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PUBLIC REPORTING BURDEN STATEMENT

An agency may not conduct or sponsor, and a péssoot required to respond to, a collection of
information unless it displays a currently valid @Montrol number. The OMB control number for
this project is 0915-0044. Public reporting burdnthis collection of information is estimated to
average 4 hours per response, including the timeefégewing instructions, searching existing data
sources, gathering and maintaining the data neesheldcompleting and reviewing the collection of
information. Send comments regarding this burdéimese or any other aspect of this collection of

information, including suggestions for reducingsthirden, to: HRSA Reports Clearance Officer,
5600 Fishers Lane, Room 14-33, Rockville, Maryl20857.
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1 System Overview

The Annual Operating Report Performance Report (A®Rb Reporting System (WRS) is
provided by the Department of Health and Human iBesMHHS), Health Resources and Services
Administration (HRSA), Bureau of Health Professi¢B$iPr), Division of Student Loans and
Scholarships (DSLS). The WRS is designed to sugp8LS’s collection and analysis of financial
data pertaining to its scholarship and loan progréonstudents in the health professions. The AOR
is required to be completed for the Health ProfessiStudent Loan (HPSL), Primary Care Loan
(PCL), Nursing Student Loan (NSL), and Loans fosdaivantaged Students programs (LDS).
(When HPSL is mentioned, it includes the PCL andSljibograms.)

The Internet-based AOR reporting system has besigried to take advantage of the ease of
accessibility and efficiency of data transfer tthet World Wide Web provides. The use of Web
technologies enables DSLS to improve its data cidle, tracking, reporting, and communications
functions. The WRS is locatedlatp://wrs.hrsa.goand may be accessed from any computer with a
connection to the Internet.

The WRS and its supporting documentation are dedigm be user-friendlyPlease take time to
review the procedures in this documentthis step will ensure your success with the WRS.

1.1 General Guidelines

Access to the WRS is restricted to personnel wive ih@en issued the proper authorization. All
institutions required to access the WRS have bssigzed a USER ID and PASSWORD that is
necessary for authentication. You should have leerailed your institution’s USER ID and
PASSWORD. If you did not receive this informatiplease contact the WRS technical support staff
by emailing us atvrssupport@hrsa.gosr by phone at (240) 223-3066. Because the WRS the
Internet, the only piece of software necessaryswitiis an Internet browser. Accessing the WRS
requires that:

You have Internet access at your workstation (aneotion of at least 56 Kbps);

You have an Internet browser (e.g., Internet Exglor Netscape) installed on your computer that is
at least version 5.x or higher; and

You have the basic skills and knowledge to usengerihet browser.

The purpose of this User Guide is to assist yaniering or editing AOR data by means of the
WRS. The CDM Group, Inc. (CDM) designed and devetbthis system which is now hosted at
HRSA OIT as part of its contract responsibilities HRSA. Appendix A of this User Guide contains
contact information for CDM WRS technical staff. A\aomments or suggestions are welcome and
may be sent tarrssupport@hrsa.gov



1.2 How to Access the WRS

You may access the WRS at any time before submisgsienter or edit AOR report information.
After November 1, reports are available only fanfing and reference (September 15 for PCL
reports). To re-open a submitted report for eéit, Section 5.5 “Editing a Submitted Report”.

Below are the directions to access the WRS:

Connect your computer to the Internet (if not alseaonnected).

Open your favorite browser and enter the followiHgL in the address field:
http://wrs.hrsa.gov

Press th&NTER key so that your browser can search for the WR& et site.

Once the Internet site is found, the AOR WRS HormagePwill appear (Figure 1).
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2 Getting Started

This section provides general information aboutWRS AOR Internet site and instructions
necessary to log in to the restricted area. The WiRSnet site requires that you log in by means of
a USER ID and PASSWORD to enter or edit AOR repgrtiata. This system is designed to give
you the proper security for your data and to enpuoper authentication for those authorized to
enter or edit AOR report data. The USER ID and PA®RD are sent to the official HRSA contact
for your school's program.

2.1 WRS Home Page

The WRS home page is the entry point to the secif@d Internet application. It also contains
links to pages of information to help you perfotme tasks necessary for completing the AOR
reports as required.

The WRS links gives you access to the following:

Contact Us- information about how to contact technical supjar this Internet site with
phone numbers and email addresses.

User Guide- online instructions for using the WRS Interngplécation

Links - links to other Internet sites that contain imf@tion related to this and other
HRSA programs.

WRS - link to the secured portion of the WRS Intersigt once you have logged in

to the system. The WRS provides access to thespageired to perform the
necessary tasks for completing the AOR report.

What's New - page with information on revisions and/or changede to the Web
Reporting System and to the AOR report.

ALL NAVIGATION WITHIN THE WRS MUST BE DONE BY USTHE LINKS ON THE
TOOLBAR’S NAVIGATION MENU AT THE TOP OF EACH PAGEING THE NAVIGATION
MENU INSTEAD OF THE BACK AND FORWARD BUTTONS OF RBROWSER WILL
ENABLE YOUR DATA TO BE SAVED AS YOU FILL OUT THE®ET.

ALL NAVIGATION WITHIN THE WRS MUST BE DONE BY USINGTHE LINKS ON
THE TOOLBAR’S NAVIGATION MENU AT THE TOP OF EACH PAGE. USING THE
NAVIGATION MENU INSTEAD OF THE BACK AND FORWARD BUTTONS OF
YOUR BROWSER WILL ENABLE YOUR DATA TO BE SAVED ASOU FILL OUT
THE REPORT.
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2.2 Logging In

To access the secured area of the WRS, enter geuidiand password in the login form on the
WRS home page. Each contact listed on the WR®msyist sent an individual user id and password
via email. The user id and password that is seatth contact is meant to be only used by that
contact and nobody else. In order to get a usanddpassword issue to a specific contact thely firs
must be listed as a contact for that institutidime login form will appear when you select Login to
the WRS (found on the right side of the WRS hongepa After entering in your user id and
password you will be presented with tBelect Programpage

The Select Programpage lists the programs that your institutioreiguired to complete and submit
for HRSA. If you are only required to report information fone (1) program, th&elect Program
page will not appear; instead thkain Menu will be displayed. On thilain Menu you will only
see menu options that pertain to your report.
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Figure 2: Select Program

The Select Programpage lists the programs and their submisstatusas well as the date for those
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reports that have been submitted, re-opened, sulvmitted. After you submit a report you can
always log back into the WRS to review or print thport. To have a program re-opened for editing
refer toSection 5.50f this user guide.
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2.3 Overview of AOR Process

The following procedures serve as a summary forptetimg the AOR report.

1. Access the WRS Internet sitettp://wrs.hrsa.goy/

2. On the WRS home page enter your USERID and PASSWaRiDe login form and click the
Enter button to enter the restricted area.

3. If you are completing an AOR form for more than @megram you will be presented wiSelect
Program page. This option lets you select the progranwiuich you wish to enter data

4. Select the program that you need to work on bxiclgz on theOPSNO number next to the report
name. After selecting the program you will be pneéed with theMain Menu.

NOTE: As of the 2002 reporting season the WRS supadgst version of the site, which can
be chosen at the Main Menu on the top navigatioyouir browser does not support
frames you should use the text version of the site.
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Figure 3: The WRS Main Menu
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5. If you would like to enter data on a worksheet befentering it into the WRS, select the
Print/View AOR Worksheets option on theMain Menu. The WRS will allow you to print the
appropriate forms for your Institution.

You can print your entire report at any time blestngPrint/View AOR Report.

Please note that th&int/View AOR Worksheet and thePrint/View AOR Report are two
separate print function®rint/View AOR Worksheet allows you to print a copy of your report
with blank fields. This allows you to use the pount as a draft prior to actually entering the data
online. ThePrint/View AOR Report function allows you to print your actual reporT.he

printout will not contain any blank fieldrint/View AOR Report should be used to print your
entire report for record keeping purposes, wheReag/View AOR Worksheet should be used

in preparing and drafting your data prior to emtgrihem online.

