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Title IV (R2T4) Funds Return Procedure 

PROCESS & PROCEDURE FOR RUNNING THE ALL F’S (UNOFFICIAL RESIGNATIONS) 
 

We are required by regulations to do a Title IV Return Calculation whenever a student receives 
Fs in every class, for the semester. For every day a student is enrolled they are earning a small 
portion of their Title IV aid. The LDA (Last Day of Attendance) for the student that earned all 
F’s, will be the date that we use to determine how much aid the student earned. We must return 
Title IV funds on the unearned aid.  See the screen clipping of this from the FSA Handbook: 

 

 

 
THESE FUNDS MUST BE RETURNED WITHIN 45 DAYS OF THE DATE OF DETERMINATION 
THAT THE STUDENT WAS AN UNOFFICIAL RESIGNATION (the date grades were required to be 
posted). 
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  ALL F’S Return Process 

WHAT: TITLE IV Aid consists of: LOANS= Direct Loans and Perkins Loans; GRANTS= PELL, SEOG, & 
TEACH. It does not include Scholarships, ALT, BOT, or CAL.  

WHEN: Two days after grades are due, at the end of a semester, the process and procedure will be started. 

WHERE: In BANNER, the SFRNOWD report.  
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R2T4 TERMINOLOGY 
 

• Title IV Aid – Federal financial aid provided to eligible college students. Title IV aid consists of student 
loans, such as Direct Loans and Perkins Loans; also grants, such as the Pell Grant, the Supplemental 
Education Opportunity Grant (SEOG), and the Teacher Education Assistance for College and Higher 
Education (TEACH) Grant. It does not include Scholarships, Alternative Loans, BOT, or CAL loans. 

• Academic Year – The time period from the first day of class for the fall semester to the last day of the 
spring semester. It also includes the first summer term when awarding financial aid. 

• Census – It is the 12th day of class. 
• R2T4 – The term used to identify the university’s return of unearned aid to the federal government after 

students resign from school. R2T4 is Return to Title IV. R2T4s get processed in different intervals 
throughout the academic year. There are different processes for R2T4s that occur prior to the census date 
in Fall or Spring, after the census date in Fall or Spring, after 60% completion in Fall or Spring, and for 
Fall or Spring unofficial resignations. There are also similar Summer resignation processes for R2T4s. 

• RPRTIVC – The Banner report used to process R2T4s. It is ALWAYS ran in Audit mode first. You may 
also run the report in Audit mode a second time to see if your data entries in Banner have processed 
correctly. After the information has been reviewed, and corrected as necessary, the RPRTIVC is ran in 
Update mode which is the final report. After Update mode is ran in Banner, the RPRTIVC data is reset 
and cannot be retrieved, therefore it is very important to save the report on the T: drive. 

• Eligible Disbursement – Title IV Aid that a student qualifies for under FAFSA. It is shown on the 
RPRTIVC report as “ELIG DISB”. 

• Disbursement – Title IV Aid that was disbursed to the student, which is shown on the RPRTIVC report 
as “DISB”. It can be verified by viewing the RSIAREV screen in Banner. 

• Not Disbursed – Title IV Aid that has not been disbursed to the student, which is shown on the 
RPRTIVC report as “NOT DISB”. By using the Tracking tab on the ROARMAN screen or using the 
Banner search function to find the RRAREQ screen, you can verify if the student has completed the 
required requests to receive the funds. 

• Post-withdrawal Disbursement – Title IV Aid that is eligible to be disbursed after a student resigns. It is 
shown on the RPRTIVC report as “POST-WD DISB”. 

• Eligibility Worksheet – A MS Excel sheet used for all student resignations that occur prior to Census. 
The Eiligibility Worksheet (EW) details a summary of the student’s activity of adding and dropping 
classes. The Banner SFASTCA screen is used to report the student activity. It is exported as an MS Excel 
sheet to complete the EW. After Census, we assume the students are attending classes and EW no longer 
needs to be performed. Templates for the EW are located at T:/SFA/R2T4/Eligibility WS, Calculations 
& Reporting Info/ELIGIBILITY WORKSHEET. 

• Perfect Forms – Emails sent from the Registrar’s Office with the name of the student who is resigning. 
These emails are printed and added to the student’s R2T4 packet for documentation.  

• RHACOMM Category Code – The code that is entered in the Banner RHACOMM screen. Each 
semester has a unique code, for example, fall’s code is R2T4FA . Each student resignation should have a 
RHACOMM note in Banner with a category code. 

• Last of Attendance (LDA) – On the RPRTIVC, it is the last date that a student officially attended SHSU. 
• Student Letter – The official letter regarding the Return of Title IV funds that is required to be sent to 

most of the students who have resigned from the university. Always use SHSU letterhead and envelopes 
for these letters. A template is located at T:/SFA/R2T4/Letters to Students. A letter template for a 
Post-Withdrawal Disbursement is located at T:SFA/R2T4/PostWithdrawalDisb. 

