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Peralta Community College District 
Financial Aid Supervisor/Manager Meeting Minutes 

Thursday, February 4, 2016 
 

Present: Dave Nguyen/ FA District Director, Jackie Vo/FA Sup-COA, Joseph Koroma /FA Sup-Laney, Ernesto Nery/FA Sup-Merritt, 
Dominique Benavides/FA Sys Analyst-District 
 
Lead: Dave Nguyen/Director of Financial Aid  
Minutes: Dominique Benavides/FA Sys Analyst-District 
 
 

Agenda Item Discussion 
Follow Up 
Action (if 
needed)  

I. District and Campus 
Updates 

Ernesto reported Merritt is ensuring students attend loan and SAP workshops. 
Students have been receptive. Workshops have had full attendance. He hopes to 
transition to SAP TV such as COA. File processing is moving along. Turnaround time 
in processing has improved. There have been a few specialists that have been out 
of the office which has created difficulty in certain areas. There is a need for more 
than one person to be trained on their specialized area so that students are not 
impacted when one person is out. Dave noted perhaps hiring an hourly could assist 
with job placement and default management. Ernesto would like to take at least 2 
staff to CCCSFA. All have expressed they would like to attend.  
 
Jackie reported that she also needs assistance with job placement. COA is currently 
advertising for a Financial Aid Specialist focusing on Federal work study. Currently 
Lan Pham is assisting in this area. SAP online sessions have received good 
feedback from students. Workshops have been productive. COA provided outreach 
to Castlemont High School this past week. Processing files is taking 3-4 weeks. She 
is looking into sending out post withdrawal letters to address students who may be 
eligible for a post withdrawal disbursement in Spring 16. She also noted that she 
and 3 specialists will attend the CCCSFA.  
 
Joseph hopes that at least 3 staff will attend the CCCSFA. Beginning Feb 8th, he 
will be hiring 2 hourly clerical. There is one permanent vacancy. SAP appeals appts 

N/A 
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begin Feb 8th. All 4 counters have been open for the first 2 weeks. Joseph is 
looking into FA TV. President has asked if staff are available to work on Saturdays. 
Overtime was offered. Staff have not been receptive. Joseph and hourly staff 
member worked but only served 7 students on Saturday. He will be reorganizing 
the office and attempting to restructure the filing system as they are only required 
to keep files for the past 3 years.  
 
No report for Berkeley City College 
 
  

II. 2015-2016 District 
Update 

Dave reported that District FA have worked to try and resolve anomalies with 
disbursements. Dom has worked with District Finance and IT. A request to 
consolidate email requests instead of multiple emails a day. Dom is working on 
BOG fee waiver notification loss. The email is expected to go out by 2/15. After 
2/15, we will revisit Summer configuration to allow staff to package for Summer. 
Beginning in early March, 2016-2017 aid year configurations and testing will begin. 
Dave will be sending out new forms.  The new aid year configuration may require a 
technical modification to load isirs. Mid-April is the expected deadline. New 
checklists will be assigned as well for the new aid year.  
 

A) Paid Sick Leave. Any students who are reporting paid sick leave should not 
be paid out of federal work study budgets or adm allowance. Campus 
business office should provide additional information. Dave will be following 
up regarding the protocol with Finance regarding forms  

B) District FA now has access to schedule fa reports and queries. A 
conversation regarding criteria occurred. It was agreed that the R2T4 query 
will be revised to only reflect awarded students in EXCEL format  

C) Dom emphasized adding comments in View FA Status page to identify files 
that are incomplete especially when verification has been completed 

D) SAP appeals. Dave encouraged each college to ensure that the process is 
transparent and that all members are fairly approving or denying unbiased. 
Joseph noted that because of his office has 3 separate committees; 
professional judgment may vary and have different outcomes.  

E) We are working with IT to address disbursement scheduled dates and 
exploring different options on publishing the date.   

 



3 
 

F) Dom reviewed the Review status update in View FA Status. We will not be 
running a process to switch it back to review incomplete. Staff should note 
that if the status is updated to complete, it will not switch back if another 
checklist arises at a later time.  

G) Spring 16 awards will not be cancelled as students may enroll at a later 
date. Further reconsideration will happen after census.  

H) Ed Services is producing Gainful Employment links. District FA will providing 
access to those links so campuses can post them on FA websites and/or 
Campus Program pages. Dom to follow up with Ed Services 

I) Full Time Success file. District FA will be submitting another file for the 
campuses to CSAC 

J) Reminder to review FA Compliance checklist.   
K) BFAP – P1 allocation should have been received. Each campus should 

ensure they are projected to spend their dollars. Post an event on 
ICanAffordCollege.com to receive the $5K. District FA will mass award 
remaining SEOG dollars for each college.  If you feel that FWS will not be 
spent contact Dave so that funds can be moved.  

