
SECTION F: FINANCIAL AID 

I. Overview 

The Financial Aid Disbursement section is intended to provide information on the financial aid 

disbursement process responsibilities of the regional Business Offices. 

In order for the Business Office personnel to perform their function effectively, it is necessary to 

provide an overview of the financial aid programs available at IVTC. Continuous and effective 

communication is vital between the regional Business Office and the Financial Aid Office staff 

to ensure proper disbursement and accounting are maintained for each student receiving financial 

aid. 

II. Financial Aid Programs 

The most common financial aid programs available at the College include: 

Federal programs 

1) Pell Grant Program 

2) Supplemental Educational Opportunity Grant 

3) Work-Study Program 

4) Stafford Loan Program 

5) Plus Loan Program 

State programs 

1) Higher Education Award 

2) Nursing Scholarship 

3) Hoosier Scholarship 

Private monies include: 

1) Lilly Endowment Educational Award 

2) Foundation scholarships and loans 



The College also provides assistance through the College Fee Remissions such as Statutory, 

Employee, and Discretionary Fee Remissions. 

A brief description of several of the programs follows. For a complete description of each 

program's requirements, refer to your regional Financial Aid Office. Each area also provides 

College policy pertaining to the Business Office responsibilities regarding each program. 

A. Federal Pell Grant Program 

The Federal Pell Grant Program is intended to provide a basic level of assistance to which other 

forms of student aid can be added to enable needy students to pursue an education. This is the 

major financial aid program administered at the College. The actual disbursement of the monies 

for this program is made through the Student Information System (SIS) from the Financial Aid 

Management component. This process is described in detail later in this section. 

This program is generally accounted for financially on a reimbursement basis. The College 

disburses the funds to students, then requests reimbursement from the federal Department of 

Education (ED). Certain requirements must be met for the College to receive reimbursement for 

each student. If those requirements are not met, the College does not receive reimbursement for 

that particular student. The deadline is September 30 of each year. The College must have 

satisfactorily submitted the information necessary to receive reimbursement by that deadline. If 

the College does not successfully receive reimbursement by the deadline, then reimbursement 

may not be made to the College. The funds paid that student may ultimately be charged to the 

Operations Fund at the Region. 

The regional Financial Aid Office has the major responsibility in obtaining the reimbursement. 

Therefore, it is an advantage to monitor this reimbursement process especially as the deadline 

approaches each year. Contact the regional Financial Aid Manager for additional information 

regarding this process. 

B. Federal Supplemental Educational Opportunity Grant (FSEOG) 

The FSEOG program awards grants to students with financial need in order to help meet their 

cost of education. The funding is received in one (1) allocation to the College, and the College 

allocates these funds to participating regional campuses. The regional Financial Aid Office 

personnel determine the award made to the individual student. 

C. Federal Work-Study Program (FWS) 



The purpose of the Federal Work-Study Program (formerly College Work-Study) is to stimulate 

and promote the part-time employment of students who are enrolled as undergraduate students 

and who are in need of earnings from employment to pursue courses of study. The federal 

government and the College each provide a portion of the student's wage. The federal 

government provides one (1) allocation to the College. The College combines the federal 

allocation and the College portion and allocates the funds to the regional campuses. The regional 

Financial Aid Office determines the award given to the student. 

1. Disbursement 

FWS students are paid on the College's non-exempt (hourly) payroll schedule. The Human 

Resource System (HRS) is used to automatically charge the federal share and the College's share 

to the appropriate accounts. When a payroll check is issued to a FWS student, it should be 

disbursed to the student in the same manner as other payroll checks. 

2. Off-Campus Work-Study Students 

When the Financial Aid Office has made arrangements for a student to work for an off-campus 

agency, a signed agreement must be in the student's file. The Business Office will need to bill the 

off-campus agency for not less than the institutional share. The off-campus expenditures must be 

identified separately and recorded in the Operations Fund and Student Aid Federal Fund. When 

the off-campus billing is received, the funds should be deposited in the regional Overhead 

Recovery account, and not applied against the expenditure account. A Budget Transfer should 

then be prepared by the Region to cover that expenditure. 

3. Overpayment 

Any overpayment made to students must be returned to the Federal Work-Study Program. It is 

the responsibility of the student to repay any overpayment. An overpayment consists of hours not 

worked by the student, or an administrative error in the reporting of hours worked. 

D. Federal Stafford Loan 

The Federal Stafford Loan Program was authorized to make long-term, deferred payback, 

educational loans available to all eligible students. 

The College is not a lender in the program. The Financial Aid Office's responsibilities among 

others are: (a) to furnish certain information to the lender, (b) default management, and (c) 



student file maintenance. The Business Office responsibility, since the loan check is sent to the 

College, is to release the disbursed funds to the student. 

