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Urban College of Boston Return of Title IV Funds (R2T4) Policy 

 

OVERVIEW 

Federal regulations require that students who withdraw from all classes may only keep the federal financial aid 
(i.e., Title IV funds) they have "earned" up to the time of withdrawal. These regulations apply when you officially 
or unofficially withdraw. Official withdrawals include medical withdrawals, exceptions to enrollment appeals and 
any student who has been administratively withdrawn or expelled. The requirements for Title IV program funds 
when you withdraw are separate from any Urban College of Boston refund policy. 

PROCEDURES TO OFFICIALLY WITHDRAW/PROCESSING R2T4 

The official notice of withdrawal begins with Urban College of Boston. The student completes an electronic 
withdrawal form which is transmitted to the Office of the Student Records, Office of Financial Aid, and the 
Department of Finance and Administration. This is a weekly report for distribution. 

§ Students who withdraw without notice: The Office of Student Records provides a report of those students to 
the Office of Financial Aid. The Office of Financial Aid provides the detailed report to the Department of Finance 
and Administration to process the R2T4. The students who withdraw without notice are identified within 30 days 
of the end of the enrollment period. 

§ In processing the R2T4, give adequate attention to TSAAREV (Account Detail Review Form) to ensure that the 
correct institutions charges populate for the calculation. Review the R2T4 calculations to determine tuition 
charges and make sure the amount of charges are equal to the transactions posted on the students Account Detail 
Review Form- TSAAREV. 

§ Once the calculations are processed, the R2T4 forms are submitted to the Office of Financial Aid for the returns 
to be processed. 

UNOFFICIAL WITHDRAWAL OR FAILURE TO EARN A PASSING GRADE IN ANY COURSES 

Non-Attendance, by itself, is not an acceptable reason for not dropping a class in a timely manner. Students who 
do not receive ANY "earned" grades are considered to be unofficial withdrawals that stopped attending ALL of 
their courses prior to the end of the term. If a student who began attendance and has not officially withdrawn 
fails to earn a passing grade in at least one course offered over an entire period, the institution must assume, for 
Title IV purposes, that the student has unofficially withdrawn, unless the institution can document that the 
student completed the period. We are required to determine if coursework was completed or if the student 
stopped attending. Unless we have confirmation of a last date of attendance, fifty percent of the aid used to pay 
direct educational costs (tuition, fees, room and board) must be returned to the lender or aid program. 
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WITHDRAWAL DATE 

The withdrawal date for a student who withdraws is the earlier date of: 

§ The date the student began the withdrawal process; or 

§ The date the student otherwise provided the school with official notification of the intent to withdraw; or 

§ The date the institution becomes aware the student ceased attendance; or 

§ The midpoint of the payment period or period of enrollment for which Title IV assistance was disbursed if the 
student ceases to attend without official notification and withdrawal. 

DOCUMENTING ATTENDANCE 

Before processing a Return to Title IV Funds, the College must verify the student began attendance in all classes 
used to determine financial aid eligibility. The University will contact all instructors to verify class attendance. If a 
faculty member indicates the student never attended, the College will first adjust the disbursed aid if there is a 
resulting change in eligibility and then calculate the Return of Title IV Funds. As a result, the student may end up 
owing the institution for the amount of unearned aid. If the student never attended any classes, all aid will be 
cancelled, and the student billed for all outstanding charges. 

TREATMENT OF TITLE IV AID WHEN A STUDENT WITHDRAWS 

The law specifies how Urban College of Boston must determine the amount of Title IV program assistance that 
you earn if you withdraw. The Title IV programs that are covered by this law are: Federal Pell Grants, Iraq and 
Afghanistan Service Grants, TEACH Grants, Stafford Loans, PLUS Loans, Federal Supplemental Educational 
Opportunity Grants (FSEOGs) and Federal Perkins Loans. When you withdraw during your payment period or 
period of enrollment, the amount of Title IV program assistance that you have earned up to that point is 
determined by a specific formula. If you received (or your school or parent received on your behalf) less assistance 
than the amount that you earned, you may be able to receive those additional funds. If you received more 
assistance than you earned, the school and/or you must return the excess funds. 

RETURN TO TITLE IV FUNDS REFUND CALCULATION 

The amount of assistance that you have earned is determined on a pro rata basis. For example, if you completed 
30% of your payment period or period of enrollment, you earn 30% of the assistance you were originally scheduled 
to receive. Once you have completed more than 60% of the payment period or period of enrollment, you earn all 
the assistance that you were scheduled to receive for that period. If you receive (or your school or parent receives 
on your behalf) excess Title IV program funds that must be returned, your school must return a portion of the 
excess equal to the lesser of: 



Urban College of Boston 
A TWO-YEAR COLLEGE CHARTERED IN 1993 

2 Boylston Street, 2nd Floor, Boston, MA 02116 
Phone: 617-449-7070 Fax: 617-830-3137 

www.urbancollege.edu 
 
 

 
Urban College of Boston is a 501(c)(3) non-profit organization  

and is accredited by the New England Commission of Higher Education (NECHE). 
Created By: David M. Vera 

1.4.2021 V2 

§ Your institutional charges multiplied by the unearned percentage of your funds, or 

§ The entire amount of excess funds 

WITHDRAWAL BEFORE THE FIRST DAY OF CLASS 

If you officially withdraw, drop out, or are expelled before the first day of class, all federal financial aid funds paid 
to you for that payment period for institutional or non-institutional costs will be removed. You remain responsible 
for all charges incurred when aid is removed. 