L) FISAP – Colleges will notice funding has declined due to the numbers 
reported in FISAP. Please send Dave the tentative funding report.  
 

III. FA/A&R Training, 
Conferences 

 
Region III meeting is at COA on Thursday Feb 18, 2016. Supervisors encouraged to 
bring a few staff members however room will not accommodate all staff from all 4 
colleges.  
 
Chancellor has encouraged Dave to attend NASFAA in DC this year. Dave also 
noted that membership may allow supervisors to attend.  
 
Dave and Joseph have arranged a live webinar presented by the California Student 
Aid Commission in April for FA Staff 
 
Again all staff are encouraged to go to CCCSFA this year in San Diego 
 

N/A  
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Peralta Community College District 
Financial Aid Supervisor/Manager Meeting Minutes 

Thursday, November 05, 2015 
 

Present: Dave Nguyen/ FA District Director, Jackie Vo/FA Sup-COA, Joseph Koroma /FA Sup-Laney, Loan Nguyen/ FA Sup-BCC, 
Dominique Benavides/FA Sys Analyst-District 
 
Lead: Dave Nguyen/Director of Financial Aid  
Minutes: Dominique Benavides/FA Sys Analyst-District 
 

Agenda Item Discussion 

I. District and Campus 
Updates 

Loan reported that Berkeley City College had a foster youth workshop. Various departments 
assisted with the workshop. All handouts are posted on their website. They have a few more 
workshops planned out for the next semester. She reported that her staff is still working files but 
understaffed.  
 
Joseph reported that Laney College has re-hired Natalee Alderman. They are in the process of 
hiring an hourly specialist and hourly clerical. Dave noted that campus usually request resources 
like computers & scanners in their program review which was due in Oct 30. He also reported that 
some staff will be attending FSA. Foot traffic has reduced considerably. Specialists are averaging 2-
4 hours on the counter depending on the day.  
 
Jackie reported that College of Alameda is processing Oct files. Staff work the counters regularly 
with no complaints. Re-advertisement of the placement assistant position is up for consideration. 
She also worked with Tammie on BOGG flyers. She will be sharing it with the group.  
 
No report or representation for Merritt College 

II. 2015-2016 District 
Update 

A) FTSS Grant – District FA has loaded the initial list of students eligible for FTSS and Cal Grant 
however new students will need to be reviewed and manually awarded. Both programs 
should be advertised and specialists should be knowledge of the programs.  

B) Process Document – Dave still working on the workflow documents 
C) MIS – Dom will be submitting again. Numbers are close to the data that was submitted last 

year.  
D) FA data – There are number of eligible students who need to be addressed either because 
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their files are pending or they have not been contacted. This also ties into FA annual review.  
E) Annual Program Unit Reviews - Dave hopes that the data will help tie the District goals and 

campus goals.  

III. FA Compliance 
Checklist  

Dave passed out the FA Compliance Checklist. This checklist is recommended by the auditor to 
ensure items are completed on a timely basis.  
 
A review of the items due for November. Dave began with the SARC reporting  
Dave addressed the expectation of the State Chancellor’s office in terms of reporting on time and 
reporting accurately. Direct loan reconciliation should be done on a monthly basis. If this practice 
has not occurred, please assign someone now to begin the process. District can assist with pulling 
information from PS and comparing it to COD SAS report. Same applies to R2T4. Log will be 
required to show the requirement has been fulfilled. Stale dated checks impacts reconciliations. 
Dave recommends working the HigherOne list and reconcile with COD and Webgrants. File review 
progress. Reducing processing time will be recommended. ALL campuses are currently 
reporting a 4 to 6 week processing time for verification and loan students. Reconciliation 
of PELL and Cal Grant is required. The District has reconciled PELL up until last month for all 4 
colleges.  
 
For December, FISAP corrections can still be made since the original submission of Oct. Review GE 
programs and update PPA if needed. Tim Bonnell sent step by step instructions on how to certify. 
PPA updates are due Dec 18. This is a crucial requirement. Exception report is due in Dec as well.  
 
For January, college cost estimates are due. Dave will be sending out updated budgets for 16/17. 
On 1/15/15 district will be sending out an email for those who will be warned for BOGG fee waiver 
loss. District FA will be proposing a revision to current BOGG processing. Utilizing students groups 
may allow for more security for entering BOGGs on equation variables page. Currently there is no 
audit trail on who enters BOGGs this will be become an issue when BOGG loss occurs. Some 
students could receive a BOGG accidently and not be required to remove it.  
Gainful employment disclosures are required in Dec. Dave noted that DOE will be randomly 
checking websites and contacting the schools. During COA’s program review, Dean Lee created a 
checklist to ensure all disclosures are reported correctly.  

IV. FA/A&R Training  
District staff will be creating a joint training session with A&R.  

A) AB540, updating majors, and internal deadlines. 

