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Inter American University of Puerto Rico 
Office of the President 

SYSTEMIC RULES AND PROCEDURES FOR  
THE RETURN OF FUNDS DUE TO TOTAL WITHDRAWALS 

NORMATIVE DOCUMENT A-0720-062

NOTE: This Normative Document is available in Spanish and English.  In the event of a 
conflict as to its interpretation, the Spanish version shall prevail. 

INTRODUCTION 

Inter American University of Puerto Rico (University) recognizes the importance of
complying with the regulations established by the U.S. Department of Education’s for the 
administration of Title IV Program funds. Likewise, our institution acknowledges its
responsibility in the administration and control of granting financial aid to its students in
accordance with the established parameters.

This regulation establishes the specific requirements for the use and provision of the 
funds of the various programs when the participating students’ officially withdraw,
unofficially drop out, never attend the courses in which they are enrolled, or are
suspended or expelled before completing 60% of the payment period or period of
enrollment. For cash payments and for state, institutional or other aid programs that are 
not under the Higher Education Act of 1965, as amended, the refunds will be issued if the 
withdrawal occurs during the academic term’s period of adjustment. This document
details the responsibilities and tasks delegated to the professional counselors and the
Enrollment Management teams, as well as to other personnel that participate in this
process.

As part of the process, faculty are required to comply with their responsibility of correctly 
identifying, in the electronic roll book, the students who never attended, or the last date 
of attendance of those who ceased attending class without officially withdrawing. It is also 
required that the Registrars’ Offices of the academic  units, or the personnel to whom this 
function has been delegated, register in a timely and correct manner the data, dates and 
codes associated with processing the withdrawals in the computerized system. In order 
to assure compliance with the Title IV federal regulation, the University developed an 
automated process for managing the official and unofficial total withdrawals. 

I. Legal basis

1.1 These Rules and Procedures are promulgated by virtue of the authority
conferred upon the President of the University by the Board of Trustees in its 
Bylaws and they are in accordance with the Code of Federal Regulations, 



UNOFFIC
IAL T

RANSLA
TIO

N

2 
 

Section 668.22 of the Higher Education Amendments of 1998, Public Law 105-
244. 

II. Purpose 
 

2.1 Establish uniform systemic rules and procedures to guarantee compliance with 
the return of funds due to total withdrawals, in accordance with the provisions 
of current federal, state and institutional regulations, and the University’s 
General Catalog 

 
III. Scope 

 
3.1 The provisions of this normative document apply to all personnel with 

responsibilities defined in the document and to other persons participating in 
the procedures for the return of funds due to total withdrawal. 

 
IV. DEFINITIONS 

  
For the purposes of these norms, the following terms and phrases shall have the meaning 
indicated below:   
 
4.1 Academic activities: student participation in events related to the academic work of 
the course, specifically with the evaluation criteria. Examples of academic activities are:   

• class attendance  
• quizzes  
• computerized instruction  
• evidenced academic counseling  
• tutorials  
• attendance at academic conferences assigned by the teacher  
• special projects and  
• observation or participation of some kind of practical experience   
 

4.2 Academic Year - study time that has a minimum duration of thirty weeks, in which a 
student may complete at least 24 credits in two semesters, 36 in three trimesters or 48 in 
four bimesters. 

 
4.3 Administrative withdrawal - partial or total withdrawal that the University concedes for 
reasons such as cancellation of courses, non attendance or participation in courses,  
cease attending courses, death, expulsion or other situations that may merit it. 
 
4.4 Unofficial total withdrawal - occurs when all courses in the student's enrollment have 
withdrawal codes and at least one of them has a withdrawal code for ceasing attendance 
without officially notifying the University of their intention to interrupt their studies. 
    
4.5 Official Total Withdrawal - is the one in which the student formally notifies the 
University, through the Official Total Withdrawal Form or email, of their decision to 
interrupt their studies. Likewise, it is considered an official total withdrawal  when the 
student is suspended or expelled from the institution for disciplinary reasons or other 
reasons, or when the institution decides to cancel his/her enrollment, since he or she 
never attended or participated in academic activities related to the courses. 
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4.6 Banner - computarized information system for the management and control of the 
resources, processes and operations of the University. In addition, it provides access to 
students, faculty and administrative staff to perform several tasks related to their profile 
in the system.   
 
