified by comparing the Verification 
Worksheet to federal data.  Discrepancies must be corrected before 
further processing.  

668.56(a)(5) 

  
Verification Tolerance  
Verification can sometimes uncover minor errors that won’t 
significantly affect the student’s eligibility, so the regulations provide 
a tolerance option for verification changes. 
There is no tolerance for errors in non-dollar items.  If the original 
application has errors in any non-dollar items, such as household size, 
you can’t use the tolerance option, and the student must make a 
correction.  However, if there are only dollar amount errors, and all 
dollar errors are within the tolerance limit, you may award the 
student’s aid based on the application data as is, without submitting 
corrections or recalculating the EFC.  You don’t have to use the 
tolerance option-you can always have the student submit corrections 
for processing. 

668.59(a)(2) 
668.59(c)(2) 
 
2013-14 FSA 
Handbook, 
Application and 
Verification 
Guide 

  
  
  
Procedures  
  
Once a students folder is complete, the Counselor will perform the 
following duties: 
1) Gather a copy of the ISIR and required documents needed to 

perform verification. 
2) Write down on the Worksheet form the values listed on the ISIR 

in the SAR column separating parent information from student 
information. On the same sheet write down the values reported 
on the documents submitted. 

3) Identify the differences 
4) EFFECTIVE 03-04, Make changes to the students record via 

web at www.fafsa.ed.gov  
5) Save changes 
6) Print a new official calculation sheet and attach it to the 

documents received 
7) Circle the Verification Status Code that applies, sign and date 

bottom of comparison worksheet. 
8) Update verification code in CMDS, option 100, then 80 (type 

same code as that you circled on Worksheet) 
9) Award accordingly.  

 
 
 
 
2013-14 FSA 
Handbook, 
Application and 
Verification 
Guide 

  
See Section 3.1.2.6  On how to transmit the changes via EDE  
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6.1.3.1     Additional Institutional – Specific Data Elements  
  

Policy  
  
While the Department only requires that a portion of the FAFSA filers 
at Dillard be verified and that only certain data elements be reviewed, 
the Financial Aid Office will review an ISIR that is received wherein 
all income data elements of both the student and the parent are left 
blank regardless of their selections for verification status. Note: Zero 
income is noted in the CPS edits and may increase the likelihood that 
the applicant will be selected for verification. 

2001-02 SFA 
Handbook 
Chapter 2, p.14                                      

  
Procedures  

  
In the event an ISIR is received with blank income data elements, the 
awarding counselor shall request a statement from the student noting 
that they did not receive any monetary support for the calendar year in 
question.  
The Counselor must make their request and explanation known in 
writing to the student and the statement must be signed and dated. 
Upon receipt of the statement, the awarding Counselor can then 
proceed with the awarding of financial aid. 
However, the Counselor shall review with the student that any “cash 
or money received or paid on the student’s behalf” must be reported 
on Worksheet B – Untaxed Income of the FAFSA.  

ü If someone pays money that the student would otherwise 
pay, that money is counted as cash support. i.e., money, 
gifts, loans, housing, food, clothing, car payments, etc. 

ü Such examples are that of “in-kind” income, i.e., Food 
stamps, WIC, Food distribution program, National 
School Lunch/Breakfast Program, CSFP. 

Once that value is received in writing from the student and/or parent, 
the awarding Counselor shall make the necessary corrections in EDE 
and follow the procedures outlined in Section 6.1.3, Step #4. 
 

 
 
 
 
 
 
 
 
Chapter 2 
Filling out the 
FAFSA, p 17-
18 
 

6.1.4 Conflicting & Inaccurate Information   
  
Policy  
  
Dillard University resolves all discrepancies in the information it 
receives from different sources with respect to a student’s 
application for Title IV aid. Dillard University will refer for 
investigation to the Office of Inspector General (OIG) any credible 
information indicating that a Title IV aid applicant, school 
employee, or third party servicer may have engaged in fraud or 
other criminal misconduct in connection with an aid application. 

668.54(a)(3) 
668.16(f) 
668.54(a)(5) 
 
 
668.16(g)(1) 
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Procedures  

  
             When a discrepancy occurs, the following steps will be taken by the 

financial aid office: 
ü If the discrepancy pertains to the performance of Verification, follow 

the guidelines outlined in Section 6.1.3.  
ü If documents are received and they are incomplete, i.e. required 

signature missing, application incomplete, the Administrative 
Assistant will make a copy of the document and send the original back 
to the student/parent for completion.  The incomplete document 
should not be tracked as received if incomplete. 

ü In all other cases resolve all discrepancies with appropriate 
documentation and perform the required corrections. Notify all parties 
involved, in writing, of the need for the correction. 

ü Where applicable, cases that involve fraud or criminal misconduct 
must be referred to the Office of Inspector General.  No further action 
can be taken on that student’s folder until further notified by the OIG. 

 

  
  
6.1.5 Student Notification of Verification Changes   

  
Policy  

  
Students are notified the results of the change via a new SAR (Student 
Aid Report) and receipt of a Revised Award Letter if the new EFC 
changed any previously awarded aid.  However, at Dillard University 
students will not be awarded financial aid until the verification 
changes have returned from EDE. 

668.53(a)(3) 

  
  

  
Procedures  

  
Award letters are printed every Monday and mailed to students no 
later than Wednesday of that same week.  See Section 8 for further 
information. 

 

  
  
  

6.2 Database Matches, Reject Codes, & "C" Codes Clearance  
 Resources 
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Briefly explain the database matches, reject codes, and “C” codes as 
well as the conditions that can trigger these codes. Describe the 
various database matches and reference ED's A Guide to 2001-2002 
ISIRs for additional guidance. 

A Guide to 
2001-2002 
ISIRs 
 
 

  
Policies  
  

Once a student’s ISIR is received from the EDE system, a review of 
the ISIR is done by the awarding counselor.  If a reject code or “C” 
code appears all processing must stop until the discrepancy is resolved 
and so noted in the student’s folder.  Awarding will not take place 
under no circumstances until the discrepancy is resolved. 

GEN-01-03 
 

  
Failure to resolve the reject will result in a finding by the DOE (if 
funds were disbursed) 

668.134(a)(2) 

  
  

  
Procedures  
  

Upon notification that a student has a problem with the database 
match, reject code or “C” code problems, the awarding Counselor will 
notify that student in writing via the tracking letter and/or Incomplete 
Letter generated by the Counselor themselves. 

ü If a reject code appears because of an incorrect Social Security 
Number, a student must provide a copy of his/her social security card 
indicating the correct number. 

ü If a reject code appears because of Citizenship Status, a student must 
provide a copy of his/her birth certificate indicating U.S. Citizenship. 

ü If a reject code appears because the student has not registered with 
Selective Service, the student can provide a copy of the registration or 
elect to allow either the FA Counselor to register them or they perform 
the duty themselves. 

ü If a reject code appears because the student is in Default, then the 
student must present documentation supporting that the default has 
been cleared before further processing on his/her file continues.  All 
processing must cease on defaulted students until proper notification is 
received. 
In all cases, once documentation is received, it should be noted on the 
printed ISIR and if possible placed permanently (stapled) to the back 
of the student’s folder.  Again, processing (awarding) cannot continue 
until the required documents are received.  Once documentation has 
been received, awarding can continue for said student. 
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6.3 Review of Subsequent ISIR Transactions – Post-screening  
 Resources 
Policy  
  

Since updates are made to the NSLDS system frequently, the Financial 
Aid Office must review at all times subsequent ISIR records.  On a 
monthly basis the awarding Counselor shall review all processed 
awards to ensure a student’s eligibility status has not changed, i.e. 
defaulted on a student loan. 

GEN-98-6 
GEN-01-03 

  
  

  
Procedures  
  

The procedures for the review of a subsequent transaction should 
include but are not limited to the following information: 

 

1. A query listing all ISIR’s received, shall be distributed to each 
Counselor.  The Counselor will review the student’s ISIR to make sure 
his/her status has not changed. The Counselor will look specifically 
for the following items: 

ü Change in awarded EFC 
ü Change in AGI 
ü Change in household size 
ü Change in income tax paid 
ü Change in postsecondary institutions 
ü Change in eligibility status, i.e. Default, “C” code problem, etc. 

See Section 6.2 for further information. 
2. In the event no changes were made, the Counselor shall make no 

adjustment to the student’s award. 
3. In the event a change was made, the Counselor shall review the 

changes to make sure that our documentation still supports the original 
awarded EFC. If so, no adjustment needed. 

4. If a legitimate change/adjustment was made, then the awarding 
Counselor will review the change, make corrections to EDE (if 
applicable) and then adjust the student’s award.   

5. Notification of change will be via an award letter. 
6. In the event a student becomes ineligible for Title IV aid, the student 

shall be notified in writing stating the reason and sharing the 
opportunity to clear the ineligibility. 
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SECTION 7: STUDENT BUDGETS 
 Resources 
7.1 Various Student Populations  
  
The terms budget, cost of attendance, and cost of education are synonymous. 
For the purposes of our discussion, we’ll use the term “budget.” Student 
budgets are an important component in the financial aid process.  Standard 
student budgets reflecting the Dillard University average student population 
are modest, but at an adequate standard of living.  The awarding Counselor on 
a case-by-case basis approves special budget considerations.  

 

  
Policy  
  
Dillard University has six different budgets that are assigned to our enrolled 
students. Students either receive a “day” budget or an “evening” budget.  The 
difference between the two is tuition cost.   

• The day students pay a flat rate allowing them to enroll in minimum of 
12 hours and a maximum of 18. Students will be charged by the hour 
if they enroll in less than 12 or more than 18. 

• The evening students pay a per hour rate for all hours enrolled. 
Those students who participate in study abroad programs will have a budget 
assigned to them, based on the program that they participate in. 

 

  
  
  
Procedures  
  
Budgets are automatically created in PowerFAIDS when a student’s ISIR is 
loaded.  Counselors should always review budgets for accuracy.  
 

 

  
  
  
  
7.2 How Budgets are Derived & Updated  
 Resources 
Policy  
  
Dillard University in compliance with the Department of Education, uses the 
following basic components: 

HEA 472 

  
¨ Tuition and fees HEA 472(1) 
  
¨ Books and supplies HEA 472(2) 
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¨ Room HEA 472(3) 
  
¨ Board HEA 472(3) 
  
¨ Transportation HEA 472(2) 
  
¨ Miscellaneous personal expenses HEA 472(2) 
  
¨ Loan fees HEA 472(12) 
  
Dillard University Board of Trustees derives all tuition, fees, room and board 
at their annual Spring meeting.  The Louisiana Association of Financial Aid 
Administrators (LASFAA) determines the remaining categories.  The 
committee on Student Budgets gathers information from all of the Colleges 
and Universities in the state and they evaluate the data arriving at an average 
for those categories.  As a member of that organization, we use their figures, 
which represent a statewide average of those cost for our students.  Students 
are allowed to include, one time only, a cost for a purchase of a computer. 
Budgets are updated each year, prior to the awarding cycle for the next 
academic year. 

 

  
  
  
Procedures  
  
The Board of Trustees at Dillard University, generally increases tuition, fees, 
room and board at a rate of 3-4% each year, taking into consideration the 
economy, national enrollment trends, and the average national tuition rates 
(for like schools). 

 

  
Budgets are documented via PowerFAIDS on each students Financial Aid 
record. 

 

  
  
  
7.3 Additional Costs  
 Resources  
Components that can be added to the basic student budget for additional 
documented costs are: 

 

  
¨ Dependent care expenses HEA 472(8) 
  
¨ Study abroad expenses HEA 472(7) 
  
¨ Additional costs for students with disabilities HEA 472(9) 
  



 Dillard University 
 Financial Aid Office 

Modified by D. Spellman - 96 -   
    

¨ Cooperative education program expenses HEA 472(11) 
  
Policy  
  
At the request of the student, the Financial Aid office will include any of the 
above additional cost components.  The student’s request must be in writing 
with a reason (adequate documentation).  Budget adjustments can be made at 
any time during the awarding cycle of the academic year in question; 
however, no adjustment will be made after the last day of enrollment for the 
Spring semester.  The awarding Counselor is responsible for reviewing budget 
adjustments.   

 

  
  
  
Procedures  
  
If a student chooses to have their budget increased, the student must 

1. Complete the Cost of Attendance worksheet (see Appendix A) 
2. Provide all necessary documentation 
3. The Counselor will review and adjust the budget if sufficient 

documentation is submitted 
4. The Counselor shall adjust the specific element directly effected by 

the noted request, on the students budget aid plans screen in CMDS 
(don’t forget F10 to save) 

5. The Counselor will award the student the additional aid or take no 
action if it is to prevent an over award. 

6. Place a copy of the worksheet in the students folder attached to all of 
the documentation 

7. The revised award letter shall act as notification to the student of the 
approved budget adjustment effecting the students award 

 

  
  
  
  
  
7.4 Budget Restrictions  
 Resources  
Certain student categories are restricted with regard to allowable budget 
components: 

2001-02 SFA 
Handbook, 
p. 1-119 

  
¨ Correspondence students HEA 472(5) 
  
¨ Incarcerated students HEA 472(6) 
  
¨ Less-than-half-time students HEA 472(4) 
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Policy  
  

Dillard University does not enroll incarcerated students or correspondence 
students.  Those students who enroll less-than-half-time will have their 
budgets adjusted based on the number of hours of enrollment. 