6. Enter the current year AOR data by selectingghter/Edit AOR Form option from theMain
Menu.

7. A Save & Continuebutton will appear on the last page of a partictéaort. If this button or the
Next button —located at the top navigation bar on tkepage— is selected, the WRS will
automatically save your current report and displdigt of other reports that need to be completed
in conjunction with the report you just completé&tie WRS will notify you of any incomplete
report. Select the OPSNO of the program to compheteeport. If all reports are completed you
will be able to submit the report(s) by selectBigomit Report(s) at the bottom of the page.

After clicking on this link you will be presentedttva Review page that will let you know if your
report is ready for submission or if there are f@ots that need to be resolved before you can
submit your report.

8. At the bottom of th&Review page you will see the notification whether yoyrart is ready for
submission or not. If it is ready you will seewtbn that when pressed will allow you to proceed
with submission by taking you to ti@ertification Form . If your report is not ready, then you
will see a button that when pressed takes you tmtihe Main Menu.

9. The final step of the process is completing théfazation form on theAuthorizing Official
Certification page. When you complete the certification form goel indicating that your
report’s data is accurate and that the Authoriffiicial has seen the report(s) and agrees with its
submission.
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Fill out all required information and Click on t&JBMIT button at the bottom of this page to finish
the reporting process. Failure to submitAhehorizing Official Certification page will render your
school’s report as INCOMPLETE and your program Wélplaced in suspension status.
Schools that fail to submit a complete report lydie date are:

ineligible to receive new FCC awards;

not authorized to draw down funds from the PaynMahagement System (PMS); and

not authorized to make loan disbursements fronictue fund.

The above restrictions apply until the Secretatgitheines that the school is in compliance with the
reporting requirements.

More detailed information on the procedures sumzearin this section is explained in the following
sections of this User Guide.
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3 Getting the Job Done

This section provides instructions for enteringygassing, and submittilgOR data through the
WRS. The following is a brief summary of the opsooffered on th#ain Menu. Detailed
instructions follow this summary.

Section 3.1

Section 3.2

Section 3.3

Section 3.4

Section 3.5

Section 3.6

Section 3.7

Section 3.8

Section 3.9

A

Select Program —for those institutions with more than one reportimggram; this
describes how to access the correct reporting forms

the AOR form, and also gives basic data entry uigsions that can be used on most
WRS data entry pages.

Enter/Edit Comments —provides instructions for entering comments andatixe
regarding AOR data.

Review/Submit Final Report— displays instructions for allowing you to reviewdan
submit your final report and will be discussedeamigth in Section 5.

Print/View AOR Report(s) — details procedures for printing the AOR form foeus
information and files.

Print/View AOR Worksheet(s) — details procedures for printing the AOR form for
user information and files.

Print/View Certification Form — displays form required before you are allowed td;, /{
complete the submission of the report(s).

Print/View Edit Report — describes the edit report. The Edit Report seatnay
containEdit/Error Messages,which describes the messages that are displaygatas
is entered or when leaving a page.

Logging Out —describes the importance of making sure that tbelogs out of the
WRS when leaving the computer, even if the AORosready for submission.

Upon entering th&lain Menu page and before going into the AOR report sectiorake sure you
have selected the correct program for which youhuasenter data. On the bottom half of the Main
Menu page there is a program information sectian diescribes the program that is currently

selected.

NOTE:

User Guide

If you leave your browser window unattended (withgerforming any actions or
tasks) for more than an hour (60 minutedle WRS will automatically log you out of
the systemYour report will automatically be saved if you ane any of the worksheet
pages when your session expires. After a sessiis) gou have to re-enter your
USER ID and PASSWORD at the login page to resumedimg or performing any
tasks on the AOR segment of the WRS.
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WRS Navigation

At the top of each AOR WRS web page therersiadgation menuandatoolbar that lets you
browse the pages of the WRS. Ttavigation menuand theoolbar have the following links:

Navigation Menu:

Guidelines —

User Guide —

Main Menu —

Edit Report —

Logout —

Toolbar:

Print View —

Previous Page—

Next Page —

Save —

Help —

User Guide

links to http://bhpr.hrsa.gov/dsa/sfagfhis site contains the student
financial aid guidelines.

pops up a window with online instructions for usthg WRS Internet
application &n HTML version of this document).

link that takes you back to the main menu.

displays the edit report. If the WRS finds errameor inconsistent
data entered in the report it is displayed herés féport highlights data
that will be accepted for submission by the systeumt;s likely to be
evaluated for accuracy by HRSA staff.

log you out of the WRS.

displays the current AOR form in a separate winflarmatted for
printing purposes.

takes you to the previous AOR form page.

takes you to the next AOR form page or begins tiergssion process
if you are on the last page.

performs a save operation to store the data®fotim to the WRS.

pops up a help window with information relatedhe currenpage.

15
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Figure 4a: WRS Navigation graphic version of site

The AOR Pagepull-down menu (on the left side of the Toolbaipas you to select any AOR page
without having to click on the “Next” button to lwse to it. Just select the page from the listtaed
program will immediately transfer you to that pagéhis option is only available in the graphic
version of the website.

NOTE: If you see the letter “i “ inside a circld® next to a question on any of the forms you
can click on it to access more information.
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3.1 Select Program

This section is only relevant for institutions wittubmission of multiple programs.

After logging into the WRS you will be presentedwiheSelect Programpage. This section
provides instructions on how to select prograrosfthis page.

1. Log into the WRS.

2. Select the program from the list that appeartheelect Programpage by clicking on the
OPSNO number next to the name of the program.
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Figure 5: Select Program

The Main Menu page will appear with options for iregram you selected. At the bottom of the
Main Menu page you will see the information for ffregram you selected.

The Select Programpage also has the submission “status” of eachr@nog@nd the last date of the
status change (i.e. open, submitted, re-openesijbmiitted, approved).
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3.2 Enter/Edit AOR Form

This section provides instructions for accessirgWRS AOR Forms. You may enter, change, and
review data in the AOR forms through this optionfojowing the instructions below:

1. Access the AOR WRBlain Menu.

2. If the program selected is an AOR click on Er&er/Edit AOR Form link on the Main Menu.Page 1of the
AOR form will be displayed if the program has actfee” status, otherwisBage 2will be presented if the
status of the program is “closing”.

To enter/edit data on any AOR WRS form:

Use the mouse to position the cursor on the fidldne data will be entered or edited. Type data and
pressTAB to register the data; the cursor will advance ortbxt field.

NOTE: Data type will be checked by the system to validatesct data entry in every field to
guard against typing errors. You will be notifiaffer leaving the field if you have
made an error.

Do not type commas or $ signas you type your numbers.

Do not type decimal points or cents$n any figures. Your figures must be roundecht® hearest
dollar — adding cents to your figure will causeoesrin the data.

To enter a negative number, typdash (minus sign) and the number, then press.

To change any numeric data, use the mouse to @ogite cursor in the desired field, use the
BACKSPACE Or DELETE keys to erase the incorrect figures, type the nata ohto the field, and press
TAB. The “ENTER” key cannot be used to go from fitdield on a web form.

The form fields that have a blue border are automatally calculated by the WRS. Values
entered into these fields are not saved. The systamcalculates the correct entry.

To navigate to another page use the top navigétiolbar. Selectingrevioussends you to the
previous page of the report; selectigxt sends you to the next page of the report. Ifs@uon the
last page of a report and you selectttext button or theSave & Continue button on the bottom of
the page the report will automatically be savetie WRS will then notify you of any incomplete
report that needs to be submitted jointly with ¢herent report. You can complete any report by
selecting the OPS_NO of the program. If all reptiiat require joint submission are complete you
will be given the option t&ubmit Report(s).
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3.3 Enter/Edit Comments

This section instructs the user on how to enterfminments for the AOR report(s). The comments
form may be used for noting problems regarding Afi@Rres. Please do not use this section for
reporting technical problems. All technical prahkeshould be sent to WRS Tech Support at
wrssupport@hrsa.goWhis section should be used to comment on why ititution entered
particular figures or have particular edits in theport. Comments entered and saved will be
submitted with your report.

The Enter/Edit Comment section can be accessefbitbesing way for the AOR report:

AOR:

For the AOR report, the comment section can besseckby opening the AOR report. The WRS
will present theEnter/Edit Comments page after the user selects Mext or Save & Continue
button on the last page of the AOR report.

The Enter/Edit Comments section can also be accessed for the AOR at aeytihile the report is
OPEN or RE-OPENED by following the steps below:

1. Access the WR#ain Menu.

2. Select the optioknter/Edit Comments by using the mouse to position the cursor over the
option and click on the link. ThHeommentspage will be displayed.

