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Procedure 3.2547 
 

Verification Process Procedure 

Federal regulations stipulate that certain Institutional Student Information Record 
(ISIRs), as selected by the Federal Processor, be verified. BCCC verifies the required 
ISIRs and any additional ISIRs that appear to have conflicting information or are 
believed to be incorrect (and corrected ISIRs if necessary) as per the Department of 
Education verification regulations. Applicants are responsible for providing requested 
documentation within two weeks of notification. Should information on an application 
need correcting, the corrections are made electronically by the Financial Aid Office. No 
financial aid awards are made until all verification procedures required by federal 
guidelines are met.  
 
The Financial Aid Office will verify all of the students selected for verification by the U.S. 
Department of Education’s Central Processor System (CPS).  The institution may at its 
discretion choose to verify any information believed to be incorrect on any 
application.  The institution will resolve any conflicting information in determining a 
student’s eligibility for federal or state funds.   

Starting in the School Year 2024 2025 CPS will be located in the FAFSA Partner Portal.  
All corrections prior to the 2024 2025 school year will be processed through CPS portal. 

Verification Criteria  
Verification Items   

1. Adjusted grow income (AGI)  
2. U.S. income tax paid  
3. Untaxed IRA distributions  
4. Untaxed pensions  
5. IRA deductions and payments  
6. Tax-exempt interest  
7. Income earned from work  
8. Family Size 
9. Identity statement of educational purpose  
10. Foreign Income exempt from federal taxation 

Students who are selected for verification will be placed in one of the five following 
groups. The group determines which Free Application for Federal Student Aid (FAFSA) 
information must be verification.  

1. V1 – Standard Verification Group. Students in this group must verify the following 
if they are tax filers (student, student spouse, parent, and parent spouse/partner, as 
applicable):   

a. Adjusted gross income (AGI)   
b. Income Earned from work 
c. U.S. income tax paid   
d. Untaxed portions of IRA distributions   
e. Untaxed portions of pensions  
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f. IRA deductions and payments   
g. Tax-exempt interest income   
h. Education credits   
i. Foreign income exempt from federal taxation 
j. Family Size 

  
2. V1 – Standard Verification Group. Students in this group must verify the following 
if they are NOT tax filers (student, student spouse, parent, and parent 
spouse/partner, as applicable):   

a. Income earned from work   
b. Family Size  

 
3. V4 – Custom Verification Group. Students must verify the following:  

a. Identity – Present an unexpired ID, can not be a Military ID or an ID issued 
by a state university or college. 

b. Complete Identity Statement of Educational Purpose Form 
c. Form must be mailed by a notary if not completed in person by the 

student. 
 

4. V5 – Aggregate Verification Group. 

a. All documentation combined for V1 and V4 verification group.  Tax filers 
and non-tax filers must verify the items listed in the standard V1 group.  
Students must also verify identity and statement of educational purpose.   

Additional Information Criteria  
BCCC reserves the right to require students to submit additional information if the 
following conditions exist:   

1. Students and/or parents who indicate they did not file a federal tax return but are  
required to file based on the Internal Revenue Service’s tax filing requirements.   

2. Married students and/or parent who have filed as head of household. (Must  
provide an amended tax return).   

3. Married student and/or parent that states current marital status is separated but  
provide a joint tax return or list spouse on Verification Worksheet (must provide 
Marital Separation documents).   

4. Changes to a student’s marital status from “No” to “Yes” after they have 
completed FAFSA.   

5. All ISIRS that are flagged for discrepant information.   
6. Documentation submitted conflicts with data on FAFSA or reveal income that  

should have been reported on FAFSA.   
7. Any other documents needed to resolve conflicting data.  

Required Documentation   
Documentation needed for verification varies according to the item verified. Students 
selected for verification will be notified through their student email that they have been 
selected for verification and will be asked to provide the following documentation before 
the pre-determined priority deadline.   
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1. Family Size Form   
2. Copy of the student’s and/or parents federal tax transcript for the most recent tax  

year or use of the FUTURE Act Direct Data Exchange (FA-DDX). 
3. Documentation of any income under Additional Financial Information and  

Untaxed Income section on the FAFSA. Students and parents may report 
untaxed income and benefits if there is reason to believe that there is a 
discrepancy   

4. Students who are unable to obtain a tax transcript due to identity theft will be  
allowed to submit a signed copy of tax return along with a police report and wage 
transcripts.   