• Back-Dated Resignations: Sometimes the Registrar’s office will change the last date of 
attendance for a student.  Often, resignations are back-dated to before the first class day. If they 
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truly never attended any classes, you will need to cancel all of their aid. If they did attend 
classes, the original resignation calculation stands as it is. The calculation is not dependent on the 
University’s refunds. 

 

 

                                                  

            ALL F’S Return Procedure 

INSTRUCTIONS FOR ALL F’S- UNOFFICIAL RESIGNATIONS (do not begin this 
until 2 days after the date grades are due to be posted to allow for grade changes). All F’s 
for each term: Fall – December, Spring – May, and Summer – August) 

1. In Banner go to SFRNOWD = the report that will show all students that received all Fs for the semester 
2. ROLL FORWARD 
3. UNDER “PRINTER CONTROL” PRINTER:  type “DATABASE”; ROLL FORWARD 
4. Under “Parameter Values” for 01-Term code, put YEAR and semester CODE (EX: 201420);  

FALL: _ _ _ _ 80   SPRING: _ _ _ _ 20   SUMMER: _ _ _ _ 40 
5. YOU WILL NEED TO INSERT (1) RECORD: TO THE LEFT/BELOW -02 STUDENT LEVEL UG- INSERT 

RECORD BY USING F6, THEN UNDER VALUES CHANGE AS SHOWED BELOW to “GR”.  
03- FINANCIAL AID SELECTION: “F” 
04- VERIFY ENROLLMENT: “N”  
07- VERIFY HISTORY: “Y”   
 

 
 

 
6. ROLL FORWARD AND SAVE 
7. CLICK ON “RELATED” : REVIEW OUTPUT (IT TAKES ABOUT 2 MINUTES TO RUN) 
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UNOFFICIAL RESIGNATION, LDA  _ _/_ _/_ _ (MM,DD,YY)- NO AID TO RETURN, and add a 
CATEGORY CODE THAT APPLIES: UNOFRF (for fall), UNOFRS (for Spring), or UNOFRM (for 
Summer). 

4. YOU CAN FIND THE 60% DATE BY GOING TO     T: SFA: R2T4: TITLE IV when 60% 
reached Calc Worksheet – USE THE TAB OF THE SEMESTER YOU ARE WORKING; FIND 
THE 60%+ DATE. ANYTHING ON OR AFTER THAT DATE- THERE IS NO AID TO RETURN. 
(see the screen print….) 

 

 

 

• If the student had a grant or scholarship- note the hours and LDA. This aid may have to 
be returned if the student was not in enough hours at Census Date- based on the LDA. 

• Also- if the LDA was within the First Class Day and Census you may have to adjust the 
budget to what was in place when the loan paid out. 
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6) Save the file as an Excel Workbook at:  T:SFA/R2T4/(folder of the year)/(ALL F’s Folder of the 
Semester)/SFRNOWD (semester) 

 
7) The tab with just the names can be copied to a new workbook within this folder, and saved as “SID, NAME, LDA 

(semester) and this time delete the rows of the students who do not have to have a calculation done.  Registar will 
input these records into SFAWDRL so we can then run RPRTIVC to calculate the “unearned” funding that needs to 
be returned. (Note: It usually takes 24-48 hours to receive a confirmation email from Registrars.  
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number of days in the period (you may need to get with the Registrar’s Office to get this corrected). When 
everyone has been checked you may run RPRTIVC in “U” Calculate, Update & Save mode. 

For the “SUMMER I” you must check individually if the students are registered in Summer II classes.  If the 
students are registered in Summer II they are still eligible to receive their Financial Aid, and you must make 
notes on report that student is taking Summer II courses. Continue with the normal process for those students 
with un-official resignations for Summer I.    

 

 

Complete an Eligibility Worksheet on every student, prior to the 12th class day (Census). The Eligibility 
Worksheet details a summary of the student’s activity of adding and dropping classes. (After Census we assume 
the student is attending class(es).) 

 

 ELIGIBILITY WORKSHEETS ARE FOUND ON T:/SFA/R2T4/Eligibility WS, Calculations & Reporting 
Info/ELIGIBILITY WORKSHEET. 

See below an example of a blank Spring Semester: 
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“DIFFERENCE COLUMN”- (as a negative number) ON THE LRF FORM. THE REVISED AWARD 
SHOULD THEN CALCULATE. 