 

  
  
  
Procedures  
At the close of Registration (14th class day), the Assistant Director shall run a 
query (Less than Half Time) to determine if any student has enrolled in less 
than 12 hours. Once it is determined that a student has enrolled less-than-half-
time, the Counselor shall: 

1. Adjust the tuition cost by the number of hours the student enrolls. 
2. Adjust any aid the student was awarded, if applicable 
3. Save all changes, F10  
4. Notification to the student shall be via their Tuition Statement and a 

Financial Aid Adjustment Letter (See Appendix A) 

 

  
7.5 Budget Appeals  
 Resources  
Policy  
  
At the request of the student, the Financial Aid office will review a student’s 
budget.  The student’s request must be in writing with a reason (adequate 
documentation).  Budget adjustments can be made at any time during the 
awarding cycle of the academic year in question; however, no adjustment will 
be made after the last day of enrollment for the Spring semester.  The 
awarding Counselor is responsible for reviewing budget adjustments.   
Considerations for budget adjustments might be made when the student has 
extenuating circumstances such as medical payments or prescriptions for 
medications that directly affect the student’s ability to attend class. 

 

  
  
Procedures  
  
If a student chooses to have their budget increased, the student must 

1. Complete the Cost of Attendance worksheet (see Appendix A) 
2. Provide all necessary documentation 
3. The Counselor will review and adjust the budget if sufficient 

documentation is submitted 
4. The Counselor shall adjust the specific elements directly affected 

by the noted request, on the students budget aid plans screen in 
PowerFAIDS 
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5. The Counselor will award the student the additional aid or take no 
action if it is to prevent an over award. 

6. Place a copy of the worksheet in the students folder attached to all 
of the documentation 

The revised award letter shall act as notification to the student of the approved 
budget adjustment effecting the students award 
  
  
  

SECTION 8: AWARDING/PACKAGING FINANCIAL AID 
 Resources 
8.1 Packaging Philosophy  
  

2013-2014  

We will utilize a combination of Individual and Self-help 
packaging philosophies. 
 
Due to limited federal and institutional funding, the packaging 
priority will change to offer self-help in the form student loan after 
packaging Pell Grants and Scholarships.  The packaging order is as 
follows: 
1. Pell Grants 
2. Institutional Scholarships 
3. Stafford Loans 
4. Parent Loans 
5. FWS  
6.  SEOG  
7.  Private Loans, if approved prior year 
8.  Perkins/Nursing Loans 

 

 
Aid will be packaged up to the direct costs for students receiving 
SEOG, Work-study and Institutional scholarships.   

 

Should the student receive additional outside scholarships, SEOG, 
WS and Perkins Loans may be reduced. 

 

When parents are unwilling to borrow, students will be asked to 
consider the Private Loan with the parent as the co-borrower.  The 
co-borrower can be released after 24 on-time, consecutive monthly 
payments. 

 

EFC ZERO: Students may be awarded a combination of Pell 
Grant, SEOG, and Work-study.  

 

EFC BELOW 500: Students may be awarded a combination of 
Pell Grant plus SEOG, Work Assistance or Perkins Loan.  

 

EFC 500 AND ABOVE: Students may be awarded a combination 
of Pell Grant and Work-study or Perkins Loan.  

 

Supplemental Educational Opportunity Grant (SEOG)  
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Packaged by classification rather than first-come, first-serve.  Use 
the following order:   

• Award to on campus students first.   
• Off- campus students will be considered after all on 

campus students have been packaged. 
• New Students 
• Freshmen 
• Sophomores 
• Juniors/Seniors 

 

Students awarded full tuition scholarships will not be awarded 
SEOG until all other students have been considered. 

 

                  Award Range: $100 – $4,000  
Work-Study  

Community Service students will be selectively screened and 
awarded by Mrs. Magee.  We will reserve at least $27,000 for this 
group to meet the federal guidelines. 
 
Workstudy will be considered at registration for payment 
purposes. 
 
Maximum work-study awards will be $2,000 for all students. 
 
Direct Pay for Work-study recipients: Students will be issued a 
pre-paid debit card rather than a paper check. Contact the Office of 
Business & Finance for more information.   

 

       Perkins/Nursing Loan Program  
            Summer School:   Give priority to students who attended summer 
               school and have used eligibility. 

Maximum award $4,000 
Preferred Limits:  $1,000 Pell Recipients 
              $1,500 for new students/freshmen  
   $3,000 – All others 
Do not award both Nursing and Perkins Loan, except when the 
student has reached the aggregate loan limit.   

 

 Student Loans   
New Students – Pre-package Stafford’s and Plus Loans 
Continuing Students – Pre-package Stafford only (sub and unsub 
for independent students) 
 
PLUS Loans for continuing students will only be awarded when 
the credit decision has been made. 
 
If no loan request form is on file, the counselor will review the 
prior year and the current ISIR. Maximum loan amounts will be 
pre-packaged for repeat borrowers in the absence of the loan 
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request form.  Students will be given the opportunity on the award 
notification letter to reduce the loan award. 
 
Private Loans: The University do no automatically package 
students for Private Loans.  However, if students apply and are 
approved for a Provide Loan, the Office of Financial Aid & 
Scholarships will certify the loan up to the student requested 
amount or the COA minus other Financial Assistance.   Private 
Loans are received through ELM processing. 
 

Document Tracking/Awarding  
Award Letters and Tracking Letters will be generated weekly and 
mailed and/or email to students. 
 
In addition to the tracking letters that are mailed/emailed to 
students, the counselor will automatically initiate a telephone call 
to the parent/student when documents are missing in the file.    

 

Scholarship Appeals  
All appeal requests will be reviewed and a fair decision will be 

made to consider the student’s academic and personal 
circumstance.  It has been the office’s practice to  
automatically denied an 2nd appeal received; however, due to 
the state of the country as it relates to the National Pandemic of 
COVID-19, students may submit additional appeals if needed.  
Appeals must have extenuating circumstances and supporting 
documentation for the committee to review and make a sound 
decision. 

 
Students who attend summer school and achieve the required GPA 
will be limited to half the scholarship award for the duration of the 
scholarship eligibility period. 
Students who do not attend summer school will be denied. 

 

       SDS/ Nursing Students:  This program no longer is funded as of     
       2019. 

 

Award SDS awards based on the Spring Eligibility Roster 
provided by the Division of Nursing. 

 
Scholarship for Disadvantaged Students – For students enrolled in 
the nursing program.  Only new SDS Award recipients must 
submit a letter. 
 
SDS awards are based on financial need. 
 
Amount of the Award: up to $15,000 depending on availability of 
funds and remaining financial need.  
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       Packaging Order: 
       1. Pell Grant 
       2. SDS 
       3. Lettie Pate 
       4. Institutional Scholarship 
       5. Nursing Loan 
       6. Stafford Loan 
         Institutional Scholarship Guidelines  
                   See Section 3.5  
         Cost of Attendance Budgets in PowerFAIDS  

1.  The calculation now includes evening division’s actual tuition 
cost for six (6) hours. Must put EV on the student aid master to 
calculate evening costs. 

       2.  Evening Division 

 

  
  
  
 
 
 
 
 
 

 

  
  
8.2 Available Amounts   
 Resources  
Policies  
  
The Director determines the total aid to be awarded during an academic year.  
The Department of Education sends the FAO information detailing annual fund 
allocations through the Federal Authorization Letter with the Official Notice of 
Funding.  Determining the total funds available includes an evaluation and 
projection of available funds, required matching, and administrative expense.  
Careful projections are made to enable the FAO staff to offer fair and equitable 
packages to students.  A determination is made based on prior year history, and 
an increase of projected funds to account for attrition.   

 

  
  
  
8.5 Package Construction  
 Resources  
Policies  
  
Dillard University awards financial aid based need and merit and is award 
equitably and consistently within the established need parameters outlined in 
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Section 8.1. All resources (on and off campus funded) are taken into 
consideration when awarding aid. 
 
Dillard University will not award financial aid until a student’s folder is 
completed.  This completion includes the verification process and the 
requirements within.  (See Section 6 on the Verification process). 
 
To accommodate the needs of our students, the FAO will meet at least 85% of 
a students need. 
  
  
  
Procedures  
  
For Packaging procedures See Section 8.1 
For Award Notification procedures See Section 8.6 

 

  
  
  
  
  
  
  

8.5.1 Treatment of Outside Resources  
  

Policy  
  

Students are encouraged to seek assistance from outside resources.  It is 
required that all outside assistance be reported to the FAO.  Student aid 
including outside resources, may not exceed the student's cost of 
attendance.  Therefore, if a student has been awarded by the aid office 
and receives an outside award, an adjustment to the original award letter 
may be necessary.  If an adjustment is made, the outside aid will replace 
self-help aid if possible. Specifically, the above statement will include 
but not limited to: 
          Bureau of Indian Affairs (BIA) funds 
          National Service Education awards (post-service AmeriCorps    

benefits) 
          Chapter 30 Veteran’s benefits  

673.5(c) 
673.6(b)(c) 
682.200(b) 
685.102(b) 
682.200(b) 
685.102(b) 

  
  

  
8.5.2 Program-Specific Packaging Criteria  

  
Policy  
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              Please refer to Section 8.1 for Program-Specific Packaging Criteria  
  

8.5.3 Summer Awards  
  

Policies  
  

Dillard University treats summer as a trailer.  That is, the academic 
year is the fall, spring, and summer.  Students will be considered for 
all available residual funding from SEOG, FWS, Loans and those who 
are eligible for Year-Round Pell Grant. 

SFA Handbook 
 

  
  
  

                8.5.3.1 Prorating the Expected Family Contribution   
  

1. Only the nine month EFC is used for Pell Grant purposes, 
when determining Pell Eligibility.   

 

2. A CONTINUING DEPENDENT STUDENT ALREADY 
ENROLLED IN ONE OR MORE PREVIOUS TERMS IN 
THE SAME AWARD YEAR.   

Add the number of months in the award year in which 
the student already enrolled, and the number of months 
in the terms being calculated to obtain the total number 
of months of enrollment to which the award year EFC 
applies. 
On the SAR or ISIR, find the EFC corresponding to the 
combined months found in step 1 
Subtract the EFC covering the period in which the 
student was already enrolled during the award year 
from the EFC found in Step 2.  The result is the EFC 
applicable to the terms being calculated. 
 

                          Example for Dillard: 
Nine months (9) fall & spring plus 1 five week session 
= 10 months 

A 10 month EFC =    1784 
A 9  month EFC =   -1677 
A one (1) month EFC              117  - use this figure to process 

aid. 
 
3. NEW STUDENTS - STUDENT (DEPENDENT OR 
INDEPENDENT) WILL ENROLL ONLY IN THE SUMMER 
TERM DURING THE AWARD YEAR. 

Add together all months of enrollment in the period in 
questions.  Use the corresponding EFC from the SAR 
or ISIR.  
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For a one  5 week session, use a one month EFC 
For a combined session (10 weeks) use two month 
EFC. 

4. INDEPENDENT STUDENTS ENROLLED THE PRIOR 
AWARD YEAR 

Use the one month EFC from the SAR  
Use a two month for a combined session. 

 
                          A. The Amount to Package 

Package the Pell Grant  
Package institutional works-study, if funds are 
available 
Package Student Loan up to the student’s loan amount 
requested 

 

 

                         5. CALCULATING AND DISBURSING THE PELL       
GRANT AWARD 
1 Determine the scheduled award based on full-time 
status, EFC on SAR 
Subtract any disbursements made during the fall and/or spring 
or at prior schools. 
This is the remaining eligibility.  
You can never award more than the annual award. 
5. After determining the student’s enrollment status (pg 4-
36 of student handbook), 
 use Formula 3 as follows to calculate the Pell award: 
 
Annual award    X Weeks of instructional time in term 
              Weeks of instructional time in ACYR 
 
Example 3000 X 5/30 = $500 pell Grant Session I, II or 
both 

 

 

6. If cost is less than 3,000, use the appropriate line to award 
based on the correct EFC. 
 
Example: If student is first-time enrollee, award Pell based on 
hours of enrollment. 
 Thee (3) hours, 400 EFC, COA = 2500 
 Scheduled Pell = $1050 X 5/30 = $175 Pell hours 
 
7. If the student is enrolled less that full-time status, i.e., 5 or 
less hours, use the correct Pell table, and apply steps 5 and 6 
accordingly. 
  
Example:  Three (3) hours, zero (0) EFC, COA = 2500. Hint: 

 



 Dillard University 
 Financial Aid Office 

Modified by D. Spellman - 105 -   
    

use HT/ chart 
   $1275 X 5/30 - $213   

             8.5.3.2 About Loans  
                                       Loan Periods                         Disbursement Dates 
Session One (30):  May– June 30, 2022                           1st May 12    2nd 
June 2 
                                                                                New Borrowers:   June 18 
Session (40):    June 26, 2022 -  July    1st June 23    2nd July 10 
                                                                                New Borrowers:   July 30 
Note: Aid is not disbursed until after the 7th class day for summer once 
enrollment confirmation is finalized. 
 

