Student Financial Appeals Process- DRAFT

Student wants a refund

for a tuition/fee balance.

A
Student is provided
Student Accounts Appeals
form by the Registrar’s
Office staff or obtains one
online.

Student submits
completed document to
the Registrar’s Office

v

Completed Student
Accounts Appeals form is
routed to the Assistant
Registrar for logging and
scanning.

v

The Assistant Registrar
pulls all vital documents/
communications and
transaction data relative to
the appeal and scans it
into Doc E View.

¥

Assistant Registrar sends
list of appeals to Director of
Financial Aid, Registrar,
Accounts Receivable
Manager and AVP for
Student Services to review
appeals and documents
prior to meeting.

s the reason for the appeal a death o

student/ death in family, military

deployment substantiated with
appropriate documentation?

NO

Appeal is
automatically
approved.

Further
documentation
may be requested

Every third week of the
month a Refund Appeals
Committee meeting
including the Director of
Financial Aid, Registrar,
Accounts Receivable and
AVP Student Services is
held to review the appeals

Does the student'’s reason for the

appeal meet the test of mitigating
circumstances outlined in the
procedure?

Appeal is upheld and
committee members make
record of this in their
respective parts of the
student information system.

Letter is sent denying
appeal and outlining how the
appeal does not meet the
mitigating circumstances.

A

Financial Services Processes Refund

Letter is sent to student from the AVP
Student Services notifying them of

the result of the appeal and how the
decision was reached.
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Steps in the Refund Process

Describe Key Actions

Key Points

Process Owners

Refund appeals forms are received by the
Records and Registration office.

Document receipt is logged.

Assistant Registrar

Supporting documents for the appeal are
researched and scanned.

Copy of all communication relevant to the
appeal, copy of add/drop records. Copy
of financial aid information.

All information that is relevant to the
appeal is needed so a quick and informed
decision can be made.

Assistant Registrar

Prior to monthly meeting Assistant
Registrar sends list of students for appeal
to committee (Financial Services,
Registrar, AVP for Student Services and
Financial Aid Director)

Excel list is sent to team

Team reviews documents virtually and
prints only what is necessary.

Assistant Registrar

Documents are reviewed by Appeal
Committee members using Doc E
View/Scan

Team members will review and note
concerns form their respective areas in
preparation for the Appeal Committee
meeting

Appeal Committee members

Appeal Committee meets monthly makes
recommendations regarding appeal to
approve/deny.

Committee reviews all appeals that are
not for death in family/military
deployment.

Appeals for death in family/military are
automatic 100% approvals. Done by AVP
for Student Services.

Appeal Committee members

Scan final copy and email business office
to check Doc E View.

AVP office scan doc and emails Business
Office to process

Appeal Committee decision is sent to
student via hard copy mail, copy to
scanned file

Executive Secretary to AVP sends letter
using Comm section of Datatel.

Letter should contain an explanation of
the decision and how it was reached to
minimize follow-up phone calls.

Final letter is scaned into system as a

reference tool.
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