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Action Steps Checklist
Financial Aid

Print & Collaborate With Your Team

Managing multiple funding sources takes thoughtful coordination, clear communication, and a family-first approach. This checklist 
equips your financial aid team to stay organized, informed, and responsive.

Update application and verification forms to include 
school choice program participation.

Train staff on award sequencing and compliance for 
each type of funding.

Create a shared calendar of deadlines and review 
periods across departments.

Use FACTS to monitor missing documentation and 
automate family reminders.

Track and analyze aid outcomes (by source, completion 
rate, and total award amount).

Segment award reporting by funding source for audit 
and strategic planning.

Meet monthly with Admissions and Business Office to 
coordinate funding alignment.

Communicate funding gaps early and offer solutions 
(e.g., payment plans, additional aid).

Designate a point person for state policy updates and 
SGO/ESA platform training.

Notes


