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U.S. Department of Education (ED)
Institutional Participation and Oversight Service
Office of Student Financial Assistance
N1-441-00- |

The following schedule is for records created by ED documenting the process by which
an institution is approved to participate in Student Financial Assistance (SEA) programs
authorized by Title IV of the Higher Education Act (HEA) of 1965, as amended. The
records also document oversight of an institution’s compliance with the regulations
governing Title IV Programs. The records include documentation provided by the
financial aid community (institutions, accreditation and state licensing agencies,
guaranty agencies and lenders, and auditors) pertaining to an institution’s participation
in the Title IV Programs. This schedule applies to records maintained by the
Department (Case Management and Oversight, formerly known as the Institutional
Participation and Oversight Service) in headquarters and at the Washington National

Records Center.

Included are the following: 1)Applicationfor Approval to Participate in Federal
Student Financial Aid Programs required from institutions submitting applications for
initial participation, recertification, changes in ownership or restructure, reinstatement,
and other changes in its relation to ED Student Financial Aid Programs. Beginning
July 1, 1998 institutions are encouraged to submit their application electronically. The
Department, however, will continue to accept paper applications. 2) Financial
Statements that report the financial condition of institutions participating in the Title IV
programs. The reports include audit opinion, balance sheet, income statement,
statement of cash flows, and correspondence with financial institutions. 3) Audit
Reports, which detail the Title IV Programs audits of participating postsecondary
institutions. The reports provide the audited period, management assertions, the
auditor information sheet, schedule of findings, questioned costs, summary schedules
A, B and C, and a corrective action plan. 4) Program Review Reports that monitor,
document, and determine a participating postsecondary institution’s compliance with the
Title IV SFA programs. The program review reports drafted by the Department
emphasize the scope of the review, findings of non-compliance, regulatory authority, .
and corrective action.




DESCRIPTION OF RECORDS

1. Eligibility Files

a. Applications completed by educational institutions and submitted to

the Department of Education in order to certify for participation in the
TitleIV SFA Programs, and Program Participation Agreements made
between the Department and certified educational institutions.

Disuosition: TEMPORARY. Cutoff files 1 year after the institution’s
next re-certification into the program. Retire to the Washington
National Records Center 1 year after cut off. Destroy 8 years after
cutoff.

Correspondence, memorandum, and other documents relevant to
Applications and Program Participation Agreements.

Disuosition: TEMPORARY. Cutoff files 1year after the institutions
re-certificationinto program. Destroy 8 years after cutoff, or when no
longer needed by the Department of Education for reference purposes.

Electronic copies of applications received through Postsecondary
Education Participants System (PEPS) via the Internet.

Disposition: A hard copy of the application is printed out and placed in the
appropriatefile [see nemlA) P PS will be scheduled at a later da
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2. Financial Statefnent Files

a.

0. €

Includes financial statements submitted annually by participating Title
IV institutions, balance sheets, cash flow information, information
concerning income/retained earnings, and other related
correspondence. These records are compiled in support of applications
completed to certify or re-certify an organization as eligible to
participate in Title IV SFA Programs.

Disposition: TEMPORARY. Cutoff files 2 years after the end of the
fiscal year in which the review is completed. Retire filesto the
Washington National Records Center 2 years after cutoff. Destroy 8
years after cutoff.

bobonic version of focords Cf:,’q]lffg) by elc¥onic.
Mlc,{ O wﬂ\’d pm:%ém// Apph /i (a‘ﬁ &ns

Dispo 5n‘1m Tompoia ;/ Vel when e apy 1=

o AT reﬁmnw 2

; v need %
qgnerﬁ\jl'ﬂ oY when n‘;é‘é;; té” Nf) \14\‘\‘

PO AA OV whl"lléh / N ‘ r’*f



b. Word Processing and Electronic Records

Electronic version of records created by electronic mail or word

processing

applications.

Disuosition; TEMPORARY. Delete when file copy is generated or

when

no longer needed for reference or updating, whichever is sooner.

3. Audit Reports

a.

Includes compliance audit reports, audit clearance documents,
schedule of findings, summary schedules, and other correspondence
submitted by participating Title IV institutions in support of
applications completed to certify or re-certify an organization as
eligible to participate in TitleIV SFA Programs.

Disposition: TEMPORARY. Cutoff files 2 years after the end of the
fiscal year in which the review is completed. Retire to the Washington
National Records Center 2 years after cutoff. Destroy 8 years after
cutoff.

Word Processing and Electronic Records.

Electronic version of records created by electronic mail or word
processing applications.

Disposition;: TEMPORARY. Delete when file copy is generated or
when no longer needed for reference or updating, whichever is sooner.

4. Program Review Files

a.

Includes program review reports, which monitor, document, and

determine
whether participating post-secondary institutionscomply with Title IV
SFA financial and other program requirements, with other related

correspondence.

Disposition: TEMPORARY. Cutoff files 1 year after the institution
terminates from the Title IV SFA Programs. Retire to the
Washington National Records Center 1year after cutoff. Destroy 8
years after cutoff.




b. Word Processing and Electronic Records

Electronic version of records created by electronic mail or word
processing applications.

*Disposition: TEMPORARY. Delete when file copy is generated or when no longer
needed for reference or updating, whichever is sooner.