3. Typeyour comments in theext box provided. You may scroll down while eimgrtext if
you need more space for your comments. The consnfietd has unlimited storage, so you
may enter as many comments as needed.

3.4 Review/Submit Final Report ., A 1
This section provides instructions for allowing yloureview and submit your final report and will be- - I
discussed at length in Section 5. L8

3.5 Print/View AOR Report(s) |

This section provides instructions for printingdisplaying the AOR Report(s). The AOR forms can
be printed at any time during or after the datayeptocess. The printed forms can be reviewed for
accuracy and can also serve as copies for yogr fde not return these forms; they are for your use
only.

To Print/View the AOR Report(s) do the following:

1. Access the AOR WRBlain Menu

2. If the report is an AOR then you will see aniapton the Main Menu terint/View AOR
Report(s). Click on the link and thBrint Report page will load.
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Figure 6: Print Report

4. Click on the pull-down menu down-arrow and setbe AOR page to bring up the print
window for each individual report page or click tie Print/View All Pages option to print
or view the complete report. The AOR page thatselect for printing or viewing will be
displayed in a printer-friendly format.

5. Once the desired AOR form appears on the scyeencan initiate a print request by selecting
the print link at the top of the page or as follows

Pull down theFile menu at the top of your browser window.
Choose th€rint option on the pull-down list.
Once thePrint window pops up, click th@K or Print button to print thehosen AOR page.

You can do the same for each page if you are pgreach page separately. To go back to the
Worksheets page just click on the “Back” link a top of the page.
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3.6 Print/View AOR Worksheets

Print/View AOR Worksheet allows you to print a copy of your report with bkafelds. This
allows you to use the printout as a draft prioa¢tually entering the data online. Print/View AOR
Worksheet should be used in preparing and drafting data prior to entering them online.

3.7 Print/View Certification Form

The Certification Form is required before you are allowed to completestifemission of the
report(s). When you complete ther@fication Form you are indicating that your report’s data is
accurate and that the Authorizing Official has seémnreport(s) and has agreed with its submission.
SelectPrint/View Certification Form to look at this data.

3.8 Print/View Edit Report

The Edit Report is accessible from thdain Menu and from thenavigation menuat the top of
each data entry page. Adit Report will contain entries if the WRS finds erroneousraronsistent
data that has been entered. This report highlidgis that will be accepted for submission by the
system, but is likely to be evaluated for accuagyHRSA staff. The messages in thdit Report
explain how to identify the fields in question.

Edit/Error Messages

1. Edit/error messages are displayed afgr data are enteredThe message appears in a
dialog window that pops up on your screen.

2. Edit/error messages indicate erroneous or incamgisiata and may signal the need for
correction. In most cases, the correction is dbfg; but not required. One exception is the
messag&ENTRY MUST BE ZERO OR GREATER. This means a negative value was
entered in a field relating to the number of boreosvand correctiois requiredbefore the
user may continue.

3. If you need additional information on a partaaubage, click th&lELP button on the
navigation toolbar. If it becomes necessary to consult WRS technigaps, refer to
Appendix Afor contact information.

4. If you find that an edit message alerts you toablem(s) that cannot be corrected prior to the
reporting deadline, complete the AOR and subntiyithe due date. Please contact CBB or
WRS Tech Support to resolve the problem immedig®ée Appendix A).

NOTE: Edit message 2.2, 2.3, and 2.11 and negative cdivellamounts (except other
costs - page 2 line D.14) mus# corrected before the report can be submitted.
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3.9 Logging Out

The WRS is a restricted Internet site. You havedoin before you are allowed to enter the sitg an
perform any of the tasks described in the prevemgions. The WRS Internet site uses session
tracking mechanisms to allow you to browse throughbe site without having to be authenticated
every time you click on a link on the WRS web pages

A session is a period of time during which you baowse the Internet site to process or perform any
operations for the AOR report while being trackgdhe WRS secured environment. You can end a
working session by logging out of the WRS by cligkion the Logout” link which is located at the
top of each page on timavigation menu The WRS will save the report data on the curfermh

prior to logging you out of the system. You wilidw that you have safely exited the system when
you are notified that you have been logged outessfally.

If you leave your browser window unattended (withprforming any actions or tasks) for more
than_an hour (60 minutesthe WRS will automatically log you out of thetsys Your report will
automatically be saved if you are on any of thekalneet pages when your session expifdter a
session ends, you have to re-enter your USER IDP&ARISWORD at the login page to continue
browsing or performing any tasks on the AOR segmétite WRS.

Please log out from the WRS whenever you needsing the system. You can always go back
to it and continue your work at any time, providedt you have not made a final submission of the
AOR report. Submission will prevent an unauthatiperson from making any changes to your
AOR report data.
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4 AOR Form Instructions

The WRS provides on-screen edit messages for iteatsnay need further clarification. The
Student Financial Aid Guidelines (SFAG) provide guahensive information regarding the
programs. The SFAG can be found at the followimdpsite:http://bhpr.hrsa.gov/dsa/

If loans have ever been disbursed to students,rthesy be reported on your Borrower Accounts
Worksheet; therefore, your report will not be cdesed complete if Page 6 of the report contains all
zeros.

All data must be in agreement with your institutioris general ledger records.

Entries in the "Current" column(s) should be thetotals of transactions for the current reporting
period indicated on the report.

Entries in the "Cumulative" column(s) are systemegated and should be the totals of transactions

(account balancgsince the institution first began participatingthe loan program through the
current reporting period.

Currently, schools can retain, as a safety magegimgunts equivalent to three years worth of loans
made. In response to requests from schools anef loensolidation rates, the safety margin has been
increased to three years.

4.1 AOR Revisions

There are no AOR revisions for this current cycle.

4.2 Student Borrower Section AOR (Report Page 1)

THE FOLLOWING INFORMATION APPLIES ONLY TO ACTIVE PROGRAMS.

ITEM 1 Number of Student Borrowers
This number should include all borrowers partidipgiin this program to whom loan funds
\F/)v:rrii (iwarded (authorized or committed but not rezzéyg disbursed) during the reporting

ITEM 2 Total Dollar Amount of Loans Awarded

This number should include the total dollar amafrdll loans awarded for this program
(authorized or committed but not necessarily disedy during the reporting period.
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ITEM 3 Total Full-Time Enrollment for the Discipline Repding Program

For HPSL, PCL, and LDS schools — This number shindhlide allfull-time students only
(using your school’s definition for full-time) erled in the discipline program for which you
are reporting.

For NSL schools — This number should includédlitime and part-time students (using
your school’s definition for full and part-time) ratied in the discipline program (associate,
diploma, baccalaureate, graduate) for which youeperting.

ITEM 4 Race/ethnicity of Individuals Receiving Assistandering this Reporting Period and
Total Enroliment

Select the category of race/ethnicity using thiofahg definitions that most closely reflect
the individual's recognition in his/her community the purpose of reporting on persons who
are of mixed racial and/or ethnic origing information is not available, it may be oradt

from the table.

Race:

American Indian or Alaska NativeA person having origins in any of the originabptes of
North America, and who maintains cultural identfion through tribal affiliation or
community recognition.

Asian: A person having origins in any of the originabpkes of the Far East, Southeast Asia,
the Indian subcontinent including for example CadiapChina, India, Japan, Korea,
Malaysia, Pakistan, the Philippine Islands, Thaileand Vietnam.

Asian Underrepresentediny Asian (see above definitionjher than Chinese, Filipino,
Japanese, Korean, Asian Indian, or Thai.

Black or African American:A person having origins in any of the Black ragiups of
Africa.

Native Hawaiian or Other Pacific Islande& person having origins in any of the original
peoples of Hawaii, Guam, Samoa, or other Pacifanis.

More than One Race\ person having origins from more than one race.

White: A person having origins in any of the originabpkes of Europe, North America, or
the Middle East or North Africa.

