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Federal and Institutional Return Policy 

 

In accordance with federal regulations of the U.S. Department of Education, the Federal 

Reimbursement Policy applies to both new and regular students enrolled in eligible programs leading to 

a degree who have filed a total withdrawal, have been suspended, or failed to complete the payment 

period on or after the first day of school. 

PRSNA’ FSA Office calculate the amount to which the student is eligible when the student does 

not complete the payment period. If the student received a lower amount than the one was eligible, the 

student could receive the difference. Otherwise, if the student received more than was eligible, the 

institution or the student will have to return the excess to the Department. 

The institutional reimbursement policy determines that if the student attends and then withdraws 

before completing the term, the percent used to determine the applicable charges will be that of the 

completed days of the total number of days in the term. PRSNA will use the last day of attendance to 

determine the days completed within the term or the midpoint of the enrollment period to do the 

calculation of the Return of Title IV Funds (R2T4). 

The student completes the withdrawal process, the School will collect the current balance from 

the student loan and the difference will be sent to the student according to the method of reimbursement 

established in the institutional policy by the excess quantity, if apply, or to the U.S. Department of 

Education. It is important to note if in the calculation of reimbursement, the student appears that must 

return Federal Funds received during any academic term, will have 45 calendar days to make the return 

of the Federal Funds or make arrangement with the Bursar Office with a payment plan. If the funds are 

not returned or an arrangement with the Bursar Office is not made, the Financial Aid Office will have 
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to inform The Department of the student's overpayment. The student will lose eligibility for future 

Federal Title IV program funds and may will not be eligible to receive any Federal funds at any post- 

secondary institution in Puerto Rico or the United States until the funds are resolved. 

General Requirements 

The Return of Title IV fund (R2T4) Policy is designed to ensure the accurate and timely 

determination of:  

1. The date of the institution’s determination that a student withdrew, 

2. The student’s withdrawal date, and 

3. The student’s last date of attendance 

Credit Balance process: 

▪ The Financial Student Aid Office must calculate the Return of Title IV aid. 

▪ A refund of tuition and fees must be calculated by the Bursar’s Office. 

▪ PRSNA will issue a return check when student’s financial aid or payments received exceed the 

tuition charges in the account. 

▪ A check will be made to the student. 

▪ The student has 14 calendars days to pick up from the date the check was issued otherwise will be 

mailed to the address on their last loan application in the file. 

▪ The student will be responsible for any outstanding balance as a resulting adjustment of the 

withdrawal process. 

▪ Every student who obtains an administrative withdrawal in all courses, at the end of the 

semester will be responsible for midpoint of the total cost of their total tuition cost. 

▪ If the student does not deposit the check within 30 days from the date was send it, it will be 

cancelled, and the amount will be returned to the Department. 

▪ If the student has any questions, regarding the any information in this policy will be made in 

writing to the Financial Aid and Bursar offices. 

 

Withdrawals and Return of Title IV Policy 

The PRSNA has the responsibility to comply with Return of Title IV (R2T4) process according 

to the regulations HEA, Section 484B 34 CFR 668.22 DCL GEN-11-14, July 2011 of the ED when a 

recipient of federal Title IV (TIV) grant or loan assistance withdraws from an institution during a 

payment period in which the recipient began attendance. Title IV funds are handled when a recipient of 
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those funds ceases to be enrolled a 100% withdrawal prior to the end of a payment period. These 

requirements do not apply to a student who does a change in enrollment status. A withdrawal student 

is one that stops attending all classes registered in a term. In case a student is failing a course and does 

not complete the withdrawal within the time frame stipulated in the Registrar’s Manual, therefore an 

“F” will be granted. The student will not receive a grade nor credit for the work done for the course or 

courses from which has withdrawn and can lower the Grade Points Average in qualitative or 

quantitative measurements. 

Students have the right to withdraw from any course during the established time in the 

academic calendar. It is the responsibility of the student to complete the corresponding form, 

and obtain the authorization from the professor and from the Program Director. Students have the right 

of total withdrawal at any moment and up to the last day of class of the 

corresponding payment period. The student will personally submit the corresponding form at the 

Office of the Registrar, after getting the professor and Program Director signatures. 

Withdrawals are classified into two categories: partial withdrawal and administrative withdrawal. 

In case of the Administrative Withdrawal, PRSNA will grant a “WA” to any student with unjustified. 

consecutive absences, abandonment of course or not returning on the following term as indicated in the 

current Academic Catalog. Withdrawals for abandonment of a course or for failing to report in the 

following term are recommended by the Registrar. 

After all failed efforts for the student’s return to class, the administrative withdrawal will be. 

Processed and the Financial Aid Office will perform an R2T4 process for the earn and unearned TIV.  

 

Note: To begin the withdrawal process, the student contacts the Registrar Office to obtain the appropriate 

withdrawal form and must complete the Exit process in FSA Office.  

 

Return of Title IV (R2T4) Policy: 

If a student ceases attendance from all his or her TIV eligible courses in a payment period, the 

student must be considered a withdrawal for Title IV purposes. This policy applies to students who 

withdraw from the semester, either officially or unofficially, or administratively dismissed. Tuition and 

fee return for these students are determined according to the following policy: 

 

1. The term Title IV Funds refers to the federal financial aid programs authorized under the Higher 

Education Act (HEA) of 1965 (as amended) and at PRSNA includes the following program for 
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graduates/professional’s students: Unsubsidized and Subsidized loans from Direct Loan Program of 

the U.S. Department of Education. PRSNA is a graduate level and only apply Unsubsidized loans. 