4.7 Academic-administrative calendar - system of organization and programming of 
academic, administrative and support activities, which are developed throughout the 
academic year defined by the University. It includes the events and dates for services to 
be provided, as well as dates for compliance with regulations that apply to students, 
teachers, administrative staff and educational community in general, as well as some 
activities regarding internal processes, as necessary.   
 
4.8 Disbursement - manual or electronic action through which federal funds are credited 
to the student's account. Accreditation occurs in two or more disbursement transactions.  
 
4.9 Exit interview - counseling session required by the Federal Department of Education 
to all students participating in federal loans. This session includes information about the 
student's responsibilities to pay their loans and when the repayment begins. Students can 
complete this interview through StudentLoans.gov. 

 
4.10 Official total withdrawal date - date the student began the withdrawal process from 
all courses enrolled and indicated on the Official Total Withdrawal Form.   
 
4.11 Unofficial total withdrawal date - is the date of the most recent NA entry when all 
student enrollment courses have withdrawal codes.   
 
4.12 Official total withdrawal form - form that the student completes when requesting a 
total withdrawal for all the courses enrolled.   
 
4.13 Percentage of attendance - percent of the academic term the student completed. 
This percentage is used to determine the amount of federal aid the student earned during 
the academic term when the student officially or unofficially withdrew.  
 
4.14 Percentage not attended - percentage of the academic term the student did not 
complete. This percentage is used to determine the amount of federal aid that the student 
did not earn in the academic term and the amount to be returned to the Federal 
Department of Education. 

 
4.15 Planned recess - recess of five (5) calendar days or more included in the academic-
administrative calendar.   
 
4.16 Unplanned administrative academic recess - unplanned recess in excess of five (5) 
calendar days (unscheduled break) due to extraordinary circumstances such as natural 
disasters, among others.   
 
4.17 Refund - A credit balance that occurs whenever the amount of Title IV, HEA program 
funds credited to a student's ledger account for a payment period exceeds the amount 
assessed the student for allowable charges associated with that payment period. 
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4.18 Academic term - the academic term in which the student is enrolled. For financial 
assistance purposes the academic term is equivalent to the "payment period". 

 
V. RULES AND PROCEDURES   
 
A student who withdraws or abandons all courses paid  with Title IV funds will be 
considered a total withdrawal for the purposes of the Title IV program, even if they remain 
enrolled in courses paid for by other sources. 
 
 5.1 OFFICIAL TOTAL WITHDRAWAL PROCESS    
 

5.1.1 Any student who decides to withdraw from the University must contact  a 
professional counselor, who will guide them through the process. The student 
must complete the Official Total Withdrawal Form and sign it on the date the 
process begins. Then, he or she must obtain the endorsement of the financial 
assistance officer and deliver it to the Registrar's Office so that the official total 
withdrawal is processed in the system. The effective date of the total withdrawal 
will correspond to the date on which the student started the withdrawal process.   

 
5.1.2 Online students should contact the professional counselor, by email, to 
inform their decision to officially withdraw. They must indicate their student 
number, full name and academic term from which they wish to withdraw. The 
professional counselor will complete the Official Total Withdrawal Form with the 
information provided by the student and will deliver it along with the copy of the 
email received to the Registrar's Office. The effective date of withdrawal will 
correspond to the date on which the student sent the email. 

 
 5.1.3 The personnel of the Registrar's Office will be responsible for:  
   
 a. Process daily total withdrawals in the Banner system   

b. Receive from the students and professional counselors, in the case of online 
students, the official total withdrawal forms and provide the necessary guidance 
on the process of cancellation   
c. Verify that the form is completed in all its parts with date and signature of the 
student   
d. Enter as the withdrawal date on the Banner system, the date the student 
indicated on the form   
e. Codify the course status with the corresponding withdrawal codes and dates 

 f. Verify every week the processed withdrawals report  
 

5.1.4 The official total withdrawals of students who make their payments with 
funds that are not under Title IV, such as cash payments, state, institutional funds 
or other aid programs, are processed manually.   
 
a. The personnel of the Registrar's Office codifies the official total withdrawal 
with the code ZT (Total Withdrawal Non Title IV) and notifies the Bursar‘s Office. 