Ethnicity:

Hispanic or Latino: A person of Mexican, Puerto Rican, Cuban, Cemtr&outh American,
or other Spanish culture or origins regardlessacér

Non-Hispanic/Non-Latino A person not having origins of Mexican, PueriodR, Cuban,
Central or South American
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ITEM 5,6,7,8,9 & 10 refer to HPSL/PCL Allopathic and @®pathic Medicine Only:

ITEMS 5 & 6 Number of PCL student borrowers and total PCL dallamount awarded

This amount should include total number of new R@ktrowers and the PCL funds
authorized or committed but not necessarily diskdiduring the reporting period.

ITEM 7 Defaults on Service Obligation

This number should represent the current numbBEGif borrowers who defaulted on their
service obligation and the original amount of pifial loaned for this reporting period.

ITEMS 8 & 9 Total graduates and graduates in primary caresigency and practice (allopathic
and osteopathic medicine only)

Enter thetotal number of graduatefisom your school for the appropriate year, anthat
total, the totahumber of graduates in primary cafer the appropriate year.

ITEM 10 Percentage
These items are automatically calculated.
NOTE: Schools that do not meet one of the criteria urRiaticipation of Graduates in
Primary Health Care Residencies and Practices &eelent Financial Aid
Guidelines) are subject to certain penalties. Ehedteria are based on the
percentages calculated here. If your school dagsmeet any of the three criteria for
PCL program compliance, you will be billed for 3@¥foyour current year income.
"Income" is defined in section 723(d)(4) of the Rublealth Service (PHS) Act to

mean payments of principal and interest on any loede from the fund, and any
other earnings of the fund.

4.3 Program Accounts Section (Report Pages 2 and 3)

Values in cumulative fields are based on previouards and reports. Please contact us (Appendix
A) for assistance when discrepancies arise.

ITEM A Federal Funds Awarded

The amount should equal the amount shown on the@&of Award for the current year, if
applicable.

ITEM B Cash Balance - Start of Report Period

The amount should be the same as the ending césttbaon the prior AOR. If it is not,
provide the reason in the Comments section.
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ITEM C1 Federal Funds Received/Receivable

This amount should be the cumulative net fundsivedethat is equal to the total funds drawn each
year from Payment Management System (PMS) minusame year returns of funds to PMS.

* Note 1: The return of any current year fund receipts (agathe current year award)
should be made through the Payment ManagemeterS{PMS).

* Note 2: Money should be drawn down from PMS in whole delmly. This amount
includes the funds drawn against the current y@aard minus any returns
and/or funds requested through PMS not receivedubg 30.

ITEM C2 Institutional Contributions Deposited

This amount should be the current amount of insital contribution deposited. The cumulative
amount must equal at least one-ninth of the cunvel®CC Funds received (Item C.1) plus any
cumulative transfers from scholarships (item Cr8) kess cumulative transfer to scholarships (Item
D.2).

« If an institution has exceeded its one-ninth regmient in a prior period and wishes to
withdraw some or all of the monies (providing thighdrawal does not result in a negative
cash balance), report the withdrawal as a negativeunt in the current year columbO
NOT show the withdrawal of excess institutional catributions as a "Repayment to
Institution."

ITEM C.3 Transferred from Scholarship Fund

This number remains constant. A cumulative totahis field was from funds added from the
Scholarship Fund which no longer exists. Howethgs, number is included when calculating
institutional contributions

ITEM C.4 Load Principal Collected

» This amount should be the current amount of loarcjpral collected from borrowers or
purchased by the institution.

ITEM C.5 Interest Income Collected on Loans

- This amount should be the current amount of intewedoan principal collected from
borrowers or purchased by the institution.

ITEM C.6 Penalty Charges Collected on Loans

This amount should be the current amount of percdigyges collected from borrowers for
late scheduled payment. The HPSL and NSL legi®aimendments require that for NSL
notes/disbursements signed on or after Octobe®85,1and for HPSL notes/disbursements
signed on or after October 22, 1985, borrowers rhastharged a late fee, not to exceed six
percent on loans more than 60 days past due. Sieg Piemorandum Number Ten
(December 24, 1986) for additional information.
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ITEM C.7 Investment Income

Policy Memorandum Number 6 (May 1984) states:

“When there is an unavoidable delay between the & school receives HPSL and NSL
Federal Capital Contributions or collections areltime new HPSL and NSL awards are
disbursed, the school must place the funds on lmaad insured interest-bearing account, and
must deposit all interest earned in the HPSL and fd8ds. A school that has not placed its
investment income in the HPSL or NSL fund will hibgect to an audit exception, and will be
required to reimburse the HPSL or NSL fund outnstitutional money for the amount of
investment income that the school should have digubim the HPSL or NSL fund in the

past. “All schools must assure that investmeoine is being properly handled in addition
to the requirement of section 740 (b)(2)(e) of tHRSL statute and section 835 (h)(2)(e) of the
NSL statute that any earnings of the fund be dégean the fund, this money can be an
importance source of additional funds for lendingtudents.”

Report the current amount of earnings on programi&aeposited in any type of interest-
bearing account.

ITEMS C.8, C.9, & C.10Institutional Repayments of Bad Debts, Principahterest, and
Penalty Charges

This amount should be the current amount of thétini®n’s repayment of principal,
interest, and penalty charges on bad debt writeefjuests that were denied

* Note: Institutions have the ultimate responsibility led debt losses not approved
for write-off by the DSLS BHPr. There is nothingptevent an institution from
further pursuing the collection of a bad debt aftdras been disapproved for
write-off by DSLS; any amounts recovered wouldeledhe institution’s
liability.

ITEMS D1 Loaned to Students
Report the current amount of funds loaned to stisden

ITEMS D2 Transferred to Scholarship Fund
This number remains constant. A cumulative tatahis field was from funds transferred to
the scholarship fund which no longer exists. Hoavethis number is included when
calculating institutional contributions.

ITEMS D3, D4, & D5 Repayments to Federal Government, Principal, Iregst and Other Income

This amount should be the current amounts of tlignam’s principal, interest and other
income repaid to the Federal Government

An example of Repayments to Federal Governmentdsss cash returned to the Division of
Financial Operation®0O NOT include amounts returned to PMS because thesamounts
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should be adjusted against Federal Funds Receivedthin the appropriate award
period.

Payment made last year for the PCL assessmentdsheukported on Page 2 — Program
Accounts Section in Part D — Cash Disbursementsd 815 — Repayments to Federal
Government. In order to report your assessmettdritiree lines of the AOR (i.e., principal,
interest, and penalty charges), apply the 30% sssag amount to the items defined as
income (shown on your assessment notice) and répanrt in the appropriate sections.

For purposes of reporting, the amounts determine@édnalty charges and investment income
may be combined and reported as “other incomeddutition, the school should repay itself
the proportionate share of institutional matchingds (1/9) associated with the amount of
funds returned for PCL. These amounts would bedir@own the same way as Repayments
to Federal Government, but reported on Lines 6R&payments to Institution, Principal,
Interest, and Other Income.

Please refer to the Student Financial Aid Guidslifoe further information. If you have any
guestions on your school's compliance, refer toefplix A for contact information.

NOTE: Make check payable to Public Health Service armdase a letter with the following
information:

Name of institutiorfincluding discipline)

Type and purpose of program funds being remittegl,(Eederal Capital Contribution — HPSL
program, remittance of student loan collections)

The institution OPS number (e.g., OPS No. 1234-81-1
The amount of principal, interest, and other incoihany

Send your remittance and letter using the Mailintgitess Guidelines in Appendix B of the User
Guide.

ITEM D.6 Repayments to Institution, Principal

This amount should be the current amount of priadaipllected on student loans repaid to the
institution.

¢ Note: An example of a repayment to Institution wouldHgeinstitution’s
proportionate share of excess cash in the Fundrizadahat has been
repaid to the institution. DO NOT show withdrawélFainds as a
result of excess institutional contributions institem. (See note on
item C.2.)

ITEM D.7 Repayments to Institution, Interest

e This amount should be the current amount of intereected on student loans repaid to
the institution.
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ITEM D.8 Repayments to Institution, Other Income

This amount should be the current amount of othesrne collected from student loans repaid to the
institution.

¢ Note: This item is in reference any amounts in Itents C.7, and C.10 that were
repaid in the institution’s 1/9 portion in conjutat with a repayment to the
Federal Government.

ITEMS D9, D10, D11, and D12 Collection Agent Costs, Principal and Interesttigation Costs,
Principal and Interest

This amount should be the current amount of alldevatiernal or external collection agent
costs (prorated proportionately to the amount ofgipal and interest collected) charged to
the Fund.