 

             8.5.3.3 Cost of Attendance  
See schedule provided. 
Each five week session should be treated as a discrete period 
with its own COA and EFC. 
For Pell Grants - Always use full-time, full-year costs. 
Recalculate COA if enrollment status changes between terms 
and/or before the start of the next term. 
If an enrollment status change after the student has begun all 
classes for the payment period, the school can, but is not 
required to recalculate cost of attendance.  Dillard will not 
recalculate COA, if the student drops, so long as the student 
attends at least half-time and costs are assessed. 
 
The actual tuition rate used in the COA will be based on the 
hours indicated on the summer application.  If the student 
enrolls for fewer hours, the COA will be adjusted. 

 

 

  
            8.5.3.4 Determining Classification:   
  

1. Grade Level: Look in Jenzabar or on the manual report 
provided by the Registrar’s Office.  PowerFAids make an   
assumption that the student will pass all courses enrolled.  
Therefore, add Spring hours to cumulative hours earned + 
transfer hours to determine the summer grade level. 
 
Sophomore: 30 - 60 hours 
Juniors: 61 - 89 
Seniors 90 + hours 
School Certification Section:  Summer 
Enrollment Status:             Full-time = 6 hours 
(Set by Dillard University) Half-time = 3 hours 

 

  
            8.5.3.5 Formula to Find Minimum Standard For FT  
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Academic Year = 30 weeks, 24 credits 
Five week summer term as follows: 
 
Full-time during the summer term: 
24 X 5 = 120 
120/30 weeks =4 
Thus 4 - 6 hours = full-time during the 5 week summer term 
4x.5=2=half-time 
4 x .75 =Three-quarter 
Credits in ACYR    X   Weeks of instructional time in term 
               Weeks of instructional time in ACYR 
             Ex: 24 X 5                     24 X 10 
     30  = 4 hours             30  = 8 hours  

 

Attending:  One Session (mini)   Both Sessions 
  4 – up = Full-time   8  - up  = Full-time 
  3 -      = Half-time   6 –  up  =3/4 time 
       3 – 5  = half-time 
  1-2      = Less than Half-time             1 – 2   = < half-time 

 

Thus, Dillard University will treat Pell recipients for summer 
as follows using the following Example. 
If the student enrolls full-time session I and he/she has a zero 
(0) EFC, we will award that student Pell based on the full-time 
chart.  (since DU treats 6 hrs or more as FT) 
 If the student indicates 
 
Cost of Attendance:       Should reflect only the amount 
applicable to the student’s summer term. 
 
Don’t forget to add loan fees to the COA 
 
EFC: Should reflect only the amount applicable to the 
student’s summer term. 
 
See Section above. 
 
Estimated Financial Assistance: Should reflect only the 
amount applicable to the student’s summer term. 

 

  
            8.5.3.6 Transfer Students   
  

1. The admission notification will indicate if the student is a 
transfer student. 
2. The student must be entered into the Transfer Monitoring 
System on NSLDS to verify student’s previous enrollment or  
NSLDS Transferring Monitoring System. 
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            8.5.3.7 Enrollment Status Changes  
  

ü Pell Grants:  If the student fails to enroll in classes, we must 
recalculate. For a combined session, we will 
wait until the last mini-session then make 
enrollment status determination. 

ü Student Loans: If the loan was certified/originated using best 
information available, no recalculation is 
necessary for enrollment status changes 

ü Exception Drop to less than 1/2 time before funds 
delivered to student is failure to re-establish 
eligibility 

Combined mini-session: school can deliver funds if student states intention 
to enroll in future mini-sessions. 
 
Individual Sessions - confirm enrollment status when disbursement is 
received.  

or  

 

  
  

             8.5.3.8 Disbursing the Pell Grant, SEOG and Perkins Award  
  

ü For combined mini-sessions, we make a single disbursement at 
the beginning of each term 

ü For individual sessions, we must make at least two 
disbursements in each mini session. 

ü If the Perkins award is greater than $500, then two 
disbursements must be made. 

 

  
            8.5.3.9 About FWS  
  

ü The standard FWS award for the summer is $515 per 5 week 
session.  

ü Combined sessions you may award $1030.   
ü Award only institutional work-study. 

 
 
 

 

  
  

8.6 Award Package Notification  
 Resources  
Policies  
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Students are able to view their file status and awards online through the 
student portal in Jenzabar on MYDU. The website which is located at 
www.dillard.edu will provide the student with the following information: 

 

  

¨ Cost of attendance information  

  

¨ Identify the expected family contribution (EFC)  

  

¨ Provide the student’s need amount  

  

¨ Indicate the enrollment period, term, or payment period as it relates to 
awards and their disbursement for student costs 

 

  

¨ Provide detailed information describing the amount and type of aid 
awarded and any conditions linked to award eligibility 

 

  

¨ Outline what must be done to accept or decline any part of the offered aid 
including the need to complete and return specific materials 

 

  

¨ Display the response dates for all materials and the method of response is 
via the same site 

 

  

¨ Include e-mail and/or standard mail addresses, phone and fax numbers, 
staff names, and titles for contact persons 

 

  

¨ Disclose a student’s financial aid rights and responsibilities, including 
appeal, revision, and renewal procedures, as well as the standards a 
student must meet to continue to receive aid 

 

  
  
  
Procedures  
  
Dillard University sends award notifications to students on a weekly basis. 
Award Notifications are mailed and/or emailed to students and their can view 
on MYDU.   

 

  
             8.6.1    Award Letter Notification via Paper  
  
            Policy  
  

All printed award letters should be produced in PowerFAIDS only.  It 
is the University’s official financial aid software package. 

 

  
           Procedures  
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           Counselors should follow the prompts by pressing the Letter/Email 
button on the student module of PowerFAIDS. 

 

  
8.6.2 Packaging Appeals  

  
Policies  

  
One of the missions of the Financial Aid Office is to award student’s 
substantial aid that covers direct costs for Dillard University.  In the 
event a student feels that their aid package is inadequate, he/she has 
the right to appeal in writing to the financial aid office through a 
Financial Aid Award Revision Form or a FWS Request Form. The 
awarding counselor will review and determine if additional aid can be 
awarded.  Appeals must be submitted to the Financial Aid Office no 
later than the last day of classes for the semester in question.   
 
Often times, award appeals are similar to those issues related to 
professional judgment, therefore please see Section 9 for additional 
information. 

 

  
  

  
Procedures  

  
If a written appeal is received from the student, the following action is 
taken: 

1. The appeal is tracked and pulled with the folder to the 
appropriate counselor.   

2. The Awarding Counselor will review the appeal and 
current award to determine if additional aid can be 
awarded. 

3. In the event aid can be awarded, the counselor will do so. 
4. If no additional aid can be awarded, the counselor will 

respond to the student in writing to let them know.  
5. If additional aid is awarded, a revised award letter must be 

sent to the student. 

 

  
  

  
8.6.3 Award Package Notification Revisions  

  
Policies  

  
When an award is revised, notification is sent to the student with the 
new award shown. 
 

690.80 
 
2012-13 SFA 
Handbook,  
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Revised notices will also be sent prior to the census date after student 
awards are reviewed due to their current enrollment at the close of 
registration.  Changes in enrollment and/or housing will cause a 
student’s award to be revised as well. 

pp. 3-89 to 3-92 

  
  

  
Procedures  

  
Revisions are made by any member of the Counseling staff at any time 
during the academic year when it is required.  Manual changes are 
made and new award letters will be mailed on the next Thursdays’ 
award letter run. 

 

  
  
  

8.7 Overawards  
 Resources  
Policies  
  
The Financial Aid Office ensures that a student does not receive more Title IV 
and/or Institutional Aid than the amount for which he or she is eligible for.  
Each member of the Counseling staff is responsible for ensuring that they DO 
NOT overaward students.  An overaward occurs when a students awarded 
financial aid is greater than their cost of attendance (COA).  Moreover, a 
student can be overawarded in “need based” aid as well.  This occurs when a 
student is awarded more “need based” aid than their need allows.  Need is 
defined as the EFC (expected family contribution) – COA. 

673.5(a) 

  
In the event an overaward is caused by the institution, the institution will 
make every effort to work with the student to correct the problem.  The 
institution will work to ensure that there is minimum financial responsibility 
left on the student. 

 

  
It is the student’s responsibility to notify the Financial Aid Office of all 
known awards.  Therefore, in the event an award is given to the student 
without knowledge to the Financial Aid Office and an overaward is created, 
the Financial Aid Office must revise the student’s award.  Written notification 
is sent to the student alerting them to their new award and any financial 
responsibility owed to the University. 
 
An example of this is when a student did not report an external scholarship to 
the financial aid office and when the business office reports receiving those 
funds to the aid office then an overaward is discovered. 
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Procedures  
  
Each Counselor is responsible for ensuring that a student is not awarded at the 
time the Counselor completes the aid process.  While every precaution is 
taken to ensure this policy is enforced, some overawards do occur. 

1. The Associate Director runs the query “OVERAWARD” each 
semester. 

2. The report is reviewed by the Assistant Director and all 
overawards are resolved. 

3. The Associate Director will also determine to the best of her 
ability, when the overward occurred so that responsibility can be 
identified.   

4. If the overaward is caused by the student, then the student will be 
responsible for any financial responsibility in the event it occurs. 

5. If the overaward is caused by school, then the school will ensure 
that no financial responsibility is placed on the student.  

673.5(f) 

  
  
  

8.7.1 Resolving an Overaward   
  

Policies  
  
Overawards are resolved with both the institution and the student in 
mind. Federal Pell Grant awards are not reduced to resolve overawards 
of any aid awarded.  The following are options that can be utilized to 
resolve an overaward: 

SFA Handbook,  
 

  

¨ Increasing the student’s budget (if warranted) 673.5(d)(1) 

  

¨ Decreasing the student’s EFC (if warranted) 673.5(d)(1) 

  

¨ Invoking the $300 tolerance for campus-based aid 673.5(d) 

  

¨ Reducing or canceling an award(s)  

  

¨ Terminating the student’s FWS employment 673.5(e) 

  

¨ Returning loan proceeds that have not been delivered to the 
student 

 

  
In the event when an overaward cannot be eliminated by one of the 
aforementioned options. The school can: 
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¨ The school’s attempts to collect any overpayment (such as a 
Federal Perkins loan or FSEOG) from the student 

673.5(f) 

  

¨ If the school will repay the federal program on the student’s 
behalf, turning the overaward into an institutional debt 

 

  

¨ Referral of any FSEOG overpayment to the Department of 
Education’s Debt Collection Service (DCS) 

673.5(f)(2) 
 

As relates to Pell Grants, the grants are reviewed prior to the 
submission of its data to the COD system by the Assistant Director.   
 

SFA Handbook,  
 

  
  

  
Procedures  

  
At the time an overaward is determined, the school can take the 
following action.  The action can include but is not limited to the 
following. 

673.5(f)(3) 
673.5(f)(4) 

  
Step 1  
  
If the student borrowed a student loan and the school has not received 
any of the loan funds 

 

  
Step 2  
  
Then the FAO will cancel the original loan (usually a subsidized loan) 
and reprocess a second loan (usually an unsubsidized loan) 

 

  
Thus returning the portion of the “need-based” loan to the lender and 
correcting the overaward when it is over “need” 

 

  
Step 1  
  
If the school has received the funds   
  
Then the FAO will cancel the original loan (usually a subsidized loan) 
and reprocess a second loan (usually an unsubsidized loan) 

 

  
Thus returning the portion of the “need-based” loan to the lender and 
correcting the overaward when it is over “need” 

 

  
All other scenarios will be reviewed on a case by case scenario.  
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The student is notified of an overaward via the telephone or in written 
communication.  Preferably telephone contact is made so that the 
student can be made aware of the overaward immediately and be 
involved in the decision process. 

673.5(f)(4) 

  
When necessary, Dillard University will mail communication to a 
student letting them know of their financial responsibility to the Title 
IV programs.  Dillard University has agreed to pay the debt to the 
required program thus creating a “charge” to the student for that same 
amount. 
In addition the Counselor who determines the overaward is then 
required to report the overpayment to the NSLDS system. 

 

  
  

 
 
 
8.8 Pell Lifetime Eligibility Used 

 

 Resources  
In December 2011, President Obama signed into law the Consolidated 
Appropriations Act 2012 (Public Law 112-74).  This law has significantly 
impacted the Federal Pell Grant Program.  The new law reduces the duration 
of Federal Pell Grant eligibility to 12 semesters or 600% Lifetime Eligibility 
of Pell Grant.  Beginning with the 2012-2013 school year, this change affects 
all students regardless of when or where they received their first Pell Grant. 

Section 401(c), 
Higher Education 
Act, 1965 

 
Policies 
 

 

It is against University policy for a student to be awarded Pell grant funds if 
their Pell LEU percentage is 600% or above.  If a student is mistakenly 
awarded Pell and their LEU percentage is over 600%, the Pell funds will be 
returned.  The student will be responsible for any balance that may be created. 