Stafford Loan checks are issued co-payable to the student and the College, and mailed to the 

College. 

The Business Office may process a student's check only after eligibility verification is received 

from the Financial Aid Office. 

Refer to the SIS Billing/Receivables Users Manual for specific details regarding processing 

Stafford Loan checks using the SIS system. 

Custody of Stafford Loan checks must be retained by the Business Office until either deposited 

in the regional depository account to be credited to the student account or returned to the 

financial institution which originally disbursed the check. A Stafford Loan check log is required 

to be maintained to record the status of the check. When the check is initially received it is the 

Business Office's responsibility to notify the Financial Aid Department of its receipt. 

The check log must be maintained identifying: 

1) Student 

2) Lender 

3) Date check issued 

4) Date check received 

5) Stafford loan check number 

6) Stafford loan check amount 

7) Date returned to lender, if appropriate 

8) Date school endorsed student loan check 

Stafford Loan checks are to be processed through the SIS. The check, once approved for 

distribution, should be credited to the student's account. Any amount owed the College will 

automatically be deducted from the check. Then a refund, if any, will be issued to the student 

during the next refund cycle. 



If a student requests that the College hold the funds, the College may do so. If this should 

happen, the funds should be placed in a liability account in the Student Aid Other Fund. The 

portion that the student uses for fees and other charges should be transferred each enrollment 

period. Upon the student's request, the balance of remaining funds, or part thereof, must be 

remitted to the student under the condition that the student is enrolled at a half-time status, or 

greater, at the time of remittance. 

E. Federal PLUS Loan Program 

The purpose of the Federal PLUS Loan Program is to provide non-subsidized deferred payback 

loan guarantees for parents of dependent students. 

The policy on the processing of PLUS Loan checks is as follows: 

1. When the Region receives a PLUS Loan check from the bank, the Business Office will retain 

custody of the check. A check log will be maintained with the same information required for a 

Stafford Loan check, as described previously within this section. In addition, the parent name 

needs to be included as payee. 

2. The Business Office should notify the Financial Aid Office to verify eligibility of the student. 

If a student is not eligible, the check is to be returned to the lender. If the student is eligible, then 

the parent is to be notified to come to the Site and endorse the check. The Site may mail the 

check to the parent to be endorsed and returned to the Region, but only after the Financial Aid 

Office has determined that the student is eligible. 

3. If the student owes fees and there is no other financial aid which covers the fees, then the 

parent should sign a statement allowing the Site to satisfy those fees owed by the student with 

the PLUS loan. Any remaining amount would be remitted to the parent. If the parent will not 

sign the statement, then the Site should hold the check and return it to the lender. The rationale 

for this is that the student will have to be withdrawn from the classes because fees are 

unsatisfied. 

4. After the parent gives written permission to satisfy any fees owed the College by the student 

and the parent endorses the check, the Site will deposit the check into the revolving fund and 

write two checks; one to the College to satisfy the student charges not covered by other financial 

aid, and one to the parent for any remaining excess funds to be given promptly to the parent. The 

Region may mail the check to the parent. 

F. Higher Education Award (HEA) 



This program is designed to help provide an Indiana student with the means to meet his or her 

cost of education, and is only available to full-time students. The State grants are determined and 

adjusted by the State Student Assistance Commission of Indiana (SSACI). 

The grants awarded under this program are for the fall and spring semesters; there are no summer 

awards. The grant may be used only for the general fee and student activity fees. If the semester 

grant is greater than the fees charged, that excess must not be remitted to the student. However, 

that excess amount may be applied to a succeeding semester. 

G. Hoosier Scholarships 

This program is a merit scholarship awarded to various high school students. The award is one 

(1) payment to the student in the fall term in the amount specified by SSACI. 

H. Lilly Endowment Educational Award (LEEA) 

This program is designed to help provide an Indiana student with the means to meet the cost of 

education, and is only available to full-time students. The monies are donated by the Lilly 

Foundation and are administered through SSACI. 

The grants awarded under this program are for the fall and spring semesters. The grant may be 

used for the general fee, student activity fees, and bookstore charges. The excess may be remitted 

to the student. 

I. Fee Remissions 

Currently the College recognizes three (3) types of student fee remissions: 

1) Statutory Fee Remission 

2) Employee Fee Remission 

3) Discretionary Fee Remission 

The Statutory Fee Remission program may be used to pay for the College's general fee. 

The Employee Fee Remission program may be used to pay for the College's general fee. 

The Discretionary Fee Remission may be used to pay for the College's out-of-state tuition and 

general fee. 