This amount should be the current amount of litayatosts (prorated proportionately to the
amount of principal and interest collected) chargethe Fund. These costs do NOT include
expenses incurred in sending the final demandréette attorneys’ letterhead.

The cost associated with collecting the full amoofrpprincipal and interest (Items C4 and C5)
must be prorated and reported in Items D9 and Diti@ation costs associated with the
collection of a loan must be prorated in the saraamer as collection costs and reported in
Iltems D11 and D12. This method of reporting is negglieven if the collection agency and/or
attorney remit only the net amount (collectionslegllection or litigation costs) to the
institution. If the institution is able to get therrower to pay the collection costs or the
litigation costs, the costs are not charged tduhd.

* Note: Referto Policy Memorandum Number Nine (May 186)%or an explanation of
allowable collection costs. Collection costs mayharged to the HPSL/NSL Fund
without requesting prior written permission fronetBureau of Health Professions,
Division of Student Loans and Scholarships as Esmgour school is following sound
due diligence procedures. If the Bureau finds thathool is charging collection costs
to the Fund without having exercised due diligetise,school will be required to
reimburse the Fund for those charges.

Report the current amount of allowable internalesternal collection agent costs
(prorated proportionately to the amount of prindigand interest collected) charged to
the Fund.

Report the current amount of litigation costs (@i&d proportionately to the amount
of principal and interest collected) charged to thend. These costs do NOT include
expenses incurred in sending the final demandrietie attorneys’ letterhead.

EXAMPLES OF PRORATING COLLECTION COSTS (Litigatidbosts to Be Prorated in
Same Manner)

An institution directs a collection agency to cotl§1,000.00 principal and $200.00 interest for
a total of $1,200.00 from a delinquent borroweheEollection agency collects all $1,200.00
but deducts $360.00, or 30% of the amount colledietbre remitting the net amount of
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$840.00 to the institution. The institution reysoas follows:

Loan Principal Collected $1,000.00
Interest Income Collected 200.00
Collection Costs, Principal (30% x $1,000) 0030
Collection Costs, Interest (30% x $200) .060

An institution directs a collection agency to cotl§1,500.00 principal and $500.00 interest for
a total of $2,000.00 from a delinquent borrowet.thfe end of the report period, the collection
agency has collected $1,600.00 (80% of $2,000v@ich it remits to the institution with a bill
for $480.00 (30% of the $1,600.00 collected). Trtgtitution pays the collection agency
$480.00 taken from the Fund and reports as follows:

Loan Principal Collected (80% of the $1,500) $0,20

Interest Income Collected (80% of $500) .800
Collection Costs, Principal (30% of $1,200) 360.00
Collection Costs, Interest (30% of $400) 0.09

ITEM D13 Credit Bureau Fees

« This number should be the current amount of ctaglitau agency fees charged to the
Fund
ITEM D14 Other costs

This amount should be the amount of other costggeldato the fund (i.e., overpayments and
underpayments of $10.00 or less).

NOTE: DO NOT include administrative costs such as BILLINGENCY COSTS,
SALARIES, STAMPS, BANK CHARGES, and the like inced by the institution in
the management of the loan Fund. They are considgneeral administrative costs
that the responsibility of the institution.

ITEM E. CASH BALANCE - End of Period Covered by This Repor

NOTE: This amount should be equal to the current yeairtrégg cash balance plus current
year cash receipts minus current year cash disbuesgs. The cumulative cash
receipts less the cumulative cash disbursementdaladso equal the ending cash
balance. This amount should be equal to the aatash on hand and in the
institution’s bank account (adjusted for Fundsrianisit on June 30).

ITEM F.1 & 2 LOAN CANCELLATIONS TO BORROWERS - Professional Ritice & Nursing
Employment

NOTE: Applies to Nursing Set Aside Program Loans incupsddr to September 29, 1979;
and for those borrowers whose health professioasgdor the study of medicine,
dentistry, osteopathy, or optometry were incurredmto November 19, 1971. Loan
cancellation to borrowers in professional pract&ed nursing employment is no
longer permitted. The cumulative section and nusmb@main as historical data of
loan cancellations granted when they were permitted
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ITEM F.1.a. Professional Practice — HP Practice-Shortage (10%)

These numbers are historical data.

ITEM F.1.b HP Practice — Rural Shortage (15%)
These numbers are historical data.
ITEM F.2.a.b.c. Nursing Employment
These numbers are historical data.
ITEM F.3.a DEATH
Under the appropriate column headings, these shmutte current and cumulative number of
borrowers amounts of principal and amount of irgetieat were approved for cancellation

due to death. Do not duplicate these items in FeBnb.

On HPSL Loans made on or after 10/22/85 (ApplicablelPSL FCC programs only): HPSL
FCC Programs report only the information for loamexde on or after October 22, 1985.

ITEM F.3.b DEATH
» Under the appropriate column headings, these shmuttle current and cumulative number of
borrowers, amounts of principal, and interest tnete approved for cancellation due to death.
Do not duplicate these amounts in Item F.3.a.

* On all loans except those reported in Item F.&pplicable to all programs):
HPSL FCC Programs report only the information fmarls made prior to October 22, 1985.

ITEM F.4.a Permanent and Total Disability

Under the appropriate column headings, these stomittle current and cumulative number of
borrowers, amounts of principal, and amount ofrggethat were approved for cancellation
due to permanent and total disability. Do not tié these amounts in Item F.4.b.

On HPSL Loans made on or after 10/22/85 (ApplicablelPSL FCC Programs only):
HPSL FCC Programs report only the information ftarls made on or after October 22, 1985.

ITEM F.4.b Permanent and Total Disability

» Under the appropriate column headings, these stmmttie current and cumulative number of
borrowers, amounts of principal, and amount ofregethat were approved for cancellation
due to permanent and total disability. Do not thabe these amounts in ltem F.4.a.
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* On all loans except those reported in Item F.Applicable to all programs). HPSL FCC
Programs report only the information for loans mpder to October 22, 1985.

ITEM H Bad Debts Approved For Write-Off by DHHS

This should be the amounts approved for write-affus any subsequent collections that are
received from borrowers who were previously writtgh

4.4 Calculation of Excess Cash Worksheet (Report Pa  ge 4)
FOR ACTIVE PROGRAMS ONLY

HOW THE FEDERAL GOVERNMENT DETERMINES EXCESS CASH

Note: Excess cash is automatically calculated follgprograms except Allopathic and
Osteopathic Medicine. Allopathic and Osteopathicchools should use the worksheet to
figure out their Excess Cash.

Iltem A. General Ledger Cash Balance as of...
Enter the General Ledger Cash Balance
Item B. Actual Collections for...
1. Principal — Same number entered on page 2, C4.
2. Interest — Same number entered on page 2, C5.
3. Investment Income and Penalty Charges — The sutreafame numbers entered on page
2,C6&17.
4. Institutional Repayments of Bad Debts (Principaietest & Penalty Charges) — The sum
of the same numbers entered on page 2, C8,9 & 10
Item C. Federal Funds Received/Receivable for...
Enter the same number entered on page 2, C1.
Item D. Institutional Contribution for ...
Enter the same number entered on page 2, C2.
Iltem E. Projected Collections for...
1. Principal — Enter the estimated amount of princtpat is expected to be collected in the
next academic yeatr.
2. Interest - Enter the estimated amount of intetestis expected to be collected in the
next academic yeatr.
3. Investment Income and Penalty Charges - Enterdtmated amount of investment
income and penalty charges that is expected tolexted in the next academic year.

Item F. Projected Funds Available as of ...
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Sum of Items A, B, C, D and E.
Item G. Actual Expenditures for ...
1. Loans to Students — Enter the same number enterpdge 2, D1.
2. Costs (Collection, Litigation, Credit Bureau anch@) — Sum of the amounts entered on
page 2, D9-14.
3. Repayments to the Federal Government and Instit¢Boincipal, Interest, and Other
Income) - Sum of the amounts entered on page B.D3-
Item H. Projected Expenditures for...
1. Loans to Students — Enter the estimated amouwins| given to students in the next
academic year.
2. Costs (Collections, Litigation and Credit BurealBrter the estimated amount spent on
collections, litigations and credit bureaus in tiext academic year.
Item I. Projected Expenditures as of...
Sum of Items G and H.
Item J. Projected Cash Balance as of ...
Difference between the totals in Iltem F and I.
Item K. Less Projected Expenditures for...
This amount is three times the amount of ltem |.
Item L. Excess Cash
The difference between Items J and K.
Item M. General Ledger Ending Cash Balance as of ...

