INSTITUTIONAL ANNUAL SELF-EVALUATION
PERIOD UNDER EVALUATION    FROM _______________   TO   ______________

Institutional Documentation:
Location
Compliance
Current State Agency approval to operate.
Administrative File
___________

Current status from the accrediting commission. 
Administrative File
___________

United States Department of Education:

Current ECAR (Eligibility Notice) 
Administrative File
___________

Current Participation Agreement 
Administrative File
___________

Current Award/Authorization Letters 
Administrative File
___________

Current documentation must include current location of the main campus, its branches, and its auxiliary classrooms.   
The courses of study offered at each location.  
Length and credit hours/clock hours of each course.  
Clear indication from all agencies to indicate that the institution uses semester, trimester or quarter credit hours, or clock hours to measure the course contents.  
The name of current owner, partners, stock holders of a corporation and board of directors, if a non-profit corporation.
Reference materials: 
Location
Compliance
Annual Financial Aid Handbook 
Binder
___________

Annual Verification Guide 
Binder
___________

Annual EFC manual 
Binder
___________

Dear Colleague letters 
Binder
___________

Code of Federal Regulations Compilation
Binder
___________

Federal Registers
Binder
___________

Annual Pell Grant Payment schedule 
Binder
___________

Annual Pell Grant Formula 
Binder
___________

USDE/NACUBO’s “Blue Book” 
Binder
___________

G5 User’s Guide
Binder
___________

Audit Guide 
Binder
___________

Accrediting commission’s newsletters 
Binder
___________

Financial Aid Officers association’s newsletters 
Binder
___________

Current Institutional procedure manual 
Binder
___________

Current Institutional Catalog 
Binder
___________

Institutional policies: 
Location
Compliance

Admissions 
Catalog
___________

Grading 
Catalog
___________

Satisfactory Progress  
Catalog
___________

Attendance 
Catalog
___________

Awarding of Aid 
Catalog
___________

Graduation 
Catalog
___________

Leave of Absence 
Catalog
___________

Grievance 
Catalog
___________

Refund 
Catalog
___________

Distribution of refunds 
Catalog
___________

Placement 
Catalog
___________

Consumer Information 
Catalog
___________

Institutional Personnel: 
Location
Compliance

Organization chart 
Procedures Manual
___________

Titles 
Procedures Manual
___________

Duties 
Procedures Manual
___________

Responsibilities 
Procedures Manual
___________

Staff meetings 
Procedures Manual
___________

Institutional Procedures: 
Location
Compliance

Recruiting 
Procedures Manual
___________

Admissions 
Procedures Manual
___________

Financial Aid applications 
Procedures Manual
___________


Supporting documentation 
Procedures Manual
___________

Verification  
Procedures Manual
___________


Supporting documentation 
Procedures Manual
___________

Determining Need 
Procedures Manual
___________

Selecting recipients 
Procedures Manual
___________

Awarding Aid 
Procedures Manual
___________

Calculating amounts of eligibility 
Procedures Manual
___________

Loan certifications 
Procedures Manual
___________

Scheduling disbursements 
Procedures Manual
___________

Cash Requesting 
Procedures Manual
___________

Disbursing aid 
Procedures Manual
___________

Satisfactory Progress Reviews 
Procedures Manual
___________

Institutional Procedures:(continue) 
Location
Compliance
Attendance 
Procedures Manual
___________

Leave of absence 
Procedures Manual
___________

Terminations 
Procedures Manual
___________

Refund Calculations 
Procedures Manual
___________

Refund distribution 
Procedures Manual
___________

Notice to lenders 
Procedures Manual
___________

Notice to students 
Procedures Manual
___________

Graduate follow-up 
Procedures Manual
___________

Employer follow-up 
Procedures Manual
___________

Reporting: Institutional Procedures: 
Location
Compliance

Bank Reconciliation.
Administrative File
________

Pell IPS.
Administrative File
________

ED PMS 272 quarterly report.
Administrative File
________

ED PMS 270 Cash Request.
Administrative File
________

Fiscal Operations report.
Administrative File
________

IPEDS.
Administrative File
________

Annual accrediting commission report.
Administrative File
________

Annual state agency report.
Administrative File
________

Financial Aid Audit Report.
Administrative File
________

Program Review.
Administrative File
________

Institutional Financial Statements.
Administrative File
________

Self evaluation conducted by:
Title
Date

______________________________________
__________________
________

______________________________________
__________________
________

______________________________________
__________________
________

______________________________________
__________________
________

______________________________________
__________________
________
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