 

  
  
Procedures  
  
Each Counselor is responsible for ensuring that a student is not awarded Pell 
over the 600% limit. 
 

1. PowerFAIDS has been set up to capture all students who Pell LEU, 
based on the most current FAFSA, is 500% or greater.  These students 
are then flagged with a document in the Communication screen of the 
Student module named Pell LEU Review. 

2. In review of document tracking, counselors should review these files 
and update the LEU information into the appropriate Pell fields in 
PowerFAIDS in the Pell Data screen of the Student module.  Both the 
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LEU field and Past Period Used field should be updated as 
appropriate. 

3. The calculated amount determined by PowerFAIDS should be used in 
origination to COD for funding. 

4. Once the Pell LEU information has been completed, counselors should 
close the Pell LEU Review document in the Communications screen. 

  
  

 
8.9 Loan Processing  
 Resources  
This section of the Policies and Procedures Manual covers the specific 
processing of the William Ford Direct Loan program.  Adherence to this 
policy ensures the Dillard university remains in compliance with federal 
regulations. 

34 CFR 668.4(a) 
and (c) 

 
Policy 
 

 

It is University policy the students eligible for a federal Direct Loan by 
awarded in compliance to federal regulations as follows: 

 

  
 Subsidized 
  First year students Up to $3,500 
  Second years students Up to $4,500 
  Third year and above Up to $5,500 
 
 Unsubsidized 
  Dependent students Additional $2,000 
  Independent students Up to $6,000 for 1st & 2nd year 
   Up to $7,000 for 3rd & 4th year 
 
Under federal regulations, those dependent students whose parent(s) was 
denied for a PLUS loan may be instead awarded as an independent student.  
However, this does not change their dependency status. 
 
Since subsidized loans are considered need-based, it is possible that students 
may not be eligible for a subsidized loan.  For example, a student who has a 
high EFC or a student who has there need met with grant aid may not be 
eligible to receive a subsidized Direct loan.  In situations like this, these 
students may receive this portion in unsubsidized funding provided they are 
eligible. 
 
 PLUS Loan (for parents only) 
  All students Up to COA minus other aid received 
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To remain consistent with the University’s packaging policy, all unsubsidized 
loans are to be awarded after all available need-based aid, including the 
federal Direct subsidized has been awarded.  Please refer to the packaging 
structure in section 8.1. 
 
Loan disbursements should be made in two substantially equal amounts, with 
the disbursement date for each period occurring after the University’s census 
date.  For students who are in attendance for only one semester, the University 
is allowed to make one disbursement for the payment period due to the 
University’s cohort default rate. 
 
 

 
 
 
 
Section 428G(a)(3) 
and (b)(1), HEA 
and 34 
CFR685.301(b)(8) 

Procedures  
  
Each Counselor should follow the following steps to ensure a student’s 
eligibility for a federal Direct Loan: 
 

1. Confirm the student has been admitted to the University either via the 
Academic Profile screen in PowerFAIDS or on the Admissions tab in 
Jenzabar EX. 

2. Ensure that the student does not have any outstanding overawards or is 
not in default of any Title IV program.  This should be done by 
reviewing the NSLDS information that accompanied the ISIR and can 
be viewed in the FM Data screen in PowerFAIDS.  If there is some 
concern with the accuracy of the information in the ISIR, please 
review the student’s NSLDS record on the NSLDS website. 

3. Place all transfer students into Transfer Monitoring in accordance with 
the monitoring policy in Section 3 of this manual. 
 

8.9.0.1 PLUS Loan processing 
 

The PLUS loan is a vital piece of the University’s effort to ensure 
students have the appropriate funding to pay for their educational 
cost.  The following should be done to ensure parents approved for 
the PLUS loan is awarded the appropriate amount. 
 
Policy 
It is against University policy to award a PLUS to any parent who is 
ineligible due to insufficient credit according to U.S. Dept. of 
Education guidelines.  It is also against policy to award a PLUS loan 
in excess of the designated student’s COA, minus aid already 
awarded. 
 

Example 
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John Doe has a COA of $30,500 for the academic year.  He has 
been awarded the following aid: 
 Pell - $5,000 
 SEOG - $600 
 Sub Direct - $3,500 
 Unsub Direct - $2,000 
 Scholarship - $5,000 
 ---------------------------- 
 Total aid - $16,100 
 
By rule, the parent can borrow no more than $14,400 in PLUS 
funding for the academic year. 
 
Procedure 

 
1. Package students as normal.  The PLUS loan is pre-awarded in 

packaging up to the COA after all other aid has been awarded. 
2. Contact parent regarding applying for the PLUS loan.  Parents 

can complete the application via www.studentaid.gov. 
3. For parents who are denied the PLUS loan, the additional 

unsubsidized funding may be offered to the dependent student 
after confirmation of the denial has been received. 

4. For parents who are approved for the PLUS loan, once 
confirmation has been received, forward the parent the PLUS 
loan request form to confirm the amount they wish to borrow. 

5. Once the request form has been received, adjust the amount of 
the award, if needed, and flip the award status from Pending to 
Accepted.  Also close out any remaining checklists needed for 
the PLUS loan in the Communications screen of PowerFAIDS. 

6. Parents may also complete the PLUS Loan Request Form 
without going to www.studentaid.gov.  The request form 
allows the University to request a credit check via the COD 
system.  If approved, the parent will still need to go to 
www.studentaid.gov to complete the PLUS MPN. 

 
8.9.1 Loan Origination 

  
It is important that only the files that the University attempts to 
originate are clean and clear for processing prior to originating the 
loan. 
 
Policy 
 
To ensure cleaner processing of student loans, beginning in the 
2013-2014 academic year, it is University policy to originate loans 
that are completed.  For the purpose of this policy completed is 
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defined as a loan request that does not require any other 
documentation from the student (including, but not limited to MPNs, 
counseling, etc.). 
 
Procedure 
 
Before any federal Direct Loan is originated with the COD system, 
each counselor should follow the steps below to ensure processing 
and disbursement errors are eliminated: 
 

7. Ensure the appropriate enrollment information is available in 
the Academic Profile screen of PowerFAIDS.  The Enrollment 
Date field should always match the semester that student is 
attending the University for the academic year.  For example, a 
student who is attending the Fall 2022 semester should have an 
enrollment date of 8/16/2022, the first day of the Fall 2022 
semester. 

8. Ensure the awarded loan amounts are correct in the Packaging 
screen of PowerFAIDS.  If not, correct as appropriate. 

9. Ensure that the first disbursement date is at approximately 7 
days out from the day the file is worked. 

10. Ensure that all required documents are marked as received in 
the Communications screen of PowerFAIDS.  This includes 
valid MPNs (both Stafford & PLUS), entrance counseling, and 
any University-required documents, such as Title IV 
authorization. 

11. Certify the loan(s) in the Direct Loan Data screen of 
PowerFAIDS.  This is done by ensuring the loan periods are 
correct and PLUS loans are tied to the appropriate parent.  The 
loan period start date should be the start of the semester the 
student is enrolled in.  The last day of the loan period should 
be the last day of the semester the student is in attendance of.  
The loan period end date should never be greater than the last 
day of the academic year, as determined Academic Affairs. 

12. The Director or his designee will use the Data Integration 
module of PowerFAIDS to select all students ready for 
origination into a flat file. 

13. The origination flat file with be sent to COD via EdConnect. 
14. Once a response has been received, the Director or his 

designee will import the response file into PowerFAIDS via 
the Data Integration module. 

15. Counselors are responsible for clearing any rejects in the 
response file. 
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SECTION 9: PROFESSIONAL JUDGMENT 
 Resources 
9.1 PJ Authority & Individuals Who May Exercise It  
  
The Higher Education Act provides the authority for the financial aid 
administrator to exercise discretion in a number of areas when a student has 
special or unusual circumstances. This authority is known as “professional 
judgment.” It allows the aid administrator to treat a student individually when 
conditions exist that differentiate that student from a class of students. 
Professional judgment decisions must be made on a case-by-case basis as the 
result of examining a particular student’s unique circumstances.   These 
circumstances must be documented. 

HEA 479A 

  
FA Counselors may treat a student with special circumstances differently than 
the strict application of the methodology would otherwise permit.  
Adjustments can either increase or decrease a student’s EFC or cost of 
attendance.  In the case of an adjustment to a student’s EFC or cost of 
attendance, specified adjustments may be made to data elements.  The reason 
for the adjustment must relate to that student’s special circumstances and must 
be documented in the student’s file. 

 

  
Policy  
  
The Director, Associate Director, Assistant Directors and financial aid 
counselors have the authority to adjust a student’s eligibility using 
professional judgment. 

 

  
Professional judgment can be administered anytime during a student’s course 
of enrollment, however, prior to the last day of enrollment for that particular 
semester.  In addition, professional judgment must be administered after the 
FA counselor has completed the verification process.  See Section 6 on 
Verification for additional information on resolving conflicting and inaccurate 
information.   

 

  
  
  
Procedures  
  
One of the ways in which professional judgment can begin is through the 
completion of the Request for Current Year Income Appeal form.  This form 
is designed to assist the applicant in selecting and providing documentation 
that supports a change in the students’ FAFSA data submitted that effect’s a 
student’s EFC.  Once the application is turned into our office accompanied by 
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the required documentation, the FA counselor reviews the form and makes a 
decision based on that information.  
  
  
  
9.2 Circumstances Where PJ May be Used & Possible Actions  
 Resources  
The financial aid administrator can exercise discretion in certain areas when a 
student’s family has special or unusual circumstances that are not adequately 
addressed by the need analysis system, regulations, or legislation. The 
Department of Education does not regulate professional judgment. The 
Higher Education Act gives authority to the FA counselor to exercise 
professional judgment in the following areas: 

HEA 479A 

  
¨ Dependency status (dependent to independent only)  
  
¨ Data elements used to calculate the expected family contribution (EFC)  
  
¨ Cost of attendance (COA)  
  
¨ Denial or reduction of FFEL and Direct Loan eligibility  
  
¨ Satisfactory academic progress (SAP)  
  
Policy  
  
Student circumstances which may warrant a professional judgment decision 
include, but are not limited to: 

 

  
¨ Elementary or secondary tuition paid by the family (adjust either EFC or 

COA) 
 

  
¨ Unusually high medical or dental expenses not covered by insurance or 

accounted for in the need analysis formula under the Income Protection 
Allowance (adjust EFC) 

 

  
¨ Unusually high child care expenses (adjust either EFC or COA)  
  
¨ Unemployment (adjust EFC)  
  
¨ Natural disasters that impact a family’s income or loss of assets (adjust 

EFC) 
 

  
¨ Cancellation of parental contribution due to financial  Independence of the 

student, if the student can prove that they are financially independent 
through documentation of tax returns, lease agreements, utility bills, etc. 
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¨ Abusive family relationships, which can adjust the dependency from 

dependent to Independent.  A signed letter (on business stationary) from a 
Priest, Pastor, high school counselor, a therapist, an adult, non-family 
member would be example of appropriate documentation.  If possible, two 
letters documenting the situation should be collected.  In addition Dillard 
requires that all applicants seeking a change in dependency status 
complete the Petition to be Independent Form.  

 

  
¨ Poor repayment history (loan denial)  
  
¨ In situation where grandparents are the primary care giver, the FA    

Counselor will determine with appropriate documentation whether or not 
the student shall be declared independent. 

 

   
¨ Various satisfactory academic progress mitigating circumstances (you 

might want to cross-reference the satisfactory academic progress section 
of the manual here) 

 

  
¨ In all cases you cannot use any non-biological parent information to 

award aid.  The FA Counselor must make a decision on if the student 
shall be declared independent or not. 

 

  
  
  
Procedures  
  
Based on the information provided, the necessary data elements will be 
changed according to the information provided.  The FA counselor reviewing 
the folder will make the adjustments.   

 

  
¨ The FA counselor will enter the new data on PowerFaids which will be 

transmitted to EDE.   
¨ The FA counselor will recalculate an EFC based on the new data 
¨ Once a valid ISIR is returned with the new EFC, then the counselor can 

repackage the student’s aid for that year. Awarding additional funds based 
on availability of funds in all of the eligible programs for that student. 

¨ In all cases you cannot use any non-biological parent information to 
award aid.  The FA Counselor must make a decision on if the student 
shall be declared independent or not. 

 

  
  
  
9.3 Request for PJ Consideration Resources 
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Policy  
  
As stated earlier a student will initiate the request by completing the Request 
for Current Year Income Appeal, the Petition for Independent Status, or in 
writing.  Either way, all requests must be submitted prior to the last day of 
enrollment for that semester. 

 

  
  
  
Procedures  
  
Once the appropriate information is received along with all required 
documentation, the FA counselor reviews the information and makes the 
necessary changes, if any. Regardless of the decision, the student/parent shall 
be notified in writing by the FA counselor outlining the changes made and 
any new aid awarded.  Likewise, if the data doesn’t change based on the 
information provided, the FA counselor must notify the student/parent.  