Enter General Ledger Ending Cash Balance for tademic year.

If worksheet Line L or M on Page 4 of the reportdmial to or less than zergour school
does not have excess cash at this time.

If worksheet Lines L and M on Page 4 of the repogtgreater than zero, the smaller amount
will be selected as your excess cash and movedde B, Line J.3. That is your excess cash
amount.

IF YOUR SCHOOL DID NOT DRAW DOWN FUNDS FROM PMS

The lesser of Lines L and M on Page 4 of the rejsarsed to determine the Federal share of
excess cash. Except for Allopathic and Osteopdfiedicine reports, the amount is
automatically calculated and placed on Page 5, LideReturn this amount to the Division

of Financial Operations.
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IF YOUR SCHOOL DID DRAW DOWN FUNDS FROM PMS

An amount equal to the amount drawn down shoulcthegned to PMS. Except for Allopathic
and Osteopathic Medicine reports, this amount feraatically entered in item J.2 on Page 5 of
the report. Do not forget to adjust your PMS cerdytreport to reflect this return of the
Federal cash. The Federal portion of any remaiakugss cash is automatically calculated
(except for Allopathic and Osteopathic Medicinedl @mtered in item J.3 of page 5.

Excess cash for all active schools is calculatedraing to the formula below:

A.
B.

C.
D

m
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4.5 Check List/ Questions (Report Page 5)

ITEM J.1 Default Rate

The default rate is automatically calculated fromtadreported
on page 6. It should be noted that if two AORsrargiired,
then the HPSL AOR must be completed first. If @SLAOR
is then completed, the default rates from the tvemams are
combined and a mathematical calculation is appbetie sum
totals. IF the default rate for a school exceeds then the
school is liable to be suspended.

Note Programs with both HPSL and LDS reports will see the
combined default rate until data from both repdréve been entered.

ITEM J.2 Excess Cash Returned to PMS (Applicable to ACTIVE
programs only)

This amount should be the Fund receipts againstuhent
award that were unused and returned to the Payment
Management System (PMS) during this reporting jkerio
Amounts reported in this item should be remitta@atiy to the
PMS.
ITEM J.3 Excess Cash Returned to DFO (Applicable to ACTIgEograms only)
This amount should be any amounts of excess cagétasmined by the school using the
Excess Cash Work Sheet (Report Page 5) of the A@Rounts reported in this item should
be remitted directly to the Division of Financiap€rations.
ITEM J.4 Cash Due to Federal Government (Applicable to ClasiPrograms only)

For FCC closing programs this amount should beé3tveernment’s proportionate share of the
cash balance on hand as of June 30.

ITEM K.1 Total Interest Past Due
This amount should be the calculation for total ame of interest past due and not yet

collected and includes all past due interest, msttthe amounts that changed status during
this reporting period.

ITEM K.2.a Period Of Last Biennial Audit

Check the appropriate boxes and enter the datgsunflast biennial audit period.
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ITEM K.2.b Date Audit Submitted To Regional Audit Agency

Enter the date your audit was submitted to the dtediAudit Agency. See Policy
Memorandum No. 11 for further information.

WORK SHEET #2a - VERSION 1

CALCULATION OF PRINCIPAL, INTEREST, AND OTHER INCOM E
DUE FEDERAL GOVERNMENT FROM COLLECTIONS
(Initial Recovery)

FOR * FCC * CLOSING * PROGRAMS * ONLY

For use by those institutions newly in closingsteind repaying the Federal Government for the
first few times.

BASE DATA NEEDED
A. (Cumulative from the beginning of the progjam

Federal FUNds ReCEIVEd...........c.ooiierreeieeiiieee e $
Institutional Contributions Deposited....cccevvovvveiiiiiiiiiiiiee $
Transfers from Scholarship FuNd ... oo $
Transfers to Scholarship FUNd..........ccoeceeveiiiii 5.
Interest Income Collected 0N LOANS .....ecercccririiiieeieiiiiiieee e
Penalty Charges Collected on Loans......
INVEStMENT INCOME.......uuiiiiiiiiiiiiiiiiiiiii s
Institutional Repayment of Bad Debts, Interest............cccccuvveveviineennnnns $
Institutional Repayment of Bad Debts, Pen@Hyarges............cccooovevvneee. $
10. Collection COStS, INTErESt.........uuueriieiiieiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeaaes

11. Litigation Costs, Interest...............c.
12. Credit BUreau FEES .....coooii i
13, Other COSES . .uuuuuuutiiitititiiiitiietieemeeeeeeeeeeeeeeeeeeeseeseeeasseebeesbeesbesennsnnnnnn
14. Total Other Income Previously Repaid to the. kgat. (if any)* .............. $
15. Total Interest Previously Repaid to the FedtG@f any)* ....................... $

©CoNOUA~WNE

* For example, if associated with return of excessh while in active status.

B. (Current period data

1. Cash Balance End of Period Covered By This RepQ..........cccccceeveeenens $

Using the BASE DATA items above:

Step 1: Calculate the Federal Government's peagentontributed to the
Fund:

Federal percentage (F%)A&1(+ A3-A4)/(Al+A2+A3-A}
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Step 2:

Step 3:

Step 4:

Step 5:

Note:

Calculate the total amount due the Fed&waernment:
Total Amount Due Federal Government = F% x B.1

Calculate the portion of the Total AmoDoe Federal
Government which is Other Income:

Other Income = [F% x (A.6 + A7+ A9)]-A.14

Calculate the portion of the Total AmoDoe Federal
Government which should be interest:

Interest = [F% x (A.5 + A.8 —A.10 - A.11 - A.32A.13)] - A.15

Calculate the portion of the Total AmoDoe Federal
Government which should be principal:

Principal = Total Amount due Federal Governnrairtus Interest
minus Other Income

The Federal Government will always recover itgpmrtionate
share of any interest, penalty charges, and investimcome
collected (less its proportionate share of expenbefore any
repayments are applied to principal. Once theahinterest
amounts have been recovered, Work Sheet #2b, Wexslmt
follows may be used to determine principal, interasd other
income repayments for each current period.
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WORK SHEET #2b - VERSION 2

CALCULATION OF PRINCIPAL, INTEREST, AND OTHER INCOM E
DUE FEDERAL GOVERNMENT FROM COLLECTIONS

FOR * FCC * CLOSING * PROGRAMS * ONLY

For use by those institutions that have been isitpstatus for a period of time while and have
repaid the initial bulk of interest to the FedeBalvernment.

BASE DATA NEEDED

A. (Cumulative from the beginning of the progdam

1. Federal FUNAS RECEIVED.........ooiiiiiiaeeeeei it $

2. Institutional Contributions Deposited. ... $
3. Transfers from Scholarship FUNd ... $
4. Transfers to Scholarship Fund.............. $

B. (Current period data

1. Loan Principal CollECtEd.............. . oo vveevnenveenieeaeeeeeneeeneeeneeeeneeenae, $

2. Interest Income Collected 0N LOANS .....ecceeeeieieiiiiiiiiiiiieeiieeeeeeeeeee $
3. Penalty Charges Collected on LOANS .....uuum«eeenernnmremmnnnnnnnnnnnnnnnnnnn S
4, INVESIMENE INCOME......uuiiiiiiieii ittt 3.
5. Institutional Repayments of Bad Debts, Principal .............ccccevvvvniennnn. $
6. Institutional Repayments of Bad Debts, Interest..........cccooovevvvviivennennn. $
7. Institutional Repayments of Bad Debts, Penalty Gear..............covvennenn... $
8. Collection CostS, PriNCIPAl ........uuurruermimmmmmiee e sssss s s e s s een s $
9. Collection COStS, INTEIESL ......ccoiviiiiiiecee ittt 5.
10. Litigation Costs, PrinCIPal .........cccccouumemmeuerrieiiiiiniinniinninenrnennennnn. $...
11.Litigation COStS, INTEIESt .......cvvvviiviiiieeeeei s 5.
12.Credit BUIrEaU FEES .........oooiiiiiiiiiiii e s 3.
L13.Other COSES .uvuiiiiiiiiiiiiice e e e e e e e e e e e e aaaees $
14.Cash Balance End of Period Covered by this Report...................o...... $

Using the BASE DATA items above:

Step 1: Calculate the Federal Government'’s péagercontributed to the
Fund:

Federal percentage (F%)&1(+ A3-A4)/(Al+A2+A3-A4)

Step 2: Calculate the total amount due the Féd&overnment: Total Amount
Due

User Guide 38



Step 3: Calculate the portion of the Total AmbDue Federal Government
which is other income:

Other Income = F% x (B.3 + B.4 + B.7)

Step 4: Calculate the portion of the Total AmbDue Federal Government
which should be interest:

Interest = F% x (B.2 + B.6 — B.9 - B.11 — BAB.13)

Step 5: Calculate the portion of the Total Amblue Federal Government
which should be principal:

Principal = F% x (B.1 + B.5 - B.8 — B.10)

Note: The results of Step 3, Step 4 and Step 5, whesdaddether, should equal the
result of Step 2.