V. Comments & Ques   
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Peralta Community College District 
Financial Aid Supervisor/Manager Meeting Minutes 

Thursday, June 25, 2015 
 

Present: Arnulfo Cedillo/VP-Merritt, Amy H Lee/Dean-COA, Jackie Vo/FA Sup-COA, Joseph Koroma/FA Sup-Laney, Phasasha 
Pharr/Interim FA Sup-Merritt, Adela Esquivel-Swinson/Assoc.VC-District , Dominique Benavides/FA Sys Analyst-District, Brittany 
Dao/FA Clerical –District, Thomas Wong/Internal Auditor-District 
 
Lead: Dave Nguyen/Director of Financial Aid  
Minutes: Brittany Dao/ FA Clerical - District 
 
 

Agenda Item Discussion 
Follow Up 
Action (if 
needed)  

I. Agenda Review Dave went over the agenda. N/A 
II. Introductions All attendees made a short introduction. BCC FA was not represented.  N/A 

III. Campus Reports 

Dave noted now that all supervisor positions are filled, supervisors will be the primary 
point of contact going forward. All supervisors are highly recommended to attend the 
Supervisor training session in Contra Costa on July 9th and attend future meetings.  
 
District: Dave reported District staff are troubleshooting summer disbursement issues 
and working to make sure summer disbursement is going smoothly. They are also 
working on NSC reporting in PeopleSoft, making sure they are able to send off a clean 
report with no errors. District analysts have been meeting on a weekly basis to resolve 
NSC reporting issues. District staff has also been working with Institutional Research 
to work on the Gainful Employment file. Each campus will have to send their own file 
to NSLDS once the file is complete. District staff is also working with ongoing projects 
including MIS reporting and CA ISIRs. They are looking to hire an additional FA 
District Systems Analyst.  
 
College of Alameda: Jackie reported COA staff is currently prepping for the Audit visit. 
They are still processing 2014-2015 file and have started helping students with 2015-
2016 applications. Amy noted that they are reconciling work study budgets. Amy also 
mentioned that she will begin the BOGG fee waiver campaign approximately in Mid-

N/A  
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July.  
 
Merritt College: Sasha reported Merritt staff are still working with students on 2014-
2015 financial aid applications as well as 2015-2016 applications, prepping for the 
audit- making sure all files are correct and complete, and updating the Merritt 
Financial Aid website with up-to-date information. They are also working on FISAP, 
BFAP, and Work study reconciliation.  
 
Laney College: Joseph reported Laney staff are processing 2014-2015 files for 
summer. Laney staff attending the regional training and San Francisco and found it to 
be very informational. They are working on preparing audit files and in the process of 
hiring another Financial Aid Specialist for their office. Laney staff will be having a 
financial aid retreat approximately in the beginning of July to plan goals for the 2015-
2016 aid year.  
 
District Audit: Tom commented that all campuses have the opportunity to improve 
policies and procedures. He offered his contact information for support to staff for any 
audit questions they may have. 
 

IV. Upcoming 
Financial Aid Audit 

 
Supervisors agreed on the following dates for Auditors to visit their campus. Thomas 
Wong will notify the auditors of these dates.  
 
Monday July 13th – Berkeley City College  
Tuesday July 14th – College of Alameda 
Wednesday July 15th – Laney College  
Thursday July 16th – Merritt College  
 
Dave recommended that each campus prep a binder for the auditors with all current 
Financial Aid information including the policies and procedures, FA handbook, 
Brochures, and Disbursement dates.  
 
Attendees went over the required items for the audit.  
 

- NSC reporting: District staff will email reports to each campus 

N/A 
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- NSLDS Reporting: Campuses must request the file directly from NSLDS 
- Loan Files: Each campus should verify that enrollment reporting is accurate for 

loan students.  
 
Dave went over the following general information that auditors may ask for within 
student files: 

- Student ISIRs 
- Verification Documents  
- Award letters 
- Copy of student budgets 
- Dependency status  
- Disbursement schedule for the 2014-2015 fiscal year 
- Transcripts 
- Add/ drop dates 
- Proof that schools verified enrollment before awarding students 
- Copy of COD information including disbursement history for each loan student 
- NSLDS screen prints  
- Proof of loan entrance and exit counseling  
- R2T4 calculations including any documentation proving that the funds have 

been returned. 
Auditors may also ask for the following campus information:  

- Default rates for the past 3 years (can be found in NSLDS)  
- Loan disbursement schedules: Dave will provide this to each campus 
- Loan program brochures: This item can be included in the audit binder.  
- Listing of campus preferred lenders: Dave will provide this to each campus. 
- Consortium agreements with other schools: Articulation officers will be able to 

provide this information to each campus.  
 