POST-WITHDRAWAL DISBURSEMENTS 

If you did not receive all of the funds that you earned, you may be due a Post-withdrawal disbursement. If your 
Post-withdrawal disbursement includes loan funds, Urban College of Boston must get your permission before it 
can disburse them. You may choose to decline some or all of the loan funds so that you don’t incur additional 
debt. 

§ Urban College of Boston may automatically use all or a portion of your Post-withdrawal disbursement of grant 
funds for tuition, fees, and room and board charges (as contracted with the school). 

§ Urban College of Boston needs your permission to use the Post-withdrawal grant disbursement for all other 
school charges. If you do not give your permission (some schools ask for this when you enroll), you will be offered 
the funds. 

§ However, it may be in your best interest to allow Urban College of Boston to keep the funds to reduce your debt 
at the school. 

PERCENTAGE OF PAYMENT PERIOD COMPLETED 

The percentage of the payment period completed is calculated by dividing the total number of calendar days in 
the payment period into the number of calendar days completed as of the student’s withdrawal date. 

INSTITUTIONAL CHARGES 

Institutional charges are tuition, fees, room and board (if the students contracts with the institution for room and 
board) and other educationally-related expenses assessed by the institution. 

CALCULATION OF TITLE IV ASSISTANCE EARNED BY THE STUDENT 

The percentage of Title IV assistance earned is equal to the percentage of the payment period completed as of 
the withdrawal date. 
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§ If the withdrawal date occurs after the 60 per cent point, then the percentage of Title IV assistance earned is 
100 per cent. 

This percentage is then applied to the total amount of Title IV grant and loan assistance that was disbursed (and 
that could have been disbursed) to the student, or on the student's behalf in the case of a parent PLUS loan, for 
the payment period for which it was awarded. 

CALCULATION OF TITLE IV ASSISTANCE UNEARNED TO BE RETURNED 

The unearned amount of Title IV assistance to be returned is calculated by subtracting the amount of Title IV 
assistance earned by the student from the amount of Title IV aid that was disbursed to the student or on behalf 
of the student in the case of a parent PLUS loan. 

RESPONSIBILITY OF THE INSTITUTION FOR RETURN OF UNEARNED AID 

Urban College of Boston will return all unearned funds back to the aid program and the student will be responsible 
for any balance this creates. 

RESPONSIBILITY OF THE STUDENT FOR RETURN OF UNEARNED AID 

If we are not required to return all of the excess funds, you must return the remaining amount. Any loan funds 
that you must return, you (or your parent for a PLUS Loan) repay in accordance with the terms of the promissory 
note. That is, you make scheduled payments to the holder of the loan over a period of time. The requirements for 
Title IV program funds when you withdraw are separate from any refund policy. 

§ Therefore, you may still owe funds to Urban College of Boston to cover unpaid institutional charges. 

§ We will also charge you for any Title IV program funds that we are required to return. 

If the return of the funds creates a balance due on the student account, the student will be responsible to pay the 
balance on their account. 

ORDER OF RETURN OF TITLE IV FUNDS 

A school must return Title IV funds to the programs from which the student received aid during the payment 
period or period of enrollment as applicable, in the following order, up to the net amount disbursed from each 
source: 

• Unsubsidized Direct Stafford loans (other than PLUS loans) 
• Subsidized Direct Stafford loans 
• Federal Perkins loans 
• Federal PLUS loans 
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• Direct PLUS loans 
• Federal Pell Grants for which a Return is required 
• Federal Supplemental Educational Opportunity Grants (FSEOG) for which a return of funds is required 
• Federal TEACH Grants for which a Return is required 
• Iraq and Afghanistan Service Grant for which a Return is required 

Any federal college work-study funds that you have earned prior to your withdrawal are yours to keep and will 
not be returned. 

TIME FRAME FOR THE RETURN OF TITLE IV FUNDS BY THE INSTITUTION 

Urban College of Boston must return the funds for which it is responsible as soon as possible but no later than 45 
days after the date of its determination that the student withdrew. An institution must determine the withdrawal 
date for a student that does not provide notification to the institution no later than 30 days after the end of the 
earlier of the payment period or period of enrollment. 

STUDENT NOTIFICATION 

Urban College of Boston will notify a student in writing within 30 days of the institution’s determination that the 
student withdrew and either owes a Title IV or HEA overpayment or owes funds to Urban College of Boston. 

RETROACTIVE WITHDRAWALS 

If funds have been returned for a student based on his or her official or unofficial withdrawal, those funds cannot 
be reinstated if the student petitions for, and receives, a retroactive withdrawal (official, medical withdrawal, or 
exception to enrollment). 

WITHDRAWAL FROM MODULES OR PARTS OF TERM 

If you withdraw from current classes, but are registered in a later-starting class for the semester, we are required 
to calculate the amount of unearned aid to return to federal programs, unless, you indicate in writing that you 
will attend the future courses. 