 

  
  
  
9.4 Documentation  
 Resources 
The law gives the financial aid administrator the authority to request and use 
supplemental information when making a professional judgment decision. 
Such supplemental information is important because the special 
circumstances as well as the action taken must be documented in the student’s 
file. If you decide that a student’s situation does not warrant special 
consideration this decision must also be noted and maintained in the file. 

HEA 479A 

  
Policy  
  
FA counselors are required to document professional judgment decisions.  
This documentation must be maintained in the student’s file.  Because 
professional judgment situations are unique, specific required documentation 
is not listed for each case.  It is left to the discretion of the Aid Administrator 
to select what is appropriate documentation.  In all cases the documentation to 
substantiate the student’s situation. 

 

An example of such documentation is a student who incurs unusually high 
day care expenses.  A student might submit a statement from the day care 
center or copies of cancelled checks, as well as an explanation of why it is 
necessary to incur day care expenses that are higher than normal for the area.  
This is just one example, and again it is on a case-by-case situation with the 
appropriate documentation being left up to the FA counselor.  
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SECTION 10: DISBURSEMENTS 
 Resources 
10.1 Disbursement Process  
  
The two related but distinct functions of authorizing payments and disbursing 
(or delivering) Title IV funds must be carried out by organizationally 
independent individuals. No one office may be responsible for both functions. 
This requirement is taken so seriously that the individuals responsible for each 
of these functions may not be related to one another, nor may they together 
exercise substantial control over the institution. 

668.16(c)(2) 

  
While the Financial Aid Office awards aid and authorizes payment to aided 
students, the bursar (or business) office actually disburses and delivers the 
funds. Communication between these and other offices commonly occurs 
throughout the process, as establishing, confirming, and verifying student 
eligibility can be rather fluid. 

 

  
Policy  
  
The Financial Aid Office has the responsibility for disbursement of grants and 
scholarships.  The Bursar’s office handles the actual disbursement of paper 
loan checks.  The Payroll office disburses FWS funds and loans are disbursed 
via EFT directly from one of our preferred lenders to the student’s accounts. 

 

  
There is a clear and distinct separation of functions between the Financial Aid 
Office and the Business Office.  The Aid Office assures and maintains the 
accurate appropriate awarding of aid funds.  This information is electronically 
transmitted to the Business & Finance Office.  These funds credit the 
student’s account.  Any funds in excess of charges are disbursed to the student 
by the Business & Finance Office staff.  

 

  
  
  
Procedures  
  
Dillard electronically transfers aid to the student’s account if all appropriate 
documentation has been signed and processed and the student is registered for 
classes for that particular semester. 

 

  
For grants and scholarships the following steps should be followed: 

1) Enter 89, 13 at the main menu 
2) Run Mass Maintenance, UPDFREL (enter 2x) 

(This moves a ”Y” to the release code of eligible awards) 
Note: UPSPREL is for the Spring terms 
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3) F10, to save 
4) Transmit aid via CMDS 
5) Enter 6, then 5 (Aid transmission to Business Office) 
6) Enter a date of transmittal 
7) Say “Y” to the appropriate terms, “N” to all others 
8) At the prompt indicating CMDS, type NO SAVE 
9) Enter 
10) Aid is transmitted to the Business Office 

  
Once aid is transmitted, the release code will change to an “*”.  If additional 
aid is awarded, once transmitted it will automatically transmit to the student’s 
account, once the FA counselor hits ENTER. 

 

  
The following is a list of the codes that can affect an award being or not being 
transmitted to a student’s account. 
                    A = Loan certified by FA counselor 
                    C = Cancelled award by FA counselor 
                    D = Declined award by student 
                    E  = Estimated awards 
                    Y = Ready to transmit to Business Office (student account) 
                    * = Aid transmitted to the Business Office 

 

  
Once aid is transmitted to the students account, in the event it creates a refund 
the following steps must be followed: 

1) The University Bursar creates a report indicating all eligible 
enrolled students who have a credit balance. 

2) The report is then reviewed by the Assistant Director of 
Financial Aid to verify that the credit is correct. 

3) The Assistant Director then returns the report to the Business 
Office 

4) The Business Office then cuts a check to the student. 
5) Refunds are issued every other Friday, within the 14th class day 

that the credit occurs. 
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10.2 Definition of Disbursements & Disbursement Methods  
 Resources 
Policy  
  
A disbursement occurs when the financial aid funds are credited to a students 
account.  When a student or parent or some third party entity makes a cash 
disbursement to a student’s account, that is considered a payment.  
Specifically if cash is involved.  In the event a PLUS loan check is involved, 
it is considered a disbursement once the parent endorses the loan check.  

668.164(c),(d) 
 
SFA Handbook,  
 

  
¨ Dillard University does not draw down funds from G5 until funds are 

disbursed to student accounts.  
668.164(a)(1) 

  
¨ Dillard University will only credit a student’s account when the school has 

received the funds from any Title IV program that Dillard participates.  
Only under certain strict circumstances, will the University credit a 
student’s account when funds are not present in the Universities checking 
account.   

 

  
Dillard University does not impose finance charges on past due accounts for 
enrolled student’s; therefore we do not penalize Title IV recipients for 
nonpayment of fees due to the lack of financial aid funds.  In addition those 
students who are first-time borrowers will not be penalized since we are 
required to hold their funds until 30 days after school starts.  

668.14(b)(21) 

  
  
  
Procedures – The below process/procedures are pending to be updated.  
  
Earlier we discussed the transmission of grants and scholarships.  The 
following will discuss FFELP Loan Proceeds Transmittal procedures:   
    
STEP 1 
EFT Rosters are pulled down from Salliemae/OpenNet 
 

1. File Management/Access File Management System 
2. Click Download Files from OpenNet 
3. Select Files to be downloaded by placing an “X” on each file or select 

all files. 
4. Proceed to the download procedures  
5. Saving files on the ‘C” drive in the PFaids folder 
6. Once all files are completed – Exit 
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STEP 2 
Return to Powerfaid  
 

1. Under the Tools Tab, click on Data Intergration 
2.  Import File  
3. Click on the file type (Common Line Disbursement  File or 

Common Line Response File) 
4. Choose Data File to Import from “C” drive 
5. Save  
6. Click on Next and Export File 
7. A Common Line Disbursement Report Summary is generated 
8. Print Report for file 

 
Step 3 

1. Return to Data Intergration 
2. Export Date 
3. Choose Loan Disbursement Authorization 
4. Next 
5. View Exceptions for Selected roster 
6. Loan Exception Disbursement roster will appear 
7. This roster will indicate any exceptions that will prevent loans from 

being transmitted to student’s account; example, Loan Counseling 
8. Print entire report  

Step 4 
1. Go to AS400/CMDS 
2. Log on using password 
3. At the main memu on Option Line type 105 
4. Next Option 10 
5. Do a File Transfer 
6. On Command Line type (STRPCO) 
7. enter 
8. Type 3 – Go to Disbursements and Adjustment Functions 
9. Type the # 6 to Upload the files 
10. Enter the date of roster 
11. Actual Update “N” 
12. Award Year  
13. This is an edit of files – after carefully checking to make sure all files 

are included in edit process, proceed to Numbe 6 again 
14. Enter the Date of Roster 
15. Update Files (‘Y) 
16. Make sure award year is correct 
17. Enter 
18. This will transmit all loans to the Business Office. 
19. Return to “escape button” 
20. Print report from Spool file 
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21. Put a copy of Disbursement Roster from Powerfaids and report from 
Spool File in a folder labeled the date of roster, and the amount of 
roster. 

22. File folder in FA Office 
23. A copy of the Powerfaid/OpenNet roster is forwarded to the Business 

Office for Sharon Butler to post to student’s account. 
 
MANUAL ENTERING OF EFT 
In CMDS 
Enter student’s SS# , ID or a name search to pull up record 
Place a # 2 next to the loan award 
Enter 
Disbursement Date (choose a date other ex. 12/25/02) field exit 
Received Date (enter received date from roster)  example  12/30/02 
Date Endorsed (leave blank) will populate after transfer to B/O 
Amount Disbursed (enter loan amount from EFT roster) field exit 
Tab – over to TR – enter TR is not entered 
 
Run Query (loanedital)  
 
Manual Transfer to Business Office 
STEP 1 
GO TO CMDS 
ESCAPE 
TYPE:   STRTMS FA DUC 
ENTER 
TYPE #2 (Interfaces) 
ENTER 
TYPE #3 (Whizkid File Transfer) 
ENTER 
TYPE      EL 
ENTER 
TAB TO LIBRARY TYPE (LCZDUCFA) 
ENTER  (TWICE) 
TYPE #7 (TRANSFER TO BUSINESS OFFICE) 
DISBURSEMENT DATE   - TYPE MONTH, DAY & YEAR (FIELD EXIT) 
RECEIVED DATE  -   TYPE MONTH, DAY & YEAR (FIELD EXIT) 
ENTER  (WILL SEND TO B/O) 
EXIT 
 
GO BACK TO CMDS AND DOULBE CHECK WITH TO SEE IF 
TRANSFERRED TO B/O AND THE ENDORSED DATE POPULATED. 
 
III.  SEND A COPY OF EFT ROSTER TO B/O AND A COPY OF EDIT 
ROSTER 
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DIRECT LOAN transmittal  procedures:  
  
             Only student records with an “Accepted” origination status and an 
“Accepted” master promissory note status are approved for disbursements.  
View the LOAN tab within the Direct Loan module of EDE to confirm the 
status.  Once records are ready for disbursement, proceed accordingly: 

1) Logon to EDE 
2) Select File, Print, Direct Loan 
3) Select, “List-Anticipated Disbursement” 
4) Click on “Multiple” 
5) Under the Options box, choose “Pending Actual 

Disbursements” 
6) For Sort Order, choose “Last Name” 
7) Enter date of disbursement, which is the “first disbursement” 

date used in the Setup feature for the loan period 
8) Choose “selection criteria” 
9) Click on “query title” 
10) Select “Loan Origination & MPN or Promissory Note Status” 

query 
11) Enter “A” for both Loan Status and Promissory Note Status 
12) Select “OK” 
13) Click “select records” 
14) Select (click) students 
15) Click “OK” 2x 
16) Print 2 rosters 
17) Attach to memo called “DIRLOANDISB.doc” 
18) Give one roster to K.Stokes in Business & Finance 
19) Keep one copy in the Direct Loan binder for the year in 

question 
20) Go to CMDS and enter in on each student record (7101 for 

subsidized, 7103 for unsubsidized, 7102 for PLUS) the net loan 
amount, date received, and date disbursed. 

 

  
  
  
10.3 Disbursement Dates & Schedules  
 Resources 
Policies  
  
The Director of Financial Aid sets disbursement dates each academic year for 
the loan programs.  For all other programs, disbursements are scheduled for 
the first day of classes of each term.  For students who receive loan proceeds 
on a semester only basis their second disbursements will be issued at the 
midpoint of the semester.  See the University catalog for beginning and 
ending dates of each semester. 

668.4(a) 
668.4(b) 
668.164(f) 
668.167(a) 
SFA Handbook,  
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When applicable, the University will disburse aid late as permitted by the 
regulations.  If at all possible, the institution would not like to, however we 
will administer late payments when necessary.   

668.164(g) 
 
SFA Handbook,  
 

  
  
  
10.4 Title IV Student Authorizations  
 Resources 
Policies  
  
Students and parents (in the case of a PLUS borrower) may authorize the 
school to: 

 

  
¨ Disburse SFA Program funds by EFT to a bank account designated by the 

student or parent 
668.165(b)(1)(i) 

  
¨ Use SFA Program funds to pay for allowable charges other than tuition, 

fees, and room and board contracts with the school 
668.165(b)(i) 

  
¨ Hold excess SFA Program funds (credit balances) 668.165(b)(1)(ii

i) 
  
¨ Apply SFA program funds to minor prior-year charges of $200 or less 668.165(b)(1)(ii

) 
  
The Financial Aid Office collects authorizations from the students on the 
required Dillard University Financial Aid applications that all students are 
required to submit.  This authorization allows the school to transmit the funds 
to their student accounts to pay for charges other than tuition, fees, and room 
and board.  All other authorizations are received on an as needed basis at the 
request of the student and/or parent.  

 

  
  
  
Procedures  
  
The authorization information is provided on the Dillard University 
application and the student is not coerced into signing the form. 
 
At the time the University notifies the student that their loan proceeds are 
received, the student is given notice that they have the right to adjust or cancel 
the loan proceeds at any given time during the semester. 
 
Upon receipt of written notification from the student, the FA counselor will 
take the appropriate action on the student’s financial aid and send notification 
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to the student once the cancellation has been performed and the funds are 
returned to the appropriate program.  See Section 12 on Returning Loan 
Proceeds 
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SECTION 11: SATISFACTORY ACADEMIC PROGRESS 
  
11 Process Overview & Responsibilities Resources 
  
Satisfactory Academic Progress for financial aid is defined as passing a 
required number of hours and achieving a required grade point average during 
any semester or academic year.  The minimum progress standards will be 
reviewed once per payment period (or semester).  All semesters attended must 
be considered in making a satisfactory progress determination without regard 
to whether or not the student received aid in a given semester.  Also, the 
academic progress policy through the division of Academic Affairs and the 
policy administered in the Office of Financial Aid are independent and 
separate from one another.  Questions regarding the policy from Academic 
Affairs should be referred to that division. 