Dave noted that we were previously cited for withdrawals and backdated drops and 
adds- staff should be able to explain these situations to the auditors.  
Adela noted that campuses can refer backdated drop and add questions to the district 
Admissions and Records office.  
 
Dave went over Return to Title IV audit procedures. He recommends printing out 
separate R2T4 spreadsheets for the auditors. Dave suggests that each campus make 
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sure all R2T4 files are consistent. He also suggests that staff make sure the R2T4 
money is backed out of COD in the correct amount. Dominique will provide a query for 
each campus to start on the Summer R2T4 files.  
 
District staff will be working on verifying student groups to bring attention to any red 
flags that may come up and will notify campuses of any issues.  
 
 

V. PeopleSoft update 
Dominique noted that staff should not DELETE checklist, and if staff noticed they have 
assigned a checklist in error, they can CANCEL the checklist and it will be removed 
from the student’s account. An email will be sent out to the campuses as a reminder 

N/A 

VI. 2015-2016 
Financial Aid 
application and 
awarding timeline 

Dominique presenting the following projected 2015-2016 timeline based upon the 
available resources in FA and IT ( herself and 1 programmer)  
 
• July 6th checklists assignment and thank you letter will be sent out 
• July 20th simulated packaging results available in FATRN (changes to 
packaging configuration must be confirmed by July 6th)  
• July 20st -23rd FA staff test packaging results 
• July 27th-30th  IT migrate to PROD 
• Aug 3rd Run Mass packaging in PROD, send out award letters 
• Aug 20th first major disbursement 
 

N/A 

VII. Comments & 
Questions 

Laney College: Joseph asked what was the policy on record retentions in the offices. 
He noted that there were some files close to 10 years old. Adela noted AP 3310 
covered record retention.  
 
Dave and Adela both expressed the need for regular meetings 
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Peralta Community College District 
Financial Aid Supervisor/Manager Meeting Minutes 

Thursday, August 13, 2015 
 

Present: Arnulfo Cedillo/VP-Merritt, Amy H Lee/Dean-COA, Jackie Vo/FA Sup-COA, Joseph Koroma/FA Sup-Laney, Loan Nguyen/ FA 
Sup-BCC, Adela Esquivel-Swinson/Assoc.VC-District , Brenda Johnson/Dean- BCC, Dominique Benavides/FA Sys Analyst-District, 
Brittany Dao/FA Clerical –District 
 
Lead: Dave Nguyen/Director of Financial Aid  
Minutes: Brittany Dao/ FA Clerical - District 
 
 

Agenda Item Discussion 
Follow Up 
Action (if 
needed)  

I. District and Campus 
Updates 

Dave reported that District staff is working on making sure the disbursement process 
is set up correctly for next week. He gave an update of students who were disbursed 
at each campus as of this morning. District staff will be running the packaging 
process on a regular basis. Dominique is working with IT to run processes on a daily 
basis. Starting Monday, packaging should be running on a daily basis.  
 
Loan reported that Brenda Johnson is now the direct manager for Financial Aid. BCC 
is still of staff. They are hoping to have more specialists on board within the next 
couple months. BCC is currently done reviewing 14-15 files, but will bring it to district 
staff attention if any case comes up. BCC staff are currently working on reviewing 
verification files. BCC will be open from Monday-Thursday from 8:00AM-6:30PM. 
 
Jackie reported that COA changed the date to sign with ECMC to September 1st. COA 
specialist are working on verification files to ensure that students get paid in a timely 
manner. COA will be open Monday and Tuesday from 8:00AM-6:30PM and 
Wednesday- Friday from 8:00AM-4:30PM.  
 
Joseph reported that Laney is conducting interviews for a FA specialist. Laney staff 
are working on processing files. They will be signing the contract with ECMC soon. 
Laney will be having financial literacy workshops on Tuesdays from 4:00PM-6:30PM 

N/A 
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going forward to enhance student’s progress. Laney FA hours are as follows: 
Monday, Wednesday, Thursday 8:00AM-4:30PM; Tuesday 8:00AM-6:30PM; and 
Friday 8:00AM-12:00PM. 
 
Dr. Cedillo reported that Merritt is short staffed in Financial Aid, but are doing well as 
a team. They are working on looking over the renewed ECMC contract. He mentioned 
that Merritt was hit by the Office of Civil Rights regarding regulations on having 
communications in multiple languages. Dr. Cedillo mentioned that Financial Aid is 
doing a lot better in assisting students as compared to last year. 
 
Dave mentioned that multilingual brochures are available for the federal brochures. 
He suggested bringing an outside vendor in to help with translating documents. Amy 
mentioned contracting with OUSD for translation purposes. Adela mentioned an 
organization that is available to translate documents. Brenda suggested that the 
translations be centralized.  