These fee remission programs cover fees only, and any excess awarded may not be remitted to 

the student, or used to satisfy uncollectible accounts receivable. 

If the student is using the fee remission for payment of fees, the Financial Aid Office will 

provide the Business Office with the award amount(s) by either inputting the amounts in the SIS 

to feed to Screen 409 (most commonly used) or by use of the Financial Aid Notification form. 

Any changes in the awards should be communicated using the same methods as noted above. 

III. Financial Aid Feed to SIS Billing/Receivables Component 

The student's award package is created using the Financial Aid Management component of SIS. 

The student's financial aid package is fed to the B/R system via an automated feed (SBA590). 

Before the actual feed is run, two non-update SBA590 reports are run on different dates and 

routed to the regional Financial Aid Offices for their review. The non-update SBA590 report 

simulates the financial aid feed. The regional Financial Aid Departments use this report to verify 

the financial aid to be processed prior to the actual feed. After the actual feed is run, a SBA590 

update report is run which generates the output for the feed. You should be aware each semester 

term of the dates scheduled for the update SBA590 feeds. 

The SBA590 feed generates a credit posting to each student's B/R account. Any amount 

remaining in the student's account after all charges have been satisfied is paid by the regular 

refund process (refer to FMM, Section G, Revenue Collections, for details). 

All checks received by the Region from this refund process should be analyzed by the Business 

Office personnel to determine what caused the refund. The refund could have been generated 

based solely on financial aid, or based solely on a general credit (dropped class, student 

payment...) or a combination of the two. If any financial aid has been credited to the student's 

account, the Business Office should notify the Financial Aid Office that the check has been 

received. 

The Financial Aid Office is then responsible for determining if the financial aid credited was 

appropriate. If the check is related to any other general credit to the student account, the Business 

Office must determine the appropriateness of the check. 

  

IV. Financial Aid Notification 

The Financial Aid Notification form (Exhibit A) is used to communicate to the student the 

financial aid offered for the award period by the College's Financial Aid Office. Once the student 



accepts the aid offered, as evidenced by signing and returning the form to the Financial Aid 

Office, the accepted financial aid amounts are communicated to the Business Office and 

Bookstore via the Student Information System. The Business Office and Bookstore may then 

defer the payment of the student's tuition and fees based upon the accepted financial aid 

amounts. 

In the event that a student's accepted award information changes, the Financial Aid Office must 

inform the Business Office of the change. 

This form is also used as a means for the student to certify that the student is financially 

responsible if for any reason the financial aid award is revised. It also allows the College to 

utilize the aid to pay for any tuition, fees, bookstore charges and other obligations. The form also 

informs the student of his or her right to contact the Business Office if he or she wishes to make 

other arrangements for bookstore charges and/or other obligations. 

V. Other Policies 

A. Overpayment(s) 

All overpayments of financial aid must be identified by the Financial Aid Office and collected by 

the Business Office. It is the responsibility and liability of the student to repay any overpayment. 

An overpayment may be collected by reducing the student's next term award. In addition, the 

College is also liable for an overpayment due to an administrative error. If an overpayment 

cannot be collected from the student, the College must repay those funds to the appropriate 

program. This amount will be charged to the Region's Operations Fund. If not at fault, the 

College must assist the Department of Education in collection of federally awarded monies. 

B. Returned Checks 

According to Federal regulations, any financial aid check(s) not claimed within fifteen calendar 

days after the end of the award year must be returned to the appropriate program. As a College 

policy, the Business Office should return any unclaimed check within thirty (30) days after 

receiving it from Central Office to the Central Office Financial Aid Accounting Department. A 

list must be provided of any unclaimed financial aid check(s) noting student name, identification 

number, and check amount before returning the check(s) to the Financial Aid Accounting 

Department. 

C. Student Refund Checks - Voids and Stop Payments 



Any student refund checks that include financial aid funds that need to be voided must have a 

financial aid void check form (Exhibit B) filled out. Send the completed form with the check 

marked "Void" to the Central Office Financial Aid Accounting Department. 

Any student refund check which needs to have a stop payment placed on it must be phoned in to 

the Central Office Financial Aid Accounting Department. Please have the following information 

on hand: Region Number, Check Number, Check Date, Student ID, Requested by, Check 

Amount, Term/Subcode, and a reason for the Stop Payment. 

A stop payment will not be placed on a check until five (5) days after issuance. 

D. Prorata Refunds 

As mandated by the federal government, prorata refunds will be provided to any student who is a 

Title IV financial aid recipient and attending Ivy Tech Community College of Indiana for the 

first time or a first-time transfer student. The student must have withdrawn completely from all 

classes enrolled before the sixty percent point in the enrollment period. 

Refer to Section G, Revenue Collections for more detailed information. 

 


