
Disbursement Process 

Overview 
Pennsylvania State Grant Program 



Eligibility Certification  

STEPS 

1. Review Certification Procedures 

2. Confirm Notification of Eligibility 

3. Apply All “Tests” 

4. Submit Changes Electronically 

5. Credit State Grant  

6. Sign and Submit the Certification Page 



Accessing Disbursement Rosters 

 

PageCenter Report Repository 

 

Disbursement Transmission 

 

 

 

 
Technical Layouts, Test File available in Document 

Library 

Call 1-800-443-0646, option 4 to get started! 



 

Changes in staffing or new reports 

To receive auto-email: 

Send email request to sghelp@pheaa.org with: 

◦ Name 

◦ Email address 

◦ CG# (PHEAA User ID) 

◦ Report name(s) – (i.e. Disbursement Rosters) 

The notification to you will come from 

‘pagecenter@aessuccess.org’ 

 

PageCenter Report Notification 

mailto:sghelp@pheaa.org


Disbursement Procedures 

Banking Requirements 

 ACH transfer ONLY; ACH form to fmeftadmin@aessuccess.org 

Designated, non-interest bearing account 
 

Roster Availability 

PageCenter Report Repository 

Disbursement transmissions 
 

 



Disbursement Procedures 

 

Funds Availability, dependent upon OUTSTANDING: 

Pre-Disbursement Rosters 

Disbursement Rosters 

Prior Year Refunds 

Schedule; Start dates 

 



Disbursement Procedures 

Term Start Dates and Term Length 

 

Regulation§ 121.1. Definitions 
 

Quarter—A period of approximately 11 weeks normally 

comprising 1/3 of the academic year.  
<10 or >12 weeks in the term – DO NOT CREDIT 

 

Semester—A period of approximately 17 weeks normally 

comprising 1/2 of the academic year.  
<15 or >18 weeks in the term – DO NOT CREDIT 

 

Trimester—A period of approximately 15 weeks normally 

comprising 1/2 of the academic year. 
 



Disbursement Procedures 

Term Start Dates and Term Length 

 

Definitions apply to ALL schools regardless of 

continual enrollment 
 

Combined ‘modules’ to meet definitions for 

academic year  

Must be consecutive and within start dates 

May not credit until student is enrolled in final module 

 

 



 

 

 

Schools with year-round curriculum 

Same rules as the academic year 
 

 

Schools without year-round curriculum 

Minimum of 8 weeks – May combine modules 

May be non-consecutive (summer only) 

May not credit until student is enrolled in final module 

 

 

Disbursement Procedures 

Term Start Dates and Term Length 



Disbursement Procedures 

Term Start Dates and Term Length 

Term Disbursement Term Start Dates* Disbursement Period 

Fall Semester July 16 - November 15 12-month period for a school 

on the semester schedule 
Spring Semester November 16 - March 15 

Summer Semester March 16 - July 15 

  

Fall Quarter August 2 - November 1 12-month period for a school 

on the quarter schedule 
Winter Quarter November 2 - February 1 

Spring Quarter February 2 - May 1 

Summer Quarter May 2 - August 1 

*Term Start Dates - Indicate the dates during which a student must begin study in order 

to be eligible for the PHEAA payment disbursed for the corresponding Term 

Disbursement.  



Disbursement Procedures 

Schedules 
 

Regulation 

§ 121.50. Disbursement of State higher education grants 
 

Academic Year – 9 month period Sept - May 

Semester – 2X 

Quarter – 3X 

Summer 

Separate term and disbursement 



Disbursement Procedures 

Deadlines 

Academic 

Year  

Term 

Within 45 calendar days of 

receipt of the roster or within 45 days of the 

first day of the term (whichever is later) and 

Example:  no later than 

November 15 in the case of the Fall 

term roster. 

 

Summer 

Term 
Within 30 days of receipt of the roster 

or within 30 days of the beginning of the 

first Summer term in which eligibility can be 

certified, whichever is later. 



Disbursement Procedures 

Adjustment 

 

Schools Affected:  $100K in Disbursements AND 
Used 96% or less of the Funds Disbursed for the 
last 2 academic years 

 

Schools Notified in July 
 

Should NOT Affect: 
Normal Crediting 



Disbursement - 

PHEAA Edits and Audits  

Begin in May to mid-June 

Student notification of being chosen for Validation or 
other audits 

Email if address is valid 

Parents receive a separate email if different email address 

Paper notification if invalid email address “bounce-back” 

Income Validation Fact Sheet and Flow Chart - 
available 

Staff action 
Hold placed on student’s State Grant record 

Cancellation of State Grant award if no response prior to Fall 
disbursement 

Income Validation PageCenter report 

 



Disbursement Procedures 

Annual Reconciliation 
 

Begin in early April (For 2013-14, start date is 3/31/14) 

First Recon roster automatically generated 

If there is a balance due institution after your 1st recon 
roster, you will need another recon roster. 

Schools are encouraged to monitor balance 
 

Student’s final State Grant status should match school 
records 

Return within 30 days of receipt 



Disbursement Procedures 

Annual Reconciliation 
 

Academic Year Refunds due by June 1 
 

Regulation§ 121.48 Limitation on payment of 

grants. 