II. 2015-2016 
PeopleSoft Financial 
Aid Update 

A) Awarding and Packaging- 
BCC: 558; COA: 471; Laney: 1172; Merritt: 492 

B) Origination- 
District staff is working on an origination file for campuses to submit. Campus 
staff should be resolving any origination errors on a regular basis. 

C) CA ISIR- 
CA ISIRs are being tested and verified. When they are migrated onto 
Production, staff will receive an email regarding how to navigate to CA ISIRs 
in PeopleSoft.  

D) Disbursement Update for 8/20/15- 
District staff are working on disbursement and plan on running 1st 
disbursement on August 20th. Dave mentioned again that disbursement will 
be split 25% on 8/20, 25% on 8/27, and the remaining 50% mid-semester. 
Staff should be prepared to answer any questions that students may have 
regarding this matter.  
 

 

III. PeopleSoft System 
Resolution Protocol  

Dave mentioned the concerns with PeopleSoft that has not been addressed and 
noted that any issues with the system should be reported to each campus’ 
supervisor, which than should be reported directly to either Dave or Dominique for 
troubleshooting. Dave and Dominique will troubleshoot the issues and update staff 

N/A  
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accordingly. Dave requests that Supervisors consolidate any issues into one email 
instead of bringing them up throughout the day. Dominique mentioned that some 
issues being brought up are not FA related, so she has to contact the area’s Analyst 
and let them determine the resolution. All Analysts meet on a weekly basis to discuss 
the issues that are integrated within departments.  

IV. FA collection of 
overpayment 
Protocol  

Dave reported that Dominique and himself met with the District Finance office to 
discuss how FA payments should be collected and processed. He went over the 
overpayment protocol worksheet that was created based on Federal Regulations. 
Dave stated that FA overpayments should be collected only by the Cashier/Business 
office at each campus. Dave will follow up with David Yang to ensure that a meeting 
be held regarding the FA overpayment protocol issue.  
 

N/A 

V. FA office collecting 
of Loan Documents 

Dave mentioned that it was brought to his attention that staff are suggesting to 
students that they do not accept loan packets until after school has started. He 
reported that the system is set up to where it is ready to disburse loan files as soon 
as next week with the 1st disbursement. Dave suggests that supervisors communicate 
with their campus counseling department to determine when is the best time to hand 
out loan packets for students who have to submit a Financial Aid appeal.  
 

N/A 

VI. Upcoming Campus 
Deadlines 

A) FISAP Reporting - due September 30th  
B) SSARCC Report – due Mid-October 
C) BOG MIS date – submit the template to Dominique  

 

N/A 

VII. Comments & 
Questions 

Each campus discussed their protocol in regards to foster youth and who the foster 
youth liaison is at each campus. This is a big issue that each campus needs to work 
on in order to best serve foster youth students. Adela will request a report for each 
campus of students who identified as foster youth through CCCapply.  
 
Dave mentioned that student issue resolution should be directed to campus 
supervisors. Student should not be directed to the district office to resolve issues. If 
supervisors are not able to resolve the issues, Deans should be brought in as well as 
Presidents if they problem is still not resolved. District staff are willing to assist in 
resolving issues but should not be the first point of contact.  
  

N/A 
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Peralta Community College District 
Financial Aid Supervisor/Manager Meeting Minutes 

Thursday, July 23, 2015 
 

Present: Jackie Vo/FA Sup-COA, Joseph Koroma/FA Sup-Laney, Phasasha Pharr/Interim FA Sup-Merritt, Loan Nguyen/FA Sup-BCC, 
Adela Esquivel-Swinson/Assoc.VC-District, Dominique Benavides/FA Sys Analyst-District, Brittany Dao/FA Clerical –District, Rodrick 
Fajarda/IT App Software Analyst-District 
 
Lead: Dave Nguyen/Director of Financial Aid  
Minutes: Brittany Dao/ FA Clerical - District 
 
 

Agenda Item Discussion 
Follow Up 
Action (if 
needed)  

I. District and 
Campus Updates 

Joseph gave a brief summary of their status with ECMC contract.  
  
Jackie said COA is in the process of signing the contract with ECMC. They want to 
start the agreement on August 1st. They had a training recently to make sure all staff 
are on the same page. COA will not be open on Fridays until 4:30 (They were 
previously open until 12:00PM on Fridays). They are planning on having more 
Financial Aid workshops (at least once a week).  
  
Sasha noted that Merritt is in the process of reconciling stale checks. They have 
workshops every Thursday for FAFSA and Dream Act. They have been intaking 15-16 
paperwork. They have not had an official staff meeting yet. They are focused on 
completing all 14-15 applications to close out the year before starting with 15-16. 
Merritt is currently waiting for an estimate for the cost of using ECMC.  
 
Every campus says they are still accepting paperwork for 14-15, but plan to close all 
files out by the deadline (July 31st). 
 