5. Any other documentation needed to resolve discrepant information on the  
FAFSA. Notification to Students Once the Financial Aid Office receives the ISIR 
the system will generate a request for additional information to those students 
who are selected for verification. The students will be required to submit the 
required documentation before the priority deadline to ensure timely processing.  

  
Verification Exclusions 
The items below are verification exclusion criteria, however, BCCC will still resolve 
conflicting information (except when a student dies during the award year or when they 
are no longer enrolled and will not re-enroll).  

1. Death of the student 
2. Not an aid recipient 
3. Applicant verified by another school 
4. Post enrollment – the student was selected for verification AFTER ceasing to be 

enrolled at BCCC.  
Parents of a dependent student Exclusions: 

1. Both parents are mentally incapacitated 
2. Both parents, or the custodial parent, has died 
3. The parents are residing in a country other than the United States and can’t be 

contacted by normal means 
4. The parents can’t be located because the student does not have and cannot get 

their contract information. 
Spouse of an Independent Student Exclusions: 

1. The spouse has died 
2. The spouse is mentally incapacitated 
3. The spouse is residing in a country other than the United States and can’t be 

contracted by normal means 
4. The spouse can’t be located because the student does not have and cannot get 

their contact information. 
 
Notification to Students   
Once the Financial Aid Office receives the ISIR the system will generate a request for 
additional information to those students who are selected for verification. The students 
will be required to submit the required documentation within a two-week deadline to 
ensure timely processing.  
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Processing Time   
Two weeks for processing once all documentation is submitted during peak time (June 
– August).  

Resolving Conflicting Information  
 Before an award can be made to a student all conflicting information will be resolved 
whether the conflict is within the Financial Aid Office or with other offices on campus. 
For example, in checking the tax return transcript, if the student filed as Head of 
Household and is married, the FAO will notify the student through student email or letter 
that a tax amendment is needed. Financial aid will not be awarded until the issue has 
been resolved  

Special Circumstances   
If a student has experienced a change in financial circumstances since completing a 
financial aid application, an appeal for professional judgment may be submitted to 
BCCC’s Financial Aid Office. The student must complete and submit an appeal for 
professional judgement for reconsideration of financial aid awards explaining the 
circumstances affecting the student and/or family’s contribution towards college 
expenses for the current academic year. The student’s application will be re-evaluated, 
and if the Financial Aid Office deems the circumstances warrant, the Office will make an 
adjustment to financial aid awards and notify the student.   
 
Incarcerated Students 
On July 1, 2023, because of statutory changes enacted through the FAFSA 
Simplification Act, confined or incarcerated individuals enrolled in approved prison 
education programs (POPs) became eligible for federal Pell Grants.  
 
Starting the 2024 2025 school year, a confined or incarcerated applicant (as indicated 
through the new FAFSA Simplification incarcerated applicant flag) will only be required 
to verify their identity and statement of educational purpose.  
   
The Verification Process  
Once the Financial Aid Office determines that the student and/or parents have 
submitted all of the required and requested documents by the Financial Aid Office will 
compare the documentation with the data reported on the FAFSA by:   

1. Verifying that there are no issues of ‘concern’  
2. Confirming that the following data reported on the FAFSA agrees with the tax 
return or other financial documentation for income reported on FAFSA.   

a. Adjusted gross income (AGI)   
b. U.S. income tax paid   
c. Education credits   
d. Untaxed IRA distributions   
e. Untaxed pensions and annuity distributions  
f. IRA deductions and payments   
g. Tax-exempt interest   
h. Income earned from work   
i. Family size   
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j. Identity statement of educational purpose   
k. Filing Status 
l. Schedule C net profit/loss 

 
Ensure that the Verification forms are completed correctly and that the income data, 
Family size agree with the data reported on the FAFSA. If not, conflicts will be resolved, 
and corrections will be submitted through Colleague to the Department of Education’s 
Central Processing System (CPS) If submitted after school year 2023, corrections will 
be submitted through the FAFSA Partner Portal.  

Financial Aid Awards  
The Financial Aid Office will not award any financial aid to students until verification is 
performed, all conflicts have been resolved and corrections have been received from 
the U.S. Department of Education’s Central Processing System or the FAFSA Partner 
Portal. Any award changes due to new information obtained from the FAFSA or 
Submitted documentation will be implemented and student notified.  
  

References 
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Cross References:  
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