Fill the LRF fields as indicated on the next page: 
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you just did; “Due to ALL F’S * * ADD the CATEGORY CODE: UNOFRF (for fall)  UNOFRFS (for 
Spring)   UNOFRM (for Summer) ** 

• Note: if you add to a Comment at a later date, please preface the additional words with the date you are 
adding it 

 

PART 3: LETTERS TO STUDENTS 

 The Resignation Letter template is saved under T;/SFA/R2T4/Letters to Students—Resignation Student 
Letter Template. Open the letter: 

 
1. The following message will appear: 
 
 
 
 
 
 
 
 
 
2. Select “No” 
3. This will open the letter. It will look like this (see below) 
4. To Start the Mail Merge: Click on the Mailings tab, then Click on Start Mail Merge, then Letters 

5. Click “Letters” and Click “Next: Starting document”- at the bottom of the page. 
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17. The address list.mbd should still be active, so you will select Change document Layout  
18. A box will pop up “In order to apply the selected envelope option, word must delete current 
contents of “Resignation Student Letter template any unsaved changes to this document will be 
lost”– Click OK.   
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FOR PELL ADJUSTMENTS: 

On the RPRTIVC report look at the STUDENTS RETURN column. You will need to reduce PELL by the 
amount the student is required to return.  

Updating the Pell Grant: Adjust the Award for the appropriate semester in RPAAWRD as previously 
mentioned.. Go to the AWARD SCHEDULE tab.  

Don’t forget to “Unlock” the pell, make the adjustment, then “Relock” the pell. 

RHACOMM NOTES SHOULD INCLUDE: “SEMESTER/YEAR”; “UNOFFICIAL RESIGNATION”; LDA; 
Reduced PELL), how much it was before, how much it is now; put the math you did for the reduction (return) 
you just did; “Due to ALL F’S, Student has to pay back (the amount, and the date the payment has to be made – 
45 days from the date of the letter) ,* * ADD the CATEGORY CODE: UNOFRF (for fall)  UNOFRFS (for 
Spring)   UNOFRM (for Summer) ** 

• Note: if you add to a Comment at a later date, please preface the additional words with the date you are 
adding it 

 (You can have this ROAIMMP’d to make sure the adjustment worked.) 

 
CREATING A LETTER FOR THE STUDENT: 
 
Using the same instructions as above (STEP 7: LETTERS TO STUDENTS), input the information and the 
Address List and create a letter and envelope. (The PELL information is on the lower part of the letter.) 
 
This letter lets the student know they have been overpaid on their PELL and have 45 days to make payment 
arrangements with the Bursar’s Office or pay the balance to the school.  
 

  

 

                    
                    

                      
                     

report this PELL overpayment to NSLDS. 
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The student is now reported to NSLDS and the overpayment will load into BANNER and appear as a Hold on 
the students account until payment is met. The student will also not be eligible for any financial aid at any 
University.  

NOTE: if the student, at a later date, does make full payment, Update NSLDS (remove the record), and let the 
Bursars Office know to remove the SOAHOLD. 

 

SPECIAL CIRCUMSTANCES - RESIGNATION 

Student Called to Active Duty Military: In the event the student is called to active duty in the middle of a 
semester, generally the resignation is back-dated by the Registrar’s Office. This gives the student a full tuition 
and fees refund.  However, considering that the student did actually attend school, all of their financial aid 
should not be cancelled. Under these circumstances we will reduce the financial aid by the amount of tuition 
and fees refund. This leaves the student owing a zero balance. This prevents the student from owing, or getting 
a refund. In the event they have a balance, we are not to contact the student per regulations. 

Back-Dated Resignations: Sometimes the Registrar’s office will change the last date of attendance for a 
student.  Often, resignations are back-dated to before the first class day. If they truly never attended any classes, 
you will need to cancel all of their aid. If they did attend classes, the original resignation calculation stands as it 
is. The calculation is not dependent on the University’s refunds. 

Post Withdrawal Disbursement: If a Loan Post Withdrawal Disbursement is indicated you will need to 
generate a Post Withdrawal Disbursement Letter to see if the student/parent wants to proceed with this. 
Examples of this letter are at T:SFA/R2T4/PostWithdrawalDisb. There is a response deadline for these that will 
need to be calculated (14 days after the letter) and notated in your Outlook Calendar to remind you.  PELL Post 
Withdrawal Disbursements don’t need an approval from the student and the PELL award will need to be 
changed in BANNER so the student can receive it. 

Withdrawal date when a student dies: If a school that is not required to take attendance is informed that a 
student has died, it must determine the withdrawal date for the student under 34 CFR 668.22(c)(1)(iv). This 
section provides that if the institution determines that a student did not begin its withdrawal process or 
otherwise provide official notification of his or her intent to withdraw because of illness, accident, grievous 
personal loss, or other such circumstances beyond the student’s control, the withdrawal date is the date that the 
institution determines is related to that circumstance. 