N/A 

II. 2015-2016 
Packaging Criteria 

Dominique gave an update about 15-16 checklists. As of last week, 15-16 processes 
are running on a daily basis. 14-15 processes are having to be run manually. 15-16 
processes are being run on Monday and Wednesday weekly.  

N/A  
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Dave mentioned that we have not been able to send out welcome letters just yet. 
Dominique mentioned that letters should be sent out on Monday morning via email. 
Sasha asked if staff would be able to view the welcome letter through View FA status 
page. Dominique said that it will be available once they are sent out, but they are 
planning on sending welcome emails out in chunks so campuses are not flooded with 
students that have questions about the letter. Dave welcomed staff to make 
suggestions about any letters that may be helpful to send out to students. Joseph 
requested award notification letters. Joseph also requests EFT letters for Loans.  
Dominique showed staff how to navigate to view the welcome letter in PeopleSoft. 
 
Dominique notified staff that they have ran F15 SAP for students who were not 
enrolled in summer courses and students who have summer grades already posted. 
Sasha mentioned that she was looking into Foster Youth SAP to make sure they can 
be packaged with priority. Dominique said that they are sticking to the August 3rd 
deadline to package students. By August 3rd, district staff will package students who 
are ready to be awarded to make sure they get their Financial Aid on time for the Fall 
2015 semester. Dave and Dominique mentioned that they will not be running SAP for 
students who have W grades with no attempted units until the problem is resolved. 
 
Dave went over disbursement schedules. 25% of Pell the Thursday before school 
starts, 25% the week of school, and 50% at the midway point of the semester. He 
mentioned the issues the district had in 14-15 with overpayments and asked 
supervisors for their feedback with the new disbursement schedules. Joseph, Jackie, 
Loan, and Sasha all agree that it may be good to test this new disbursement schedule 
to help with R2T4 and overpayment issues. Jackie mentioned her concern for less 
than halftime students. Dominique mentioned that since all supervisors agree, they 
should be prepared for students to ask questions about the new disbursement 
schedule. Adela suggests that we come up with a statement as a District to inform 
students of the disbursement schedule changes so all campuses are on the same 
page. Dominique said that district staff will come up with a statement to post on 
Financial Aid websites. 
 
 
Dave mentioned that Loan disbursements will be split as well. 1st semester 



3 
 

disbursement will be 1st week of school and the 2nd will be at the midpoint of the 
semester. Sasha mentioned that Kent from Merritt suggests that Loan packets be 
recorded on the view FA status module. She stated that they will be working on 
verification files. Loan mentioned her concern about loan students who do not receive 
federal grants and rely on their loans to get through school. Dave commented that all 
supervisors now have access to disburse with override, so students in the loan 
situation may be disbursed with override. He stressed the importance that all staff 
document anything that may be considered special circumstances. 
 

III. Resolving Selective 
Service and 
Citizenship 
Comments 

Dave went over resolving selective service checklists. He stated that the system is 
automatically completing checklists for 15-16 that were completed in 14-15 and asked 
for feedback from the supervisors. Dominique asked staff if they would like to auto 
resolve citizenship checklists-- only for checklist 146 (US Citizenship). Joseph suggests 
that each campus generate a query that reflects students that might be auto resolved 
and each campus can look through the lists and pull files to review and make sure the 
file is complete. 
 

N/A 

IV. Gainful 
Employment 
Programs/ 
Updating PPA 

Dave informed supervisors that district staff will be providing them with the gainful 
employment files and suggests that they make sure they upload the file before the 
deadline. He stated that supervisors should make sure that all CIP codes match before 
submitting their files. 
 

N/A 

V. End of year tasks 
for each campus to 
complete: 

A) Reconciliation of 
Programs 

B) Review FY 2015 
BFAP, FWS, and 
SEOG expenditures 

Dave reminded supervisors that they should be reconciling all 14-15 files. September 
30th is the deadline to make updates to COD. Staff should check HigherOne and 
follow up with students who have stale checks to validate if they're eligible-- If not the 
check should be voided. Either way, staff need to contact the student to inform them 
about their stale check. All FA Departments also need to reconcile their BFAP to make 
sure all funds were spent. Dave recommends monthly reconciliation of work study. He 
also suggests that supervisors keep in touch with each other for support. 
 

N/A 

VI. Comments & 
Questions 

Joseph- Is it too early to work on exception requests?  
Dave- Chancellors office would like to receive requests within the first 2 months of the 
academic year. 
 