668.16(e) 

  
11.1 Qualitative Standard Resources 
  
Policy  
  
Each student must meet a cumulative grade point average to remain eligible 
for financial aid:                               Hrs Attempted               Required GPA 
                     First-Year Students        0 through 29                                1.5 
                     Sophomores                 30 through 64                                1.75 
                     Juniors & Seniors        65  and above                                2.00  

668.16(e)(2)(ii) 
 
FSA Handbook,  
 

  
  
  
11.2 Quantitative Measure Resources  
  
  
Each student must successfully pass a minimum of 70% of their cumulative 
credit hours attempted at the University (rounded to the next highest number).  
Drops, Withdrawals, Incompletes, repeated and non-credit remedial 
coursework will be counted towards the hours attempted.  Credits transferred 
into the University will also be used in the calculation. 

668.16(e)(2)(i) 
668.34 

  
  
  
11.3      Maximum Time Frame  
  
Students must complete graduation requirements in no more than 150% of the 
average length of their program: For example: students requiring 124 credits 
to graduate from a program may not attempt more than 186 hours and still 
receive aid. In the event the student elects to change his/her major, all 
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attempted hours, including transfer hours, will be counted in the evaluation of 
the 150% time-frame. 
  
11.4 Probationary Periods  
 Resources  
Policy  
  
To assist students with improving their academic performance, Dillard 
University will place students on a probationary status if certain conditions 
are met and warrant that status. The University feels that students should be 
given a conditional period in which the student is still considered to be 
making satisfactory academic progress, even though he or she has failed to 
meet one or more of the school’s standards. 

FSA Handbook, 
p. 1-12 

  
The following probationary statuses will apply:  
  
¨ A student may be put on probation the first time he or she fails to make 

qualitative or quantitative progress after review of one semester 
 

  
¨ During his/her probationary period the student must regain compliance 

with the SAP policy 
 

  
¨ If the student fails to meet compliance at the end of the probationary 

period, they will be placed on financial aid suspension and lose eligibility 
for future financial aid. 

 

  
  
  
Procedures  
  
At the end of each semester the Director runs a query in Jenzabar EX to 
determine if students are meeting Satisfactory Academic Progress.  Students 
who are placed on probation will be notified in writing and email by the Chair 
of the SAP committee.  The letter will explain their status and the 
consequences of not meeting probationary conditions. A copy of the letter 
will be placed in each student’s folder.  PowerFAIDS will be updated to note 
that the student is on financial aid probation. 

 

  
  
  
11.5 Treatment of Remedial Courses & English as a Second Language 

Coursework 
Resources 
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Dillard University does offer remedial courses and does not offer English as a 
second language. 

668.16(e) 

  
Policy  
  
All courses offered at Dillard University count toward a student hours 
attempted and thus are included in the calculation of a student’s academic 
progress. Dillard University cannot count no more than one year’s worth of 
noncredit or reduced credit remedial coursework in reviewing a student’s 
academic progress 

SFA Handbook,  
 
668.20 

  
  
  
Procedures  
  
At the end of each payment period, each student is evaluated given the current 
policy.  All developmental coursework is monitored to make sure that no 
student is given credit for more than one year.  The information is gathered 
from the Office of the Registrar. 

 

  
  
  
11.6 Appeals Resources 
  
Policies  
  
Students placed on Financial Aid Suspension with extenuating circumstances 
may appeal to have financial aid re-instated. Notification of appeal procedures 
are outlined in the letter sent canceling the student’s financial aid.  All 
notifications of suspension come from the Financial Aid Director. 
 
Examples of extenuating circumstances are prolonged illness under a                       
doctor’s care or an illness or accident requiring hospitalization or prolonged 
absence from class.  Death of an immediate family member or prolonged 
illness of a dependent may be considered grounds for an appeal.  Requests for 
appeals must be received by the deadline listed on the suspension letter. 
  
No appeal will be accepted without appropriate documentation and must be 
submitted with a letter (preferably typed) explaining the failure to comply 
with the stated SAP policy.  The policy can be found in the Financial Aid 
Office as well as the University website.  Students will be notified in writing 
of the outcome of the appeals procedure.  If a financial aid appeal is denied, 
the student’s suspension will remain.  In the event the appeal is approved, the 
conditions of the student’s probation will be listed. 
 
 

668.16(e)(5) 
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The SAP appeals committee typically consists of: 
 
                           SAP Committee Chair 
                           Representative from Admissions 
                           Business Office Representative 
                           Student Support Services Representative 
                           Registrar’s Office Representative 
 
At times when the committee is unable to meet, the Director of Financial Aid, 
with assistance from the SAP chair, can review and render SAP decisions. 
  
  
  
Procedures  
  
Upon receipt of the appeal,  

1) the financial aid counselor will collect the appeal documents 
form the student and forward the appeal to the SAP chair 

2) the SAP committee reviews the appeal and renders a decision 
3) If the decision is approved, the committee will mark the 

appropriate response.  The SAP chair will then award all eligible 
Title IV aid (if folder is complete for processing) and file the 
appeal in the appropriate folder.  If the folder is not ready for 
processing, the Counselor will request the needed information. 

4) The Director will email, print, and mail the letter to the student 
and place a copy in the student’s folder. 

5) If the decision is Denied, the committee will mark the 
appropriate response and give the appeal to the Director.  The 
Director reserves the right to review the appeal to make sure it is 
a legitimate denial.  If the decision is upheld, the Director will 
send the student the appropriate denial letter and place a copy in 
the student’s file. 

 

 

  
  
11.6.1 Documentation  

  
Policies  

  
As with any use of professional judgment, adequate documentation is 
critical. Since third parties may sometimes be used to document the 
mitigating circumstances surrounding a satisfactory academic progress 
appeal, the following are examples of acceptable documentation that 
may be submitted in support of an appeal. Some examples might 
include but are not limited to: 
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¨ Newspaper obituaries or death certificates to substantiate deaths  
  

¨ Physician’s statement to substantiate illness or accident  
  

¨ Statement from clergy or family member who knows the student’s 
situation 

 

  
¨ Statement from academic advisor or professor  

  
  

  
Procedures  
  

Once documentation is received with the appeal, it remains with the              
application as part of the student’s permanent record.  If an appeal is received 
without proper documentation, the Counselor will notify the student of the 
missing information and give them a one week turn around to return the 
documentation. 

 

  
  

  
  
11.7 Regaining Eligibility Resources 
  
Policies  
  
Students not making satisfactory academic progress may re-establish 
eligibility by enrolling at Dillard University and making satisfactory progress 
as defined by the policy in Section 1.  They must do so at their own expense.  
While they are ineligible for Title IV funding, they are eligible to obtain 
private funding.  It is no longer the responsibility of the student to notify the 
Financial Aid Office that they are making satisfactory progress towards their 
degree.  Features in Jenzabar EX make it possible to monitor the progress of 
all students. 

668.16(e)(6) 

  
  
  
Procedures  
  
Jenzabar EX will determine once a student regains satisfactory academic 
progress through its normal processes when SAP is reviewed at the end of 
each payment period.  Notification of SAP compliance and eligibility for aid 
will be sent from the financial aid office. 
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Once the appeal is noted and evaluated by the counselor, Title IV aid will be 
reinstated effective the date of the letter and will only be for the semester in 
which that date falls.   

 

  
  

 

SECTION 12: RETURN OF TITLE IV FUNDS 
 Resources 
12.1 Process Overview & Applicability  
  

If a recipient of a SFA grant or loan funds withdraws from school 
after beginning attendance, the amount of SFA grant or loan 
assistance earned by the student must be determined.  If the amount 
disbursed to the student was greater that the amount the student 
eared, unearned funds have to be returned.  If the amount disbursed 
to the student is less that the amount the student earned, he or she is 
eligible to receive a post withdrawal-disbursement of the earned aid 
that was not received. A student who receives a cash refund to assist 
with living expenses and then withdraws, drops out, or is expelled, 
may be required to return the unearned portion of the money to the 
aid programs from which the money was awarded.  Dillard has 
designed the following policies and procedures to ensure proper 
accountability when a student leaves the University. Aid that could 
have been disbursed is aid that is not yet received by the university 
but is otherwise eligible i.e. Pell funds that have not been drawn via 
FAMS or loan funds in which the student has completed their part 
of the certification process (completed promissory note). 

 

  
Policies  
  

Federal Regulations require schools participating in the Student 
Financial Aid Programs to use specific refund policies when a student 
who receives Financial Aid Program funds ceases attendance.  The 
tuition, fees, room, board and financial aid awards may be pro-rated 
for an official withdrawal that occurs after the 14th class day (3rd 
during the summer).  Work-study is excluded from this calculation.  
The calculation for the respective term is based on the number of 
calendar days completed for the semester divided by the number of 
days in the semester.  The refund will consist of a pro rata share of the 
tuition and fees paid, less charges prior to the official withdrawal date 
in accordance with the current Return of Title IV Aid Refund Policy.  
No adjustment will be made to tuition fees or Title IV financial aid for 
a student who withdraws after the 60% point in the semester. 

GEN-00-24 

SFA Handbook,  
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Procedures  

Return of Title IV Aid Worksheets  

1. Determine the percentage of aid earned by calculating the percentage 
of the period that the student completed 

2. Determine the amount of earned aid by applying the percentage to the 
total Title IV aid that was or could have been disbursed. 

3. Determine the amount of unearned aid by subtracting earned aid from 
disbursed aid or determine the amount of a post-withdrawal 
disbursement by subtracting disbursed aid from earned aid. 

4. If unearned funds must be returned, determine the school’s and the 
student’s shares; or If a post-withdrawal disbursement is due, 
determine the sources from which it will be funded. 

5. If unearned funds must be returned, allocate unearned aid to programs 
from which student was funded; or If a post-withdrawal disbursement 
is due, send student applicable notification. 

6. Return the institution’s share and any funds repaid by the student or 
refer the student to Department of Education; or Make the post-
withdrawal disbursement. 

 

  
  
  

12.2 Withdrawal Date  
  
Policies  
 Resources 

When a student withdraws on or after the first day of class during 
semester, the Student Finance Office will determine the refund 
calculations based on the Tuition Refund Table. The refund policy 
reflects the standards of the school’s accrediting agency. 

668.22(b),(c) 

  
At the end of the semester, a report is generated by the Registrar’s 
Office of all students, receiving Title IV aid, which had grades 
reported of all F’S and/or I’S.  The list is evaluated to determine 
from the grade sheet whether the student took the final or their last 
date attended.  The Registrar’s office has 30 days from the last day 
of finals to determine the last date of attendance according to federal 
regulations.   
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Procedures  
  

The date used to calculate the refund is determined as follows: 
 

1. In the case of a student who officially withdraws, the date 
the student begins the withdrawal process. 
  

2. In the case of a student who unofficially withdraws, the drop 
out date which is the last recorded date of class attendance 
as documented by the university.  The Records Office is 
responsible for determining and documenting the last day of 
attendance. 

 
3.   In the case of a student who is expelled, the date of the 
expulsion. 
 
4.   The date the student otherwise provides the University 
Registrar or other school official, with official notification 
of an intent to withdraw. 

668.22(b),(c) 

  
12.2.1            Unofficial Withdrawals  
  

The Financial Aid Office is notified of withdrawals from the 
Registrar’s Office.  If the student does not begin the University’s 
withdrawal process or cease enrollment, the withdrawal date is the 
date the student ceased enrollment (if available).  The University may 
determine the appropriate withdrawal date if the student does not 
begin the withdrawal process or notify the University of intent to 
withdraw due to illness, accident, grievous personal loss or other such 
circumstances beyond the student’s control.  Students who receive all 
failing grades will be sent a written notification to verify enrollment.  
If all FA grades are provided, Financial Aid will use the latest date of 
attendance. If the date(s) is not available or can’t be confirmed then 
the midpoint of the payment period or period of enrollment for which 
Title IV assistance was disbursed is used.   

 

  
An official withdrawal form should be properly executed by the 
student, approved by the authorized officials and presented to the 
University Registrar. 

 

  

¨ Dillard University is not a school that is required to take attendance.    
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12.3 Formula Calculation  
 Resources 
Policies  
  

¨ The Associate Director of Financial Aid is responsible for performing the 
Return of Title IV refunds calculation.  The worksheets and software 
provided by the Department of Education will be used and shared with the 
Business Office. 

 

  
Note: The Department provides return of Title IV funds worksheets in the 
2016-17 SFA Handbook; However, Dillard University uses an electronic 
form that ED has developed software which automates the calculation. 
You can download the software by going to the following web site:  

 
  

The formula is as follows:  
                           Number of days completed                = % refunded to student 
                           Number of days in the semester 

 

  
      Example 1    15 days completed                             =13% refund to student 
                           115 days in the semester                       87% returned to the  
                                                                                         Title IV programs or  
                                                                                         to the institution. 