4.6 Borrower Accounts Worksheet (Report Page 6)

In completing this section, you must use the stafwl borrower accounts as of the end of
this reporting period — not just the accounts tetnged status during this reporting period.

The total number of borrowers reported on PageoBilgl never be lower than the number on
the prior year's report.

Borrowers who have renegotiated their repaymemdales are to be included in the
"current” category provided they are making theiregotiated payments on time.

Any borrower whose repayment becomes more thatag8 past due must be placed on a
monthly repayment schedule and assessed a pehaltye.

A borrower in default who has made sporadic paymerust remain in the default category.

Even though the borrower has received more tharcame the borrower must be counted
only oncein Column 1. If a borrower has more than one I¢he borrower must be
categorized according to the longest overdue loan.

Regardless of which category the borrower is placethe school must show the dollar
amounts for each loan according to the actual staftthe loan. Within the same loan, if
there are payments overdue in different time framegsort that loan according to the longest
overdue payment.

Schools should report the TOTAL OUTSTANDING LOANABANCE (as defined below) in

default when State law permits them to enforceatteleration clause in a BHPr-approved
promissory note and demand for the entire balhasébeen made. If some of the borrower's

User Guide 39



promissory notes contain an acceleration clausksame do not, determine the past due
under each type of promissory note separatelygpart the sum of those amounts as
determined from the individual notes.

TOTAL OUTSTANDING LOAN BALANCE equals the sum ofétborrower's original
amounts of all loans (Column 2) minus any amoums have been repaid (Column 3) and
minus any amounts that have been cancelled foramyant/professional practice (Column

4).

Columns: Number Description of Required Information

1.

User Guide

Number of Borrowers Under this prograrithe number of borrowers who
received loans.

PRINCIPAL LOANED - The dollar amount of loan principal disbursed.

PRINCIPAL REPAID- The dollar amount of loan principal repaid.

PRINCIPAL CANCELLED FOR EMPLOYMENT/PROFESSIONAL
PRACTICE- The dollar amount of loan principal cancelleddmployment

Note: Applies to Nursing Set Aside Program Loans incupgdr to
September 29, 1979; and for those borrowers wheaéithprofessions loans
for the study of medicine, dentistry, osteopathyptometry were incurred
prior to November 19, 1971Loan cancellation to borrowers in professional
practice and nursing employment is no longer pertad. The cumulative
numbers remain as historical data of loan cancédiaé granted when they

were permitted.

PRINCIPAL CANCELLED FOR DEATH/DISABILITY - The dollar amount
of loan principal cancelled due to the death onaerent and total disability of
the borrower.

PRINCIPAL DELINQUENT - The dollar amount of loan principal that is in
default. Include only the amount of those paymdmas are in default.

PRINCIPAL UNCOLLECTIBLE NOT PAST DUE The dollar amount
of loan principal not past due which the school determinedo be
uncollectible after exercising due diligence in todlection of loans. DO
NOT duplicate any of these amounts in column 8.

PRINCIPAL OUTSTANDING BUT NOT DUE- The dollar amount of
loan principal outstanding but not yet due accaydmthe original or
renegotiated repayment schedule. DO NOT duplioayeohthese amounts
in column 7.

PRINCIPAL WRITTEN OFF The dollar amount of loan principal which has
been written off pursuanb receivingwritten authorizationplus the dollar
amount reflected in institutional write-off of losminder $3000.00 with due
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10.

diligence, minus any subsequent collections reckir@m a borrower whose
loan was approved for write off.

CAPITALIZED INTEREST— Report capitalized interest for any borrower
defaulting on the primary care loan service oblayatThis figure represents the
recalculation of the interest on the loan backateaf disbursement and should
not be decreased by amounts paid against the shimapitalized. (This figure
should also be included in columns 3 through S8pgsapriate.) Interest that is
capitalized is considered loan principal; therefedit checks will verify that

the sum of column 2 and 10 equal the sum of coluntsough 9
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Report the following information in the columns $degbed on previous page) as they apply:

Rows: Description of Required Information

1.A

1B

1.C

1.D

1E

1.F

2.A

2.B

2.C

2.D

2.E

2.F

User Guide

Report the information pertaining to borroweitso have fully retired their loans through
cash repayments and/or through cancellation fgitéd employment/professional
practice.

Report the information pertaining to loans thate been fully retired due to death
of the borrower.

Report the information pertaining to borrowetsse loans have been fully retired due to
total disability.

Report the information pertaining to borrowetso have fully retired their loans through
discharge in bankruptcy and have not received wofitepproval.

Report the information pertainitg borrowers whose loans have been fully retireel tdu
DHHS approved write-off.

Report the information pertaining torb@rers whose loans have been fully retired in
accordance with P.L. 100-607. A school should negrfoom its default category loans
that become uncollectible before August 1, 1985HBSL schools, and loans that
become uncollectible before January 1, 1983 for M&iools. These loans are to be
included in the fully retired category when a sdhzaiculates its default rate.

Report the information pertaining to borrowesso are currently in student status
working toward the degree for which they obtaineeirtloans.

Report the information pertaining to borrowesso are currently in the grace period
due to termination or completion of the coursetofly for which they obtained their
loans.

Report the information pertaining to borrowetw are currently in eligible deferment
periods as specified on applicable HPSL and NSimisory Notes.

Report the information pertaining to borrowetso are currently engaged in employment
which qualifies them for cancellation, who havedila Request for Postponement of
Installment Payment, and who are not past due gmpayment.

Report the information pertaining to borrosvetho are making payments in accordance
with their repayment schedules.

Report the information pertaining to lbevers who have installments past due for up to
119 days.

42



Rows Description of Required Information

3.A  Report the information pertaining to borrowesso are currently making payments under a
wage-earner’'s agreement (Chapter 13 proceedings).

4.A  Report the information pertaining to borrowesso are in default in their repayments for 120
days or over.

5A Report the information pertaining to borrosv@rho are currently in Forbearance. See the
Student Financial Aid Guidelines, October 1980 tidacl16.2 (HPSL) or Section 216.2
(NSL) for more information.

Total Summarize the information on ALL ACCOUNTSAIfL BORROWERS who have ever
received loan Funds through the HPSL or NSL program

4.7 SDSPR Form

As of July 1, 2009, the SDSPR form will no longerdubmitted through the WRS. To submit your
SDSPR form go to the websittps://grants.hrsa.gov/webexternal/hometasgubmit you SDSPR
through the HRSA Electronic Handbooks. Instrucifor filling out the SDSPR can be found there.

4.8 Financial Status Report (FSR) Submission

Institutions receiving Scholarship for Disadvan@&tudents Program funds are now required to
submit a paper copy of the Office of ManagementBudget’s “Financial Status Report (FSR)” (SF-
269A), to HRSA'S Office of Federal Assistance Magmgnt, Division of Grants Management
Operations. This report can be downloaded fronfiee of Management and Budget's web site:
http://www.whitehouse.gov/omb/grants/grants_forrralh

Address for mailing the Financial Status ReportR}F369a:
HRSA

Division of Grants Management Operations

5600 Fishers Lane

Room 11A-16

Rockville, MD 20857-0001

Questions regarding the FSR should be directeldet@srants Management Specialist noted on your
Notice of Grant Award.
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5 Submitting AOR Reports

This section provides instructions for submittirauy AOR report to HRSA.

