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READING HOSPITAL SCHOOL OF HEALTH SCIENCES
POLICY NO. 621

SUBJECT: Adequate Checks and Balances

Responsibility of: Director of Financial Aid and Budget
Originated: June, 2012  Revised: July, 2014 Reviewed: July, 2014

SCOPE: Institutional Administrative Capability and Fiscal Management Compliance

PURPOSE: Federal guidelines require documentation of clear and separate division of
responsibility for the administration of financial aid programs between the Financial Aid Office
and the Fiscal Office (Student Accounts Office)

POLICY:: Reading Hospital School of Health Sciences (RHSHS) administers Title IV and HEA
programs with adequate checks and balances in its system of internal controls and divides the
functions of authorizing payments and disbursing or delivering funds so that no office has the
responsibility for both functions with respect to any particular student aided under the programs.

DEFINITIONS: N/A

PROCEDURE: The responsibility of the Financial Aid Office at RHSHS is to seek out sources
of federal, state, institutional and private funding and make them available to prospective and
current students without regard to race, creed, national origin, sex, handicap or age. Financial aid
IS intended to assist those students who would otherwise be unable to afford the cost of an
education beyond high school. Most types of aid are awarded on the basis of demonstrated
financial need (the difference between the cost of attendance and the expected family
contribution). Once the Financial Aid Office has received the students’ FAFSA results, a
financial aid package and award will be developed for the academic year based on eligibility
requirements. An award letter is sent to the student for acceptance and after being returned to
RHSHS, the aid is originated and requested through ED.

The responsibility of the Student Accounts Office at RHSHS is to process student tuition bills,
collect payments, draw down federal funds and post financial aid disbursements to the students’
account ledger history in GradPro and process student refunds. Other responsibilities include DL
and Pell reconciliation and the preparation of monthly reports of income and disbursements for
reconciliation purposes with the Fiscal Dept. in the Reading Health System.

Because of privacy laws, Financial Aid information is kept separate from all other files related to
a student. All financial aid information is kept in the Financial Aid Department and the GradPro
system is utilized for maintaining records of accounting transactions.

Currently, yearly fiscal audits and reviews are completed by Price Waterhouse Coopers and
Deloitte & Touche LLP.
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Office Hours: Student Accounts M-F 8-4:30
Financial Aid Office M, W, Th 8-5
T 8-7

Fr 8-4:30

Appointments can be made by contacting one of the following staff members:
Robin Hall, Director of Financial Aid and Budget

Linda Ross, Financial Aid Officer
Steve Swan, Student Accounts Officer

EDUCATION AND TRAINING: N/A

REFERENCES: CFR 668.16( c)

COMMITTEE AND COUNCIL APPROVALS: SHS Director’s Meeting, 9/22/14
CANCELLATION: Reading Health System policies directly related to this topic shall

supersede this RHSHS policy. This policy supersedes all previous policies, memoranda, and/or
other communications pertaining to this policy.
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