 

  
      Example 2      75 days completed                           =65% 
                             115 days in the semester                     no charges or aid  
                                                                                         will be adjusted       

 

  
     The funds due to the Title IV programs or the institution will be  returned 

in the following order: 
 

  
1. Unsubsidized FFEL loans 
2. Subsidized FFEL loans 
3. Unsubsidized (other than parent loans) Federal Direct Loan 
4. Subsidized Federal Direct Loan 
5. Federal Perkins Loan 
6. FFEL PLUS loans 
7. Federal Direct PLUS loan 
8. Federal Pell Grant 
9. Federal SEOG 
10. Other Title IV assistance for which a return is required (SSIG) 
11. Institutional scholarships/grants 
12. State Scholarships 
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Procedures  
  

At the time a student presents himself to a University Official for 
withdrawal, he or she is instructed to go to the University Registrar 
and pick up a Withdrawal form.  Have the form completed with the 
required signatures from the various departments and returned to the 
University Registrar’s Office. 

 

  
The date the form is started is used as the official withdrawal date in 
performing the calculation.        

 

  
Explain the treatment of disbursements which were pending because of 
verification, or were made as interim disbursements to a student who 
withdrew prior to completing verification (you may wish to cross-reference 
your verification policies). 

 

  
Include a statement about how each calculation is documented and 
maintained (e.g., a copy of the worksheet is placed in the student’s file; in the 
return of Title IV software, etc.). 

 

  
  
  
12.4 Notification of Return of Title IV Policy  
  

Dillard’s return and refund policies are disseminated to students in the 
Guide to Financial Aid Services and is available on line at 
www.dillard.edu under the Financial Aid tab. 

 

  
  
  
12.5 Return of EFT Funds   
  
 Financial Aid & Scholarships Procedures for Returns of Title IV Funds  
  
1) The Associate Director completes the R2T4 calculation.  
2) If adjustments or returns are warranted, the Associate Director will 
cancel/reduce all aid in Powerfaids    
3) The Associate Director notifies the financial aid counselor to export change 
file to COD. 
4) The Business and Finance Office is notified of change in order to have 
funds removed from the student’s account and adjusted in G5. 
4) Make a copy of both forms for student’s file 

 

 

 
 

 

Electronic Funds Return Procedures:  
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1) The funds are returned to the Lender/Guarantor via EFT 
2) Check the AS400/system to verify the student is enrolled, the 
amount received and the amount credited to the student’s account. 
3) Prepare Return of Request Funds  by FAO, and send to B/O to 
Sharon Butler 
 

 

  
Business Office PROCEDURES:  
  

1) Receive return of funds checklist from financial aid. 
2) View student accounts to verify loan type and amounts are currently 
posted to student account. 
3) Charge student account for loan type and amount by miscellaneous 
transaction. 
 

 

  
6) B/O then cancels aid from student account and put funds into a 
suspense account which is on the accounting side, if a new account is 
set-up, we will need: Loan Return Procedure 

a. Routing account # which would be the account # for 
Electronic                     funds transfer. 

            b. Account Title:   – EFT RETURN ACCOUNT  
c. Routing information:  Credit/Debit Details 

Account # 0110587480 on EFT Roster from Bank 
when funds were disbursed. 

d. TIN 54-1……… 
e. CIN (company ID 954…….. 

 

  
Business Office  PROCEDURES:  
  

1) Go into Salliemae web site, www.salliemae.com  
2) Go to OpenNet and enter student’s SS# 
3) Click on loan to be returned  
4) Click on cancel and the method of return, which would be an 
Electronic Transfer (click)  

3) The Servicer will automatically debit account for what ever the 
amount totals – this also can be done individually or in a batch. 
4) After transfer, the Servicer will send to Dillard a Credit/Debit 
Detail report of aid returned to Assistant Director in Financial Aid 
5) Upon receipt of Detail report notification from lender 
6) Send a copy of return confirmation to Eula Lynch 
 8( Students are notified of Return via email through the email 
communication in Powerfaids.            
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12.6 Post-Withdrawal Disbursement  
Financial Aid Procedures for Post-Withdrawal Disbursement 
 
 Loans have already been certified and Guaranteed the Department: 

1) If funds have not been disbursed for reasons as; no MPN on file, 
awaiting entrance Loan counseling, etc.  

2) Have students complete before withdrawing and process  

 

12.7 Returning Unearned Funds  
  
  
  
  
 
 

 

SECTION 13: INSTITUTIONAL REFUNDS 
 

 Resources 
See Section 12 on Return of Title IV Funds   
Make necessary adjustments on student’s award.  These adjustments are done 
electronically through Powerfaids, and adjustments are made on student’s 
account.  The Institutional funds will return to the Institutional Pool and 
awarded to another student. 
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SECTION 14: TITLE IV FRAUD  

 Resources 
14.1 Student Fraud  
  

As noted earlier in the administrative capability section, Dillard University 
is required to refer applicants who may have engaged in fraud or other 
criminal misconduct in connection with Title IV programs to the Office of 
Inspector General (OIG). The regulations require only that Dillard 
University refers the matter for investigation, not that it reaches a firm 
conclusion about the propriety of the student's conduct.  There are difficult 
situations where students and/or parents purposefully misrepresent 
information in hopes of obtaining or obtaining additional assistance.  The 
FAO is required to have a policy of referral when confronted with actual or 
suspected cases of fraud and abuse.  

668.16(g) 
668.16(f) 

  
Policies  
  

Students and parents who willfully submit fraudulent information will be 
investigated to the furthest extent possible.  All cases of fraud and abuse 
will be reported to the proper authorities.  Some examples of fraud include 
but are not limited to: 

 

  
¨ Falsified documents or forged signatures on an institutional application or 

on documents submitted for verification of information on the application 
668.16(g)(1)(iv) 

  
¨ False statements of income 668.16(g)(1)(v) 
  
¨ False statements of citizenship 668.16(g)(1)(ii) 
  
¨ Use of false or fictitious names or aliases, addresses, or Social Security 

Numbers, including deliberate use of multiple Social Security Numbers 
668.16(g)(1)(iii) 

  
¨ False claim of independent status 668.16(g)(1)(i) 
  
¨ A pattern of misreported information from one year to the next  
  
  
  
Procedures  
  

If, in an Aid Administrator's judgment, there has been intentional 
misrepresentation, false statements, or alteration of documents which have 
resulted or could result in the awarding or disbursement of funds for 
which the student is not eligible, the case shall be referred to the Associate 
Director for possible disciplinary action.  After investigating the situation, 
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if the Associate Director believes there is a fraudulent situation, all 
information must be forwarded to the Office of Inspector General of the 
Department of Education or the local law enforcement agency.  This is 
done upon consultation with the Director of Financial Aid. 
  

The Associate Director reviews the student's aid file with the appropriate 
Aid Administrator and if the decision is made by the Associate Director to 
pursue the possibility of denying or canceling financial aid, a written 
request to make an appointment is sent to the student.  If the student does 
not make an appointment, the Associate Director may: 

 

  
1. Not process a financial aid application until the situation is 
resolved satisfactorily. 
2. Not award financial aid 
3. Cancel financial aid 
4. Determine that financial aid will not be processed for future years. 

 

  
All processing of the application or disbursement of funds shall be 
suspended until the Associate Director has made a determination as to 
whether the student shall be required to make an appointment.   

 

  
Fraudulent situations should be reported to the hotline of the Department of 
Education Inspector General. The OIG maintains a website that allows the 
school to: 

SFA Handbook,  
AVG-68 

  
¨ Complete a special complaint form on line  
  
¨ Call the toll free number (1 800-Mis-Used)  
  
¨ Send an e-mail message to oig.hotline@ed.gov  
  
¨ Call an OIG office in the school’s area (a list of offices and telephone 

numbers are provided) 
 

  
The URL for the OIG web site is: 
http://www.ed.gov/offices/OIG/hotline.htm 
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14.2 Institutional & Third Party Fraud 668.16(g) 
  
Policy  
  
Dillard University does not tolerate fraudulent acts on the part of employees, 
third-party service’s or other agents of the institution that acts in a capacity 
involving the administration or receipt of Title IV funds. 

 

  
Procedures  
  
When fraud is suspected on their behalf the same procedures outlined in 
Section 14.1 will be followed.  In addition to those findings, communication 
will be sent to the Vice President for Legal Affairs and the Vice President for 
Human Resources for possible employee infractions and the proper 
procedures to investigate those individuals in question.  See the Dillard 
University Employee Manual for additional information on Employee Fraud. 

 

  
  

 

SECTION 15: AUDITS  

 Resources 
Because Dillard University participates in Title IV programs must undergo an 
annual compliance audit conducted by an individual who is sufficiently 
independent of the school. The independent auditor must be a certified public 
accountant or a government auditor. All audits must be submitted along with 
an audited financial statement to the Department of Education (ED). Auditors 
review a sample of student aid files to ensure the Financial Aid Office is in 
compliance with Federal, State and University policies. 

HEA 497 
 
668.23(a) 
668.23(d) 
 
 

  
The financial statements to be submitted must cover the institution’s last 
complete fiscal year. The Department of Education defines the scope of the 
financial statements needed, as well as any documentation deemed necessary 
to determine the school’s financial responsibility.  

668.23(d)(1),(2) 

  
There is an exception to the annual audit requirement. Those schools that 
meet the conditions of 600.5, 600.7 and 600.8(e)(2) are not exempt from an 
annual audit of their Title IV programs; rather, they are exempt from 
submitting an audit on an annual basis.  

 

  
15.1 Preparation   
  

The office periodically perform internal audits on file to ensure process is 
completed properly.  The office establishes a working environment in 
preparation for the auditors.  The representatives of the university work 
collaboratively to provide the auditor of the requested 
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documents/information/files, etc. to cooperate with the Auditors requests.  
Typically, the Auditors will randomly select a specific number of students 
from each of the Title IV programs.  The files are pulled and given to the 
Auditors.  Any additional assistance requested is responded to in a timely 
manner. 
  
15.2 Guidelines  
  

A complete listing of financial aid audit guidelines is listed in the Audit 
Guide published by the U.S. Department of Education.  See this reference 
document for additional information. 

 

  
The Office of the Inspector General provides additional information about 
audits on the following web site: 
http://www.ed.gov/offices/OIG/nonfed/sfa.htm 

 
  

  
  
15.3     Liaison  
  

The Director is the liaison between the FAO and the Auditor.  Specific 
questions regarding procedures are addressed by the Director.  

 

  
  
  
  
  
  
 
 
 
 
 
 
 
 
 

 

  
  
  
  

SECTION 16: RESERVED FOR INSTITUTION  

Institutional Scholarships  



 Dillard University 
 Financial Aid Office 

Modified by D. Spellman - 146 -   
    

 Resources 
This section is reserved for any institution-specific area of policy and/or 
procedure not covered in sections 1-15.  

 

  
Policies 
 
Dillard University offers a competitive Scholarship/Grant Package to eligible first-
year students who demonstrated strong academic performance in high 
school. The primary criterion used to determine a student’s eligibility is based on 
the students’ ACT/SAT score and Cumulative Grade Point Average (GPA). 
However, in one or more of the scholarship and/or grant awards, there are other 
components that can factor into the student’s eligibility which includes: State of 
Residence, Housing (on-campus vs. off campus), and other Resources 
(Grant/Scholarships) the student may be receiving. All students who are regularly 
admitted to Dillard University have a strong chance of being awarded one of the 
following merit based awards! Please know that acceptance into Dillard University 
does not guarantee one of the below scholarships. Scholarship dollars are limited, 
thus Dillard University reserves the right, without notice, to limit (or not offer) any 
one of the scholarship discussed below. The University will, in writing, notify all 
student of their eligible scholarship. 
  
In recent years, the University has attracted stronger students thus making our 
applicant pool more competitive. In an effort to better select the most qualified 
students, newly graduated High School Senior who submits their Admission's 
Application and are admitted by the December 1st deadline, will be reviewed in 
its entirety to determine eligibility for the University Scholarship and the 
Presidential Scholarship. All other policies and procedures still apply. 
  
The merit based scholarships are awarded to eligible new students who are 
recent high school graduates, i.e. graduating the December or May prior to the 
start of the academic year the student first enters college as a traditional 
freshman.  
  
GAP Year:  Students who are called to Active Duty in the Military (Including 
combat training – documentation is required), and students who do not enter 
college up to one award year after the completion of high school 
(completion/graduation year will be confirmed from High School Transcript), may 
appeal to be reconsidered for the Institutional Scholarship that was previously 
awarded.  The student cannot have enrolled at any other institution in order to be 
considered. 
  
The Eligibility Notice of Scholarship Letter will be sent to applicable students who 
meet the minimum GPA requirements and are admitted to Dillard University by 
December 1st:  
  
For additional information and to review the Dillard University Scholarship 
Policy, CLICK HERE. All students are expected to read and be familiar with the 
scholarship policy. Failure to read the policy does not exempt a student from the 
implementation of the policy itself. Eligible recipients will also receive an 
Award/Scholarship Agreement in the mail which will provide further instructions 
and information regarding the award.  Dillard University reserves the right to 
reduce or cancel any Institutional Scholarship or Grant within the same award 
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year if the student is awarded another/other (i.e. private, state or federal) 
Scholarship or Grant funding which is applicable for Tuition and/or Room/Board.  
  