The AOR report can be submitted in two ways. Tist fnethod, which is recommended,
streamlines the submission process.

15T Method:

1) To submit a report simply complete the report agldct“Save & Continue” or the“Next”
button while on the last page of the report. Témort will automatically save and the WRS
will display a list of reports that need to be cdetgd in conjunction with the current report
(if applicable). If all reports are completed s¢fSubmit Report(s).”

2) See step 2 below and continue from there.

2" Method:

1) When your report is complete and ready for submigssave the report. Return to tlain
Menu. Select'‘Review/Submit Final Report.”

2) TheEdit Report will be displayed. Review this information cangfuo see if there are any
unresolved issues with your report.

Reports cannot be submitted until the followingoesthave been corrected:
There are negative numbers in the cumulative fieldpages 2 or 3, with the
exception of Other Costs (page 2, line d.14). Timalmers must be corrected
before submission.

Edit 2.2, 2.3, or 2.11 appears on the edit ref@whmission can be completed
once the necessary changes have been made tthelestits from the report.

Edit 2.2: Current funds received exceed current$ienwarded.
2.3: Cumulative Institutional deposit is less tltla@ required 1/9th
contribution.

2.11: Ending cash balance cannot be negative.

3) If you need to return to your report, click théd Back’ button to return to the Main Menu.

Otherwise, click Continue.”
4) TheReview Final Reportpage will be displayed.
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Figure 7: Review Final Report

NOTE: If there is text in red at the bottom of thepage this indicates that the system found
incomplete reports and they cannot be submitted.

TheReview Final Reportpage allows you the chance to select report pageme final review.

You can print these reports for your records begoutemission. You may wish to review the printed
report for errors at this stage and present thertep your institution’s Authorizing Official. Ithe
WRS detects incomplete reports you will be notifiedthis page and you will not be allowed to
continue to submit the reports. If WRS detects #itlareports are complete you will see a button at
the bottom of the page that you can click on tctiooie with the submission process. After clicking
on the button at the bottom of the page you wilpbesented with theCertification Form”. Before
you are allowed to complete the submission of #pert(s) you must complete the certification form
by filling out all the required fields. Failure tertify may jeopardize the potential for future aslsa
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5.1 Receiving Authorization and Completing Submissi on

A line has been added to the Certification Pages¢hools to agree to the Assurances and Public
Policy requirements. Please see Student FinanaiaGAidelines for more information. After
reviewing your report and correcting any inaccugaciou must have your institution’s Authorizing
Official certify that the report is accurate. T&ertification Page requires the name, title, phone
number, and email address of the staff member¢aptiing the AOR report(s) and the Authorizing
Official submitting the report(s). The Authoriziffficial must confirm that he/she has reviewed
this report(s) and certify its accuracy. The Giedtion Page may be printed for your files before
submission. After receiving authorization, click tke Submit button at the bottom of the page. You
will be transferred to a page confirming that yoeport(s) has been submitted. Failure to complete
this page will result in your AOR being categorizgan incomplete submission.

5.2 Notice of Receipt and Verification

Upon receipt of a program’s submission, the WR$ géherate a notification to each person listed
on the certification page in the form of an e-mail.order for the WRS to consider a submission
complete, the Authorizing Official must respondte notification by using the AO Approval System
to approve, disapprove, or disapprove and reqbesteport to be reopened for editing. The
Authorizing Official will receive a link to acceslse AO Approval System in the e-mail notification
that is generated after a report has been submifted AO Approval System will allow the
Authorizing Official to review the report and/oriqir out the report before approving it.

Please Note:The link to the AO Approval System is unique tdéastitution and is only meant for
the Authorizing Official. Please keep the linkesafd treat it as you would a user ID and password.

The AO Approval System can only be used for repibids are pending approval. To review all other
reports please use the Web Reporting System (WR8pa//wrs.hrsa.gov Reports can also be
approved, disapproved, or reopened by the Authagi@fficial by notifying WRS administrative
staff atwrssupport@hrsa.gowhe status of a submitted/resubmitted reportardy be changed with
the request of the Authorizing Official.

5.3 Approval E-mail

Once a submitted/resubmitted report has been apgtoy the Authorizing Official, the staff listed
on the certification page of the report will re@an e-mail notification. The e-mail notifies those
responsible for the AOR report about an updatéeéréport status. No additional action is required
in regard to this e-mail.

If a report is reopened by the Authorizing Officéad e-mail is sent to those listed on the certifice
page. The person responsible for completing tpertavill need to log in to the WRS at
http://wrs.hrsa.goand make any corrections and resubmit the AORrtefdde Authorizing Official
will have to approve the submission by using the Agproval System.
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5.4 Reviewing a Submitted Report

If you log in to the WRS site after submitting yaeport(s), you will be allowed to print or review
the report pages, but you will not be able to eatexdit the forms. If your institution has moham
one report th&elect Programpage will show the status of the reports and altyw you to perform
edits to reports that have not yet been submitted.

5.5 Editing a Submitted Report

To revise your institution’s report, you must reeeprior approval from your Authorizing Official.
The Authorizing Official must contact the WRS adisirative staff atvrssupport@hrsa.gae
authorize editing of the submitted report. A repan also be reopened by the Authorizing Official
during the approval process by using the AO Appr@yastem. After you have received the
authorization for performing revisions to your reff®), log back in to the WRS and proceed to enter
or edit data as you did for the first submission.
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APPENDIX A:

CONTACT INFORMATION FOR WRS AND HRSA STAFF
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Contact Information

Web Reporting System Technical Support:

Technical Assistance and Operations Coordinatotti®MWRS
Tuan Tran 240-223-3066 emailrssupport@hrsa.gov

Technical Assistance for the WRS
Jaime Bonilla 240-223-3066 emailrssupport@hrsa.gov

Division of Student Loans and Scholarships (DSLS):

Annual Operating Report (AOR) Information

Main Number 301-443-4776

Jim Essel 301-443-5799 emajiessel@hrsa.gov

Christine Brazell 301-443-0992 emaitbrazell@hrsa.gov

Cynthia Johnson 301-443-8667 ematjehnson@hrsa.gov
SDS Performance Report (SDSPR) Information

Andrea Stampone 301-443-1701 emaistampone@hrsa.gov

Lesa Bandy 301-443-5396 emalibandy@hrsa.gov

Uncollectible Loans and Procedure for Write-off Oidigence
Lesa Bandy 301-443-5396 emdibandy@hrsa.gov

Division of Financial Operations (DFO):

Questions on Closing Programs for the following:
Final Liability Statement, Repayment to Federal/&ament, etc.

Richard Harris 301-443-9250
Division of Payment Management (DPM):
Questions on Electronic 272 Reporting and Draw D&wnds

Payment Management System (PMS) 301-443-1200
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Mailing Information

Mail Checks to:

Type of Payment Make checks payable to Mail checks to
Excess cash and collections  Public Health Service, HRSA Division of Financial
from closing schools Operations
Include the Program OPSID# Collection Officer
on the check Room 16A-12, Parklawn
Building

5600 Fisher Lane
Rockville, MD 20857

Overdrawn funds DHHS Division of Payment
(unrequested funds) Management
include the PMS account P.O. Box 6021 Rockville, MD

number (PAN) on the check 20852

Procedures for remitting funds to the Federal Gawvent are provided in Section 4.4, Calculation of
Excess Cash Worksheet of this WRS AOR User Guide.

Mail Requests for Final Liability Statements to:

Division of Financial Operations
Debt Management Branch
Student Assistance Section
Room 8B-45, Parklawn Building
5600 Fishers Lane

Rockville, MD 20857

Mail Audit Reports to:
Federal Audit Clearinghouse
Bureau of the Census
1201 East 10th Street
Jeffersonville, IN 47132

Mail PMS Checks to:
Division of Payment Management

P.O. Box 6021
Rockville, MD 20857
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Office of Federal Assistance Management, Divisionf Grants Management Operations
Address for mailing the Financial Status Report (FR) 269a:

HRSA

Division of Grants Management Operations
5600 Fishers Lane

Room 11A-16

Rockville, MD 20857-0001
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