N/A 
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Peralta Community College District 
Financial Aid Supervisor/Manager Meeting Minutes 

Thursday, September 17, 2015 
 

Present: Arnulfo Cedillo/VP-Merritt, Phasasha Pharr/Interim FA Sup-Merritt, Jackie Vo/FA Sup-COA, Joseph Koroma/FA Sup-Laney, 
Loan Nguyen/ FA Sup-BCC, Brenda Johnson/Dean- BCC, Dominique Benavides/FA Sys Analyst-District, Brittany Dao/FA Clerical –
District 
 
Lead: Dave Nguyen/Director of Financial Aid  
Minutes: Brittany Dao/ FA Clerical - District 
 
 

Agenda Item Discussion 
Follow Up 
Action (if 
needed)  

I. District and Campus 
Updates 

Joseph reported that Laney College still has a steady stream of students that they 
are helping. They have been busy helping students at the counter and will be open 
on Saturdays. They have completed interviewing for a financial aid specialist. 
Joseph hopes to hire two hourly staff for the Financial Aid office. Laney has signed 
the ECMC contract.  
 
Sasha reported that Merritt staff are working hard to get files reviewed and they 
will be open for the next two Saturdays. They just heard back from the ECMC 
contract as of yesterday. All loans submitted in August have been processed. 
Merritt is currently hiring an hourly position and a placement assistant position. 
Merritt has had an issue about concurrent enrollment, but they are working to 
resolve the issue with A&R.  
 
Dominique and Dave suggest that campuses utilize SARS to schedule students and 
help the flow of the lines.  
 
Jackie reported that College of Alameda has signed the contract with ECMC. She is 
currently reviewing FATV videos to make sure they are okay to post onto the 
website. For Spring 2016, they are working on a process to enlighten students on 
financial aid policies before submitting a financial aid appeal. College of Alameda is 

N/A 
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currently working on reviewing files. They are waiting on approval for overtime to 
dedicate more time to review files. College of Alameda Dean of Student Services 
has requested that all student files be reviewed within two weeks of receiving a 
student’s documents.  
 
Loan reported that Berkeley City College is in the process of hiring another financial 
aid specialist. They are working on processing loan files as well as other grants. 
They are a little behind on processing files but are hoping to hire a third specialist 
to help catch up. BCC is working on prioritizing Foster Youth programs.  

II. 2015-2016 District 
Update 

A) CA ISIR Update: 
CA ISIRs have been loaded in PROD. District staff are working on identifying 
which students are eligible for a BOGG fee waiver.  

B) Gainful Employment: 
The 14-15 gainful employment file is due at the end of the month. 
Dominque is working on the file is hoping to send out the file to campuses 
by next week. Dave suggests reading the guide for better understanding of 
gainful employment. 

C) Cal Grant/ Full Time Student Grant: 
District staff will download the latest Cal rosters to import into the system, 
but Dream Act students must be entered manually by campus staff.  

D) BOGG Fee Waiver Loss communication: 
District staff are working on sending out the first communication for BOGG 
fee waiver loss. They are hoping to send out multiple communications to 
make sure students understand the change in policy. Dave and Dominique 
suggests each campus handle BOGG Loss appeals at the campus level.  

E) Removal of BOGG Fee waiver communication (proposed): 
District staff propose to have some type of communication for students who 
have their BOGG’s removed. Loan noted that BCC emails students to warn 
them what they may need to submit to keep their BOGG, if not, there will 
be a notification when their BOGG may be removed.  

**Dominique noted that FA staff should not leave comments in the equation 
variables page because it eventually causes errors on student’s accounts.  

 

III. FA Repayment 
protocol Update  

Dave reported that Business managers will send out a notification regarding 
repayment policies.  

N/A  

IV. Procedure Workflows  District staff will be creating workflows for the following items to assist staff on the N/A 
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protocol that should be followed in each situation.  
A) Reversals of refunds for HigherOne 
B) Reconciliation of DL and PELL  
C) Return of Title IV  
D) Scholarship checks and Private Loan 
E) *Suggestions* 

In regards to private loans, all supervisors have agreed that they will disburse in 
one lump sum.  

V. Campus Budget 
Maintenance 

Dave reminded everyone that they should be checking their budgets and making 
sure all allowances have been spent. For example:  

A) Project 1026 (BFAP), 1008 (admin allowance), 1004 (Federal work study) 
B) Submit Carry Forward requests to Sui 
C) Identify account codes for all FA employees 
D) Identify gaps in spending due to vacancies and find alternative spending 

methods  
Dave also suggests that supervisors keep a running spreadsheet of their 
employees, including work study students, to identify any leftover budgets that 
need to be spent before the end of the year.  

N/A 

VI. Upcoming Campus 
Deadlines 

A) FISAP reporting – Due September 30th  
All campuses have submitted their FISAP report.  

B) SSARCC report- Due Mid-October  
C) BOG MIS data- submit the template to Dom  
D) Complete Travel Request documents for upcoming conferences  

- FSA Conference  
- New Directors Training  
- Foster Youth Conference  

N/A 

VII. Comments & 
Questions 

Dave mentioned that staff should not send students over to a counselor to evaluate 
a transcript for students who have award years in question. Staff should look at the 
transcript and as long as the courses in question were passed than the checklist 
should be resolved.  
 