  

      DILLARD UNIVERSITY MERIT 

AWARDS       
  

Available to incoming freshman. No internal application needed. Eligibility for 
merit-based awards is determined based on student's; SAT/ACT score and GPA. 

  
Every student who is admitted to Dillard University will be considered for one of 

the following awards based on their presented credentials. A general overview of 
each award criteria is listed below. 

  
Fall 2020 profile: 

Average high school GPA = 3.24 
Average ACT = 21 

  
All Scholarship award amounts are based on yearly disbursement for fall and 
spring and are based on full-time enrollment.  Students must complete 24 credit 
hours at the end of the Spring semester and retain the required GPA for the 
respective scholarship award to be considered for scholarship renewal. 
 
University Scholarship – Full Tuition, Room and Board and mandatory fee 
 • Requirements: 3.8 GPA unweighted on a 4.0 scale with a 27 ACT composite 
or 1220 SAT combined score. 
 • Renewal Criteria: Recipient must maintain a cumulative 3.5 GPA and have 
earned a minimum of 24 credit hours at the end of each academic year. 
 
Presidential Scholarship – Full Tuition 
 • Requirements: 3.6 - 3.799 GPA unweighted on a 4.0 scale with a 25 ACT 
composite or a 1200 SAT combined score. 
 • Renewal Criteria: Recipient must maintain a cumulative 3.2 GPA and have 
earned a minimum of 24 credit hours at the end of each academic year. 
 
Dean’s Scholarship - $10,000 
 • Requirements: 3.0 -3.599 GPA with a 21 ACT composite score or a 1060 SAT 
combined score. 
 • Renewal Criteria: Recipient must maintain a cumulative 3.0 GPA and have 
earned a minimum of 24 credit hours at the end of each academic year. 
  
Dean's TEST OPTIONAL (TO) - $10,000 
 • Requirements: 3.6 GPA or higher 

•  • Renewal Criteria: Recipient must maintain a cumulative 3.0 GPA and have 
earned a minimum of 24 credit hours at the end of each academic year. 
  
  
Merit Scholarship - $8,000 
 • Requirements: 2.75 GPA with a 19 ACT composite score or a 990 SAT 
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combined score. 
 • Renewal Criteria: Recipient must maintain a cumulative 2.75 GPA and have 
earned a minimum of 24 credit hours at the end of each academic year. 
  
Merit TEST OPTIONAL (TO) - $8,000 
 • Requirements: 3.25 - 3.59 GPA  
 • Renewal Criteria: Recipient must maintain a cumulative 2.75 GPA and have 
earned a minimum of 24 credit hours at the end of each academic year. 
  
DU Grant I - $6,000 
 • Requirements: 2.5 GPA with an 18 ACT composite score or a 960 SAT 
combined score. 
 • Renewal Criteria: Recipient must maintain a cumulative 2.5 GPA and have 
earned a minimum of 24 credit hours at the end of each academic year.   
  
DU Grant TEST OPTIONAL (TO) - $6,000 
 • Requirements: 3.00 - 3.249 GPA  
 • Renewal Criteria: Recipient must maintain a cumulative 2.5 GPA and have 
earned a minimum of 24 credit hours at the end of each academic year.   
  
  
CLICK HERE to read the Scholarship Policy 
  
  

     DILLARD UNIVERSITY TRANSFER MERIT 

AWARDS      
  

Dillard University offers Transfer Scholarship Awards (Merit Scholarship and 
Grant) to eligible students, who have earned a minimum of 12 transferrable 
hours, before attending Dillard University. Transfer Merit Awards cannot be 

combined with Merit Based Scholarship Awards. 
Effective Fall 2022 New Awards are as follows: 

  
Transfer Scholarship 1 - $10,000 
 • Requirements: Transfer students with at least 12 completed credit hours with a 
cumulative GPA of 3.25 – 4.00 (on a 4.0 scale) 
 • Renewal Criteria: Recipient must maintain a cumulative 3.0 GPA and have 
earned a minimum of 24 credit hours at the end of each academic year. 
  
Transfer Scholarship 2 - $6,000 
 • Requirements: Transfer students with at least 12 completed credit hours with a 
cumulative GPA of 2.70 – 3.249 (on a 4.0 scale) 
 • Renewal:  Must maintain at least a 2.5 GPA and have earned a minimum of 24 
credit hours at the end of each academic year. 
  
Transfer DU Grant 1 - $4,000 
 • Transfer students with at least 12 completed credit hours with a cumulative 
GPA of 2.0 – 2.69 (on a 4.0 scale) 
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 • Renewal:  Must maintain at least a 2.0 GPA and have earned a minimum of 24 
credit hours at the end of each academic year. 
  
  
CLICK HERE to read the Scholarship Policy 
  
  

     DILLARD UNIVERSITY RE-

ADMIT AWARD      
  
Re-Admit Grant - $4,000 
Academic year award - $2000 per semester based on full-time enrollment 
 
 • Requirements:  Must have been previously enrolled at Dillard University 
and returning to DU after ceasing to enroll for a period of time.  Student must 
have been receiving a DU Institutional Scholarship while attending DU before 
stopping out. Must have a minimum cumulative GPA of 2.00 (on  a 4.0 scale).  

•  • Renewal:  Must maintain at least an overall cumulative 2.0 GPA  
  
  

     DU/LCTCS BLUE PRIDE AWARD      
  
DU/LCTCS Blue Pride Award - The Louisiana Community and Technical College 
System (LCTCS) and Dillard University (DU) jointly offers the LCTCS/DU Blue 
Pride Award Scholarship.  This maximum two (2) year transfer scholarship is 
worth up to $5,000/Year (up to $1,800/Year - Evening Program) for active Phi 
Theta Kappa (PTK) Honor Society student members who wish to transfer to DU 
upon completion of an associate's degree at a LCTCS college.  The scholarship 
will be a last dollar scholarship to fill the gap between tuition, mandatory fees, 
and awarded financial aid.  Students who meet the LCTCS/DU Blue Pride Award 
Scholarship transfer guidelines will be guaranteed admission to DU after 
completing an application to the college. 
  

• Requirements: 
Student must have completed an Associate Degree no earlier than Spring 2017. 
Student must be an active PTK member at time of graduation with a minimum 
Delgado Community College (DCC) GPA of a 3.25. 
Student must have completed a FAFSA. 
Student must have applied to DU. 
Student must enroll full-time at DU the semester following their completion of an 
associate degree. 
Student must maintain full-time enrollment and cumulative DU GPA of 3.25 to 
renew. 
  
  

            Need-Based Awards             
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Dillard University strives to help students meet their financial obligation through 
merit and need based awards. Merit awards are based on the student’s 
academic credentials submitted at the time of application. To further assist and 
to help decrease the loan indebtedness of students, the University awards a 
need-based grant called the Student Success Award. In considering the 
renewal of the award the following should be adhered to. 
  
Student Success Award: This award is a limited gap filler award that helps 
to shrink the costs that federal and/or state aid does not cover. The amount of 
the award varies depending on the student’s credentials 
identified above at the time of awarding.  The award is awarded up to 
a maximum of $2,000 (depending on the availability of funding) and is limited to 
eight semesters or four years, whichever comes first. Due to the limited 
resources, students living on campus are considered for the award, but other 
factor can be factored in when determining eligibility, such as the students’ ACT/ 
SAT score, Cumulative Grade Point Average (GPA), Expected Family 
Contribution (EFC), State of Residence and other Resources 
(Grant/Scholarships) the student may be receiving.  
  
Please Note:  If the student receives additional funding (federal, state, 
institutional or outside scholarships, grants/resources) within the award year, 
Dillard University reserves the right to reduce this award dollar-for-dollar. 
  
This award cannot be used for programs such as summer school, study abroad 
programs and the evening program. Funding is not guaranteed and is based on 
the availability of funding and the students need as defined by the 
FAFSA. Institutional funds are limited; thus Dillard University 
reserves the right to limit (or not offer) this award at any time 
during the academic year. 
  
Renewal: To be considered for this institutional award each subsequent year, 
students must have their FAFSA (the next year’s) and all associated required 
documents (verification worksheet, tax transcripts (returns), etc.) submitted on or 
before May 1st each academic year. The student’s housing status will be taken 
into consideration during the awarding and renewal process and based on 
limited funding the EFC can be taken into consideration. Students must also 
meet the Satisfactory Academic Progress Policy to be reconsidered and have 
earned a cumulative 2.0 grade point average.  
  
 
  

          Endowed / Non-Endowed 
Awards           

 
Dillard University also award students Endowed and Non-Endowed 
Grants/Scholarships awards. These awards are supported by our faithful donors 
(alumni and friends) of the University. Through the years donors have 
established awards based on certain criteria and a certain level of funding. 
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These awards are not guaranteed and depend on the market value each year. 
The Office of Financial Aid & Scholarships selects recipients based on the 
established criteria of the donor. Selection and awarding in any of the Endowed / 
Non-Endowed awards is not guaranteed for any year. For additional information, 
please visit the Office of Financial Aid & Scholarships. 
  
  

          IMPORTANT 
INFORMATION           

  
All recipients of the Institutional Scholarships and Grant Awards must meet initial 
and renewal requirements to receive the awards. University Scholarships 
(University, Presidential, Deans, Merit, DU Grant - including Test Optional) can 
be received up to 8 consecutive semesters - which equates to four (4) 
consecutive years unless the recipient completes the degree requirement prior to 
the maximum time allowed.  This includes the initial award year.  Renewal of the 
award is granted as long as the recipient meets the renewal eligibility 
requirements.  Transfer Scholarship Awards can be received for a maximum of 
three (3) consecutive years unless the recipient completes the degree 
requirement prior to the maximum time allowed.  Awards will be canceled if 
renewal requirements are not met.  
  
For additional detailed information please read the Dillard University Scholarship 
Policy, CLICK HERE. All students are expected to read and be 
familiar with the scholarship policy. Failure to read the policy does not 
exempt a student from the implementation of the policy itself. 
  
  
Notes:  When packaging financial aid awards, it is a federal requirement that 
awards cannot exceed the university’s total Cost of Attendance (COA).  
 
Students receiving outside scholarships and/or state aid can reduce the 
amount of an institutional award.   
 
Dillard University also include in a student’s award package, any scholarship 
that the University is made aware of that the student has applied for on his/her 
own, or those scholarships in which the school representative has selected the 
student to receive.  Dillard University also award students Endowed and Non-
Endowed Grants/Scholarships awards. 
 
  
 

SECTION 17: APPENDICES  

 Resources 
17.1  Forms  
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To administer the Title IV programs that Dillard University 
participates in, the following forms are used by the staff. Such 
forms include but are not limited to: 

 

  
¨ Appeal forms for professional judgment (such as satisfactory 

academic progress appeals, budget adjustments, change of 
dependency status, Scholarships, etc.) 

 

  
¨ Application forms (e.g. FAFSA, institutional forms, 

scholarship forms, state aid forms, outside aid forms, etc.) 
 

  
¨ Authorization forms for cash management requirements  
  
¨ Award Notifications  
  
¨ Decline Award Form 
¨  
¨ Revised Award Notifications 

 

  
¨ FERPA authorization consent forms  
  
¨ I-9 forms for student employees  
  
¨ Secondary eligible noncitizen confirmation form (G-845S)  
  
¨ Student employee time sheets  
  
¨ Off campus student employment agreements  
  
¨ Satisfactory Academic Progress correspondence  
  
¨ Tax forms (samples of 1040, 1040A, 1040EZ, Telefile forms, 

etc. Federal Tax Return Transcripts.) 
 

  
¨ Alternative tax forms (samples of RTFTP, W-2s, 2950-C, 

1951-C etc.) 
 

  
¨ Untaxed income documentation (samples of Social Security 

Administration forms, child support documentation, etc.) 
 

  
¨ Verification Forms  
  
¨ Return of Title IV funds worksheets  
  
¨ Return of Title IV funds correspondence to students/parents  
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¨ Overpayment referral forms  
  
¨ Withdrawal forms  
  
  
  
17.2  Resources & Reference Documents  
  
Some useful resources and reference documents might include 
but are not limited to: 

 

  
¨ Actions Letters  
  
¨ The Audit Guide  
  
¨ The Blue Book  
  
¨ The Common Manual (National Council on Higher 

Education Loan Programs) 
 

  
¨ Compilation of Federal Regulations  
  
¨ Dear Colleague/Partner Letters  
  
¨ Direct Loan Bulletins  
  
¨ Direct Loan School Guide  
  
¨ Direct Loan Technical Reference  
  
¨ EDE Technical References  
  
¨ Electronic Announcements  
  
¨ FWS Resource Guide  
  
¨ A Guide to ISIRs  
  
¨ Health and Human Services SFA Guidelines  
  
¨ NASFAA Encyclopedia  
  
¨ NASFAA CORE materials  
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¨ NASFAA Title IV Eligibility Checklist  
  
¨ NASFAA Using Federal Tax Returns in Need Analysis  
  
¨ NASFAA Monographs  
  
¨ NASFAA Self-Evaluation Guide  
  
¨ NASFAA Training materials  
  
¨ SFA Handbook 

 
¨ Online:  IFAP 

 

  
  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	