August 1, 2013 was last date to request funds owed 

to school for 2011-12 academic year and Summer 

2012 

Student deadlines for reconsideration 

April 1 academic year (4/1/14 for 2013-14 AY) 

October 31 – summer (10/31/14 for Summer 2014) 



Disbursement Procedures 

Annual Reconciliation 

 

Funds due PHEAA or Funds due School 
Changes can happen after zero balance  

Remember: 

Outstanding prior year/term roster stops future 

disbursement rosters until certified and returned 

Any outstanding refunds due to PHEAA after the Fall 

term will put an automatic hold on any future AY 

disbursements  

If you report a change, make sure that the refund has 

been requested from your business office 

 
 

 
 

 



Disbursement Procedures 

Annual Reconciliation 

 

 

Have all funds been posted correctly? 

Have all rosters been certified and 
returned? 

Have all refunds been returned to 
PHEAA? 

Do I need a final recon roster? 
 

 

 



State Grant  

School Refunds 

Where to return 

 

 

 

 

 

When to return –  
Term by term or 

Reconciliation 

By deadlines 

 

 
 

As noted on roster 

certification page 



State Grant  

School Refunds - Deadlines 



PHEAA Owes School 

FG3S 

Balance Due Institution 



School Owes PHEAA 

FG3S 

Balance Due PHEAA 



Reconciliation – Refunds 

FG3S 

Beginning with 2014-15, “Fall Offset” will no longer be used 



Fall 

Offset 

To recover funds due from 

prior year 

Fall Offset 

Beginning with 2014-15, “Fall Offset” will no longer be used 



In Balance 

Zero Due PHEAA 

Zero Due Institution 



School Reconciliation –  

Examples 
 

In these examples, the audit occurred on 6/1/2013 

 

Sue received a part-time grant of $1000 for 

Fall 2010.  An internal audit found that she 

was enrolled full-time for 15 credits during 

that semester.  Can we increase to full-

time? 

 

  



Certifying and Crediting 

 

Requirements met and school has committed 
State Grant funds 

Credit an account 

Deferment of a bill 
 

Does not require actual receipt of funds 

Must be done term-by-term 

Individual basis 

Entire amount for which student is eligible 

Date critical 
 



Certifying and Crediting 

 
 

May make ‘preliminary’ credit (defer portion of term’s 
bill) prior to: 

Beginning of term 

Full certification of eligibility 
 

Must remove if does not appear on roster or amount 
differs 

Both must be true (preliminary and credits after roster): 

Notification of eligibility exists; acceptable modes 
Student Award Notifications and Displays 

School reports and transmissions: Status 
Listing/Transmission; Disbursement Roster/Transmission; 
GPAD report 

Credited award matches enrollment 
 

 



Certifying and Crediting 

Final Credits 
 

Credit if: 

Student on term’s roster (NOT pre) or notifications 
just mentioned 

Confirmation of enrollment for the term 
 

All eligibility checks completed 
 

All reviews for which the school received 
notification are complete 

 

 
 



 

Follow irregular term guidelines for Term Start 

Date ranges 

 

Match disbursements with school terms 

 

Follow specific crediting instructions from 

PHEAA 

Certifying and Crediting 

Unusual Schedules 



Record Retention and  

Audit Trail 
 

Retain ALL supporting documentation for 5 

years from the date the Reconciliation Roster is 

certified 
 

Requirements: 

Auditable record 

Date of crediting 

Amount of grant 

Term 

Identification as “State Grant” or “PHEAA” 

 



PHEAA Collectables/Offsets 

 

PHEAA recovery of funds from student 

Grouped at the beginning of the disbursement 

roster  

Ease of identification 

Reconciliation 

 

 

Contact PHEAA if funds were not credited  



PHEAA Collectables/Offsets 

 

PHEAA accounts for amounts 

Disbursement 

Roster Summary 

page 



Student Reimbursement 

 

Must have written consent from the student to 

carry credit balance created by State Grant from 

one academic period to another 

 

AY to Summer and vice versa 

AY to AY 



Certification 

Final Steps 
 

1. Confirm all changes/requests for changes 

have been submitted 

2. Use electronic Certification Page/Document 

Library 

3. Print and keep a copy for your files BEFORE 

submitting 

 

 

 



 

Activity will be logged 

 

Last resort- Print from 

PageCenter 
Sign, scan, and email using 

sghelp@pheaa.org address 

Sign and fax to (717)720-3786 

Sign and mail using address on 

the roster 

 

 

 

Certification 

Final Steps 

mailto:sghelp@pheaa.org


 

Contact State Grant and Special Programs staff: 
 

Email:  sghelp@pheaa.org (an email reserved for financial 

aid administrators only) 
 

1-800-443-0646, option 4 – to discuss transmissions 
 

1-800-443-0646, option 3, option 1 (a private number 

reserved for the use of financial aid administrators only) 

 

 

 

    Feedback and Resources 

mailto:sghelp@pheaa.org