Dave also mentioned an update to the 2017-2018 FAFSA application. It will be 
available starting October 2016 and will be asking for 2015 tax transcripts.  

N/A 

 



Peralta Community College District 
Financial Aid meeting 

Wednesday, January 7, 2015 
District Finance Conference Room 

 
 
Attendees:  Adela Esquivel- Swinson, Calvin Madlock, Dave Nguyen, Dominique Benavides, Michael 
Orkin, Michael Winfield, Ranell Holmes, Roderick Fajarda, Thomas Wong,  . 
 
Meeting convened at 10:05 am.  
 
 
Issue #1: student data is not being reported to the COD within the required 30 calendar days.  
 
Two years ago, auditors were told that they will use TD client to automate reporting to COD; 
therefore, that is what they will expect to see in the next audit.  
 
Calvin explains that he has not approved any technical solution regarding TD client.  
TD client was proposed by HighStreet; however, Calvin has not validated it or ensured that this 
product will actually work.  It has not been tested in Peralta.  
 
It is imperative that the student data is reported within the required 30 calendar days. Any technical 
solution needs to meet this time requirement. TD client is just basically a file transfer protocol; all what 
it does is send files. It needs to be determined if TD client will satisfy the 30 day requirement.  
 
Michael’s concern with this audit finding and TD client is that even if the file is send within 30 days, 
they are not certain if the data from PeopleSoft inside the file will be acceptable/accurate. If the data is 
inaccurate, the COD will reject it and it would not be in compliance with the 30 day requirement.  
Additionally, TD client would not receive a notification back from COD. Therefore, the only way to 
know if the data is inaccurate is to request back the file.  
 
The derivation of this finding is the manual process of transferring the files back and forth in a daily 
basis. Currently, each campus has a designated person who has access to that mailbox (e-connect 
software). If the designated person is unavailable for any reason, there is a gap in the transmission of 
files. They are out of compliance because they are not reporting to the COD within 30 days.  
If the process is automated, at least it will resolve the issue of not sending the file on time. However, 
the human element cannot be completely eliminated. The challenge will be fixing the data before the 
submittal date.  
 
Michael will be the project manager for TD client; he will be working closely with Dave.  
It is suggested that in the next auditor’s visit they are shown that some action has been taken. This 
needs to be documented with IT and Financial Aid.  
Dave and Michael will report back in the next meeting and they will present the following information:  
General objective, scope, additional issues, risk assessment, and an action plan.  
 
Issue #2: Reporting enrollment status files to the NSLDS.   
 
Financial Aid has been warned by the Department of Education and the State chancellor’s Office that 
they need to submit the new enrollment file by January 31st.  
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The data obtained from PeopleSoft goes to the National Clearinghouse- the third party vendor that 
financial aid uses to send the data to NSLDS.   
Enrollment data impacts financial aid.  Therefore, issues with enrollment reporting have to be 
addressed as soon as possible. If this file is not submitted to the department of education by the end of 
the month, the financial aid program will be significantly impacted.  
 
This is the first year that Financial Aid had to submit majors; they stated back on August.  
They have been submitting the enrollment data; however, they received a reminder over the break that 
as of February 1st  they could no longer submit the enrollment data without the program data. 
 
In the past, they have been sending inaccurate enrollment data from PeopleSoft. Therefore, they are 
asking to manually fix every student who has inaccurate data for the past two years. This data needs to 
be submitted every 30 days.    
 
The file has not submitted the file because financial aid still waiting for a fix to happen in PeopleSoft.  
IT is working with Admissions and records to determine the cause of the incorrect data. They have to 
ensure that the data is accurate and that it is submitted in a timely manner.   
 
There are 4 tickets associated with this issue. Calvin has looked at all the tickets related to this issue. 
Ranell has assigned a team to work with Joyce. Ranell will send an overview/update of this issue 
within one week.  The status will be reported in a weekly basis.  
 
This might require a lot of manual intervention because the issues need to be fixed.  
It was suggested to have a plan in case that the fix does not happen within the last two weeks. It might 
require a lot of manual intervention. Whether the issue gets fixed or not the file needs to be submitted.  
 
From the last report submitted they can tell that there are over a thousand errors. Dominique suggested 
focusing in the people that they are trying to submit.  
Dominique tried to run a report yesterday, but she was unable to do it because of the cobol errors. She 
is working with Theresa to address this matter. Once they get this fixed, they can run the report again 
and see if the numbers have decreased.   
 
Other 
Joyce will work with Ranell’s team on Friday, December 9 to work on issue #2.   
 
Joyce will be invited to the next meeting  
 
Adjournment 
 
Next meeting TBA.  
 
Meeting adjourned at 10:56 am.  
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