 

Official Withdrawal  

In a case when the student provides official notification of his / her intent to withdraw, PRSNA will 

use the date of notification as follows.  Student’s withdrawal date is the earlier of: 

1. The date student notifies the School of his / her intent to withdraw from all coursed via formal    

of completing the withdrawal from and submit it to Registrar Office in person, via email, via 

regular mail, or by it notifies the School via the phone. 

2. If a student makes a notification to the Dean’s Office, the Dean’s Office notes the last day of 

academic activities, then this date will be the date of withdrawal.  

 

Unofficial withdrawal   

 The Financial Student Aid Office (FSA Office) reviews posted grades at the end of every term. If a 

student receives all non-passing grades (W, WF, WA), attendance in the term cannot be verified and as a 

result they are determined to have unofficially withdrawn. The FSA Office will contact Registrar Office to 

contact professors and use the Populi system to determine if there was any attendance. If no attendance can 

be verified, then all aid must be canceled. If attendance is confirmed in at least one course, then the 

withdrawal point is the midpoint of the term, or the last date of attendance that can be confirmed after the 

midpoint. Unofficial withdrawals are determined within 30 days of the end of term, and the return to Title IV 

calculation within 45 days of the end of the term.  

 

Post Withdrawal Disbursement  

 If the total amount of the Title IV of student loan earned by the student is more than the 

amount that was disbursed to the student as of the withdrawal date, the difference between the two 

amounts will be treated as a post-withdrawal disbursement. In the event of outstanding charges on 

the student’s account, the Bursar Office will credit his/her account for all or part of the amount of 

the post-withdrawal disbursement, up to the amount of allowable charges. If Direct Loan is used to 

credit the student’s account, PRSNA will notify the student and provide his/her with the opportunity 

to cancel all or a portion of the loan(s).  Any amount of a post-withdrawal disbursement that is 

comprised of loan funds and has not been credited to a student’s account will be offered to the 

student within 30 days of the date The School determined the student’s withdrawal. Any earned 

funds that the student is eligible to receive due to a post-withdrawal disbursement will be provided 

within 45 days of the date of determination. Students will be notified of such disbursements in 
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writing, such as follows:  

1. Identification of the type and amount of the Title IV funds that make up the post-withdrawal 

disbursement (not to include any amounts that have been applied to the student’s account)  

2. Explanation that the student may accept or decline some or all the post-withdrawal disbursement (that 

which has not been applied to the student’s account)  

3. Advisement that PRSNA is not required to make a post-withdrawal disbursement if the student does 

not respond within 14 days of the date that PRSNA sent the notification. 

 

 Return of Federal TIV Funds Process 

Title IV federal aid is earned in a prorated manner on a per diem basis based on the semester 

calendar up to the sixty percent point in the semester or summer. Title IV federal aid is if a student 

completed more than 60% of the term, the student is considered to have earned a 100% of the aid 

awarded in the term. 

1. Returns of tuition, general fees, will be prorated on a weekly basis through the first week of the 

Fall and Spring Semesters and the first two days of a summer session. There are no returns for 

tuition and fees to students or to non-federal entities after that point in time. Return of Title IV 

Funds calculation would be undone in accordance with §668.22(a)(2)(iii). 

2. Returns will be sent to student mailing (permanent) addresses following withdrawal. 

3. A notification letter of adjusted bills will be sent through the student email addresses. 

4. There are no returns for incomplete independent study. 

Note: Generally, all semester charges must have been paid in full at the time of withdrawal for a student 

to receive a return. 

5. The School responsibilities regarding the return of Title IV funds include: 

▪ Providing each federal financial aid recipient with the information given in this policy. 

▪ Identifying students who are affected by this policy and completing the Return of Title IV Federal 

Funds calculation for those students: and If the student abandoned the courses, the date of the 

Midpoint according to Academic Calendar, of the enrollment period for a student who leaves 

without notifying the institution will be used to do the respective calculation of the R2T4. 

▪ The student’s Last Date of Attendance documented by the professors’ academically related activity. 

▪ Making required returns of Title IV federal funds that are due to the Title IV programs. 

▪ The student’s responsibilities regarding the return of Title IV funds include return any 

unearned money received. 
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▪ Notifying the PRSNA Registrar of intent to withdraw (must provide proof of identity). 

▪ Following the PRSNA’s prescribed procedures for officially withdrawing from the semester; and, 

▪ Returning to the Title IV federal programs any funds that were disbursed directly to the student for 

which the student was determined to be ineligible. 

 

The student has any notification of a withdrawal or cancellation of class schedule should be in 

writing, signed, and addressed to the Registrar. Cancellation of admission applications (prior to 

enrollment in classes) should be in writing, signed, and addressed to the Academic Dean. 

If a student believes that their individual circumstances warrant that your charges or return, 

should be determined in a manner other than described in PRSNA published policies, the student must 

contact the Presidency Office in writing to explain the circumstances or justification for an exception. 

This policy intent to reflect the PRSNA effort to interpret and implement federal regulations that have a 

bearing on such matters. 

 

 

 

 

 

Financial Student Aid Office 

939-338-8543 

asistenciaeconomica@eeapr.org 
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