   
b. The Bursar’s Office personnel will verify that the return percentage, if 
applicable, is in accordance with the University's institutional withdrawal policy. 
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5.1.5 The  Financial Aid Technician will provide guidance to the student about the 
effect of the total withdrawal on the financial aid granted for the payment of his 
tuition, particularly:   
 
a. The adjustment to financial aid, based on the percentage applicable according 
to the date of withdrawal.   
b. The inability to continue working the hours assigned under the study and work 
program.   
c. The duties and responsibilities entailed by the total withdrawal, among them, the 
possibility that the student becomes a debtor and that the grace period’s date for 
the loan begins six months after the date of withdrawal.   
d. Will advice the student participating of educational loans to complete the exit 
interview on the Federal Department of Education website. In case of unofficial 
withdrawals, for students who interrupt their studies and have educational loans, 
the documentation equivalent to the exit interview is sent by mail so that the 
student completes it and returns it to the Financial Aid Office of  their campus or, 
complete the exit interview on the Federal Department of Education website, 
StudentLoans.gov 
 
5.1.6 The offices of the Registrar and Bursar’s Office produce a weekly report of 
total withdrawals in their academic unit. The Registrar's Office examines the report 
to detect discrepancies and will make the necessary corrections in the system. The 
Bursar’s Office examines the original charges report (TWDORCG) to detect 
discrepancies and refers it to the Registrar for the necessary corrections, if there 
are any.   
 
The form Treatment of Title IV Funds When a Student Withdraws from a Credit-
Hour-Program, known as the Refund and Repayment form, which summarizes the 
calculation result and adjusts in the Banner System the amount of financial aid to 
be returned, is generated weekly as a result of the automated process of total 
withdrawals. The form is used to validate that the result is correct and identify 
discrepancies. In the event that errors are identified, they are manually 
recalculated through the Banner system. 

 
5.1.7 The personnel of the Bursar’s Office or the automated process of the Banner 
System carries out weekly accreditation of financial aid. When the result of the 
process is a refund or a student's debt, he or she will be informed of the adjustment 
in its account within a period not exceeding ten (10) working days from the moment 
of making the necessary adjustments.   
 
a. The automated process of the Banner System records the adjustments to the 
student's account. However, the personnel of the Bursar’s Office can carry out the 
disbursement process manually through the Student Payment Form (TSASPAY) 
screen.   
b. The Bursar’s Office personnel verifies, through the Student Account Detail 
Review Form (TSAAREV) screen, that the adjustment to financial aid is correct in 
the Banner System with respect to the Treatment of Title IV Funds When a Student 
Withdraws from to Credit-Hour-Program, known as the Refund and Repayment 
form, generated by the automated process.   
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c. The Bursar’s personnel verifies the status of the student's account and 
determines if the becomes a debtor, has a credit in his favor (reimbursement) or 
the account is in zero balance ($ 0). If debtor, the Bursar’s Office notifies the 
student in writing, creates restriction in the Banner System and files a copy of the 
communication in the physical file of the Bursar’s Office. If a credit balance results, 
the corresponding amount will be returned to the student by official check or direct 
deposit. 

 
5.1.8 Withdrawals of students who never attended  
 

5.1.8.1 When the student never attended the course or did not participate in the 
academically related activities during the first three weeks of classes or its 
equivalent in the shorter academic calendars, the professor  will leave the partial 
scores blank in the electronic record. In the Grade column he or she will select the 
annotation AW (administrative withdrawal). It is not required to enter any date 
under the column for Last Attend Date, since the Banner system does it 
automatically.  

  
5.1.8.2 After the deadline for reporting the AW administrative withdrawal, the 
Registrar produces and examines the withdrawal report to validate the result of the 
automated total withdrawal process. 

 
5.2 PROCEDURE FOR NON-OFFICIAL TOTAL WITHDRAWALS   
 
Student enrollment becomes an unofficial total withdrawal when all courses have 
withdrawal status codes and at least one withdrawal code  for non-attendance (NA).   
 
5.2.1 Procedures in the Electronic Rollbook    
 

5.2.1.1 The professor receives from the chief executive of the unit, or from the 
person designated for it, the instructions to follow for the use of the electronic 
rollbook. For each academic term and within the established calendar, the 
professors will enter the students’ grades in the electronic rollbook, for each 
section in their charge. The faculty is responsible for correctly entering the code 
indicated below:   
 
a. When a student stops attending the course, and does not qualify for the 

incomplete or F grade, the professor will record the UW entry in the Grade 
column and write down the student's last class attendance date or of the last 
activity related to the course in the Last Attend Date column, following the 
format of the Banner System: DD / MON / YYYY (day, month, year). 
 

5.2.2 Registrar’s Manual Procedures for withdrawal cases of in which the enrollment 
was paid with Title IV funds   
 
If it is necessary to process the withdrawal manually, proceed as follows:   
 

5.2.2.1 The Registrar's Office will codify the course or courses with an NA (Non 
Attendance Drop) on the date indicated by the professor as the last day of 
participation in class or academic activity.   
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5.2.2.2 Record the total unofficial withdrawal with the code WA (Withdrawal / 
Absences) with the date of the course with the most recent NA.   
5.2.2.3 Enter the WMANUAL code in the Student Institutional Reporting 
(SGAUSDF) form so that the automated withdrawal process does not consider it.   
5.2.2.4 Create a withdrawal sequence in the Student Withdrawal form (SFAWDRL) 
and notify the Financial Aid and Bursar’s Offices to verify the case. 

 
5.2.3 Registrar’s Manual Procedures for cases of withdrawals in which the enrollment 
was paid without Title IV funds   

  
5.2.3.1 Total unofficial withdrawals of students making payments with funds 
that are not under Title IV, such as cash payments, state, institutional funds 
or other aid programs, are worked manually.   
 
a. The Registrar's Office personnel codify the unofficial total withdrawal 

with the code ZA (Withdrawal / Absences No Title IV) and notifies the 
Bursar’s Office.   
 

b. The Bursar’s Office personnel will verify that the return percentage, if 
applicable, is in accordance with the University's institutional withdrawal 
policy. 

 
 
 
5.3 VERIFICATION OF INFORMATION RELATED TO THE TOTAL WITHDRAWALS IN 
THE BANNER SYSTEM AND THE RETURN OF FINANCIAL AID FUNDS   
 
5.3.1 The Dean of Academic Affairs personnel, the Registrar’s Office or those officials 
designated by the chief executive of the academic unit will assure that the information 
provided by the professors is complete and correct. To do this, you can use the following 
verification reports generated by the Banner System:  
 
a. Sections without final grade (SWDVRGD) - identifies the sections that have students 
without final grade.   
b. Classlists without Last Date of Attendance (SWDNLAD) - identifies students who have 
UW and has no last participation date in an academic activity  
c. Classlists without SHAGCOM (SWDSCOM) - identifies sections of courses that have 
no evaluation components created.   
d. Total Withdrawal Candidates (SWDUWF) - determine the suspicious “F” when the 
student has a combination of courses with UW annotation and an F grade.   
e. List of F or NP (SWDEFNP) - identifies professors who did not certify the “F” earned or 
NP (Non Passing).   
f. Student candidates for total withdrawal (SWDNOWD) - identifies students who are 
candidates for total withdrawal with a percent of reimbursement.   
g. Withdrawals Report (SWDBAJA) - identifies the students with withdrawn courses. 

 
The verification process will pay attention to the following aspects:  
 

a. That each student included in the final list of Class Attendance Roster 
(SFAALST) has a grade or annotation.   
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b. That the UW annotations have the last date of class attendance or the last 
academic related activity, following the format of the Banner System: DD / MON / 
YYYY (day, month, year). 

 
5.3.2 The Registrar's Office personnel evaluates the cases of students with the UW 
annotations and combination of other withdrawal codes to determine if they constitute 
cases of unofficial total withdrawal.   
 
5.3.3 The Registrar's Office personnel will not make any changes in the entries recorded 
by the professor.   
 
5.3.4 The Registrar's Office personnel generate the withdrawal reports immediately after 
carrying out the process of entering grades for the academic term.   
 
5.3.5 The Registrar’s Office personnel verifies the reports and identifies the cases of total 
withdrawal not processed completely in the Banner System and makes the corresponding 
changes within a period of 25 calendar days and never in excess of 30 days, after 
concluding the academic term. Federal regulations state that the academic term 
concludes on the last date of final exams announced in the academic calendar.  
 
 5.3.6 Once the review of the withdrawal report or its equivalent has been completed and 
changes to the Banner System have been entered, the Registrar's Office informs the 
corrections to the Financial Aid Office within a period of 25 calendar days and never 
exceeding 30 days, after the end of the academic term. 

 
5.3.7 Will enter the WMANUAL code in the Student Institutional Reporting (SGAUSDF) 
form so that the automated withdrawal process does not consider it.   
 
5.3.8 Create a withdrawal sequence in the Student Withdrawal form (SFAWDRL) and 
notify the Financial Aid and Bursar’s Offices to verify the case.   
 
