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COMPLIANCE TEAM HANDBOOK  

This handbook was developed to help each administrator understand and operate within 
the guidelines, policies, and procedures of this department and the Department of 
Athletics. Questions can be directed to the Senior Director of Financial Aid, Director of 
Athletics, and Assistant Director of Athletics for Compliance. This handbook will not 
duplicate information and forms readily available in other formats. Staff are expected to 
administer the program ethically, within the guidelines of the university, the NCAA, and 
efficiently, within the parameters of their individual budgets. Each employee is also 
expected to be knowledgeable of, and to operate within the policies and guidelines 
published in the NCAA Manual, Gulf South Conference, University publications, and the 
Student-Athlete Handbook. Procedures highlighted in orange represent a change since 
the June 2017 edition.  

FINANCIAL AID 

Auburn University at Montgomery, Campus Services units and team members interact 
with Athletic and student athletes in the following manner: 
 

OFFICE OF FINANCIAL AID SCHEDULE OF RESPONSIBILITIES 

 
ADFA meets with ADAC      weekly 
 
Compliance Committee meets    monthly 
 
Cost of Attendance provided to ADAC   March/April each year 
 
Renewals/Reductions/Cancellations of Aid  
(GIA) sent to student athletes     May-July 1 each year 
 
Receive Financial Aid Report from ADAC, 
 enter athletic scholarships into Banner   Beginning May of each year 
 
Add institutional scholarships,  
outside scholarships,  
other outside aid to FA Report    Beginning May of each year 
 
Receive adjustments to  
Financial Aid Report from ADAC,  
enter into Banner      continual 
 
Review for scholarships,  
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outside scholarships,  
other outside aid, add to FA Report    continual 
 
Cancellations of Aid during a term of the award  
sent to student athlete      continual, as required 
 
Gulf South Conference Report    June 1 each year 
 
New funds codes entered into Compliance Assistant  continual 
 
Practice Clearance      start of each term 
 
NSLDS Report for previous schools attended  
to ADAC       Aug/Jan/May 
 
Role Fund codes for new academic year in  
Compliance Assistant      August-September each year 
 
Upload financial aid data from Banner to  
Compliance Assistant and review    October and March each year 
 
Initial Athletic Aid (GIA) sent to  
prospective student athletes     Nov/Feb/Apr-Aug 
 
Senior Director of Financial Aid,  
Athletic Appeals Committee meets    continual, as needed 
 

RENEWAL OF GRANT-IN AID SCHOLARSHIPS 

The Associate Director of Financial Aid will receive the Grant-In-Aid Renewal 
Spreadsheet from the Assistant Director of Athletics for Compliance prior to July 1.  The 
Grant-In-Aid Forms are sent to the student athletes by the Associate Director of Financial 
Aid prior to or on July 1.  The ADFA will save a copy of the renewal letter and unsigned 
Grant-In-Aid on the Compliance Team Share Folder.  

SHARE: Financial Aid >> Sport Scholarships >> Year >>Sports  
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NON-RENEWAL/REDUCTION OF GRANT-IN-AID SCHOLARSHIPS   

The Assistant Director of Athletics for Compliance will forward the 
reduction/cancellation template, Grant-In-Aid Recommendation Form, and Athletic 
Appeal Process to the Associate Director of Financial Aid.  The ADFA will send the 
letters of reduction/cancellation along with the GIA form and Athletic Appeal Process to 
each student athlete by July 1.  
 

NON-RENEWAL/REDUCTION OF GRANT-IN-AID SCHOLARSHIPS-DURING 
THE PERIOD OF THE AWARD  

The Assistant Director of Athletics for Compliance will forward the reduction/cancellation 
template, Grant-In-Aid Recommendation Form, and Athletic Appeal Process to the Associate 
Director of Financial Aid.  The ADFA will send the letters of reduction/cancellation along with the 
GIA form and Athletic Appeal Process to each student athlete. 

ENTERING NEW AND RETURNING STUDENT ATHLETE GIA AWARDS 
INTO BANNER 

 
The Associate Director of Financial Aid will receive the Financial Aid Report from the 
Assistant Director of Athletics for Compliance. The athletic scholarship information is 
entered into Banner Student from the Financial Aid Report for each student.  The student 
athlete whose status is “SIGNED” is entered on form RPAAWRD with “OFRD” status.  
The student athlete whose status is “ACCEPTED” is entered on form RPAAWRD with 
“ACPT” status.  
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Athletic Scholarship renewal information is entered into Banner, from the Financial Aid 
Report, for each student.  The student athlete whose status is “GIARF” is entered on form 
RPAAWRD with “OFRD” status.  The student athlete whose status is “ACCEPTED” is 
entered on form RPAAWRD with “ACPT” status. 

 

 
 
 
 
Any institutional scholarships which have previously been entered on Banner form 
RPAAWRD, are listed on the Financial Aid Report.  An Institutional Academic Awards 
Verification Form is completed for each student athlete receiving institutional awards, 
which determines the exemption status for each institutional award. 
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Copies of these are kept in the Compliance Team Share Folder.  

SHARE: Financial Aid >> Institutional & Outside Aid Verification 
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Any outside scholarships which have previously been entered on Banner form 
RPAAWRD, are listed on the Financial Aid Report.  An Outside Scholarship Award 
Verification form is received from each scholarship organization, for each outside 
scholarship, which determines the permissible requirement for each outside scholarship. 
The results of these are entered on the Financial Aid Report and calculated to be 
permissible. 
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Copies of these are kept in the Compliance Team Share Folder.  

SHARE: Financial Aid >> Institutional & Outside Aid Verification 
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Any other resources, such as the Pell Grant, the AUM Employee Dependent Waiver, or 
the Alabama GI Bill will also be listed on the Financial Aid Report. 

 
 

• Any adjustments to the student athlete’s institutional scholarships, outside 
scholarships, or other resources are reported to the Assistant Director of Athletics 
for Compliance, by email, at the time they are entered on the Financial Aid 
Report. 

• Any adjustments to a student athlete’s athletically related financial aid, received 
from the Assistant Director of Athletics for Compliance, by email, are updated on 
Banner Student form RPAAWRD.  

• All Athletic Financial Aid Awards, as well as institutional and outside aid awards, 
are posted to the student athlete accounts on the first day of class by the Office of 
Financial Aid.  All institutional and outside aid awards are posted to all student 
accounts on the first day of class by the Office of Financial Aid. 

LOADING STUDENT ATHLETE FINANCIAL AID INFORMATION FROM 
BANNER TO COