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Narrative/Description: This process is either initiated by the student or the
Financial Assistance Counselor (with or without an ISIR on SIS). The student
initiates this process by contacting their FA Counselor regarding their personal
circumstances. The FA Counselor initiates this process due to conflicting
information (ie using grandparents or siblings information for parent etc.) on ISIR
or on a verification document (ie Tax Returns/W2's, IVF etc.). An FA Counselor
visits with the student to see if the student meets the initial requirements for a
DEPO. If the circumstances are not sufficient to grant the adjustment the
student is notified and further processing is not needed. If the FA Counselor
feels that their circumstances meet the initial requirements the student is given
the necessary forms to be completed and informed of the additional documents
needed.

If this is the student=s initial request for a DEPO and they already have an ISIR
on SIS then the student would need to submit the Dependency Change Request
Applicant Form, two notarized Dependency Change Reference Forms, IVF-I,
signed copies of the relevant years Federal Tax Returns/W2's and any other
information that the FA Counselor feels is needed.
If this is the student=s initial request and they do NOT have an ISIR on SIS then
the student would need to submit the documentation stated above along with a
signed Free Application for Federal Student Aid (FAFSA).

If the student in question was granted an adjustment the previous year then
documentation needed would again depend on whether the student has an ISIR
on SIS. If the student already has an ISIR on SIS then the student would need
to submit the Dependency Change Request Applicant Form, IVF-I and signed
copies of the relevant year Federal Tax Returns/W2's. Copies of the two
notarized Dependency Change Reference Forms are already on file. If the
student does not have an ISIR on SIS then the student would need to submit the
documentation stated above along with a signed FAFSA.

After all documentation is received the request is reviewed by the FA Committee
(FA Counselors and the FA Director) where additional documentation may be
requested.
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If the request is denied then a letter is sent to the student and SCR 348 is
documented. If the request is approved then the FA Counselor must certify this
adjustment. The process on doing this will depend on whether an ISIR is on file
or not. If the ISIR is in FAM then the FA Counselor will make corrections directly
on CPS. If a FAFSA has not been submitted by the student then the FA
Counselor can either log onto CPS and complete the FAFSA or can complete
the DEPO Override section on a paper FAFSA prior to the student mailing in the
hard copy application. SCR348 is then documented to show what action was
taken.

Electronic Inputs: None

Manual/Paper Inputs: Dependency Change Request Applicant Form,
Dependency Change Reference Forms and all required documentation.

Key Decision Points (list all): New or Renewal DEPO; is this going to be
approved or denied?

Related Policy(s): Institutional policy
Interface to Other Systems: N/A
Web Features: Web for Students
Electronic Outputs: CPS
Manual/Paper Outputs: Denial letter
Customer(s): FAO, student, CPS
Regulatory Items: Federal Regulations
Frequency/Volume: As needed
Potential Break Points: Failure of student to supply required documentation
Automation: N/A
Issues: N/A