5.3.9 The Financial Aid Office personnel processes the cases identified by the Registrar's 
Office in the withdrawal reports or their equivalents, using the computerized system that 
is available to produce the Treatment of Title IV Funds When a Student Withdraws from 
a Credit-Hour-Program, known as the Refund and Repayment form; it prints the result of 
the calculation and adjusts in the Banner System the amount of financial aid to be 
returned to the Federal Government by fund (Federal Direct Loan unsubsidized or 
subsidized, FPELL,  and FSEOG).   
 
5.3.10 Guide the student participating in educational loans to complete the exit interview 
on the Federal Department of Education website. In the case of unofficial withdrawals, 
students who interrupt their studies and have educational loans, the documentation 
equivalent to the exit interview is emailed for the student to complete and return to the 
Office of Financial Aid of their campus or complete it on the website of the Federal 
Department of Education.   
 
5.3.11 The personnel of the Bursar’s Office verifies the following information for each 
case on the Student Course Fee Assessment Query Form screens: student status, total 
withdrawal date and institutional tuition costs used to compute the reimbursement or 
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repayment. It also sends the original charges report (TWDORCG) to the Registrar's Office 
with any discrepancies observed, before processing the disbursement due to adjustment 
of the financial aid. Once the Registrar's Office concludes the adjustment or change, it 
notifies the Bursar’s Office. 

 
5.3.12 The personnel of the Bursar’s Office verifies, through the Student Account Detail 
Review Form screen, that the adjustment to financial aid is correct in the Banner System   
 
5.3.13 Once the review is completed, the personnel of the Bursar’s Office requests that 
the automated disbursement process be executed or carried out manually through the 
Student Payment Form screen.   
 
5.3.14 The personnel of the Bursar’s Office verifies the status of the student's account 
and determines if he is a debtor, has a credit in his favor (reimbursement) or his account 
is in zero balance ($ 0). If debtor, the personnel of the Bursar’s Office notifies the student 
in writing, creates restriction in the Banner System and files a copy of the communication 
in the physical file of the Bursar’s Office. If a credit balance results, the corresponding 
amount will be returned to the student by official check or direct deposit. 
 
5.1 UNSCHEDULED BREAKS  
 
5.4.1 The President may decree an unplanned academic-administrative break in excess 
of five (5) calendar days due to extraordinary circumstances such as natural disasters, 
among others. The Vice Presidency of Academic and Student Affairs (VAAE), the Vice 
Presidency of Management, Finance and Systemic Services (GEFINSERSIS) and the 
Office of Institutional Financial Aid will be responsible for reviewing and amending the 
affected academic-administrative calendars. Once amended, these calendars will apply 
to all academic units that operate on the same academic terms. Once the academic 
calendars are formalized, the VAAE will enter the start and end date of the unplanned 
academic-administrative break of the corresponding academic terms, in the Student Term 
Break (SOATBRK) form of the Banner information system. The VAAE will inform the 
Institutional Financial Aid Office of the action taken without delay to recalculate the 
percentages of reimbursements of official total withdrawals and, once they complete the 
process, notify the VAAE. In addition, the VAAE will request the SWRWCPU process from 
the Information and Telecommunications Center, which incorporates in the information 
system the reimbursement percentages of the official total withdrawals and the 
Enrollment Status Control Form (SFAESTS), under the WT (Total Withdrawal) code. 
 
VI. MONITORING   

The Office of Management Compliance and Institutional Financial Aid, with the 
support of the Vice Presidency of Academic and Student Affairs, the Vice Presidency 
of Management, Finance and Systemic Services and the Information Technology and 
Telecommunications Center, will be responsible for carrying out the necessary 
monitoring to ensure compliance with federal Title IV regulations.   

 
VII. SEPARABILITY   

 
If any part or section of this document is declared void by a competent authority, such 
decision will not affect the remaining ones.   
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VIII. DEROGATION   
 

These norms and procedures repeal normative document A-0319-060, Systemic Norms 
and Procedures for the Return of Funds for Total Withdrawals, and any other normative 
document that conflicts with the provisions herein.   
 
IX. VALIDITY   
 
These regulations will be effective immediately upon the approval and signature of the 
President.   
 
X. APPROVAL   
 
 
_________________________   _____________________  
Manuel J. Fernós Date   (D-M-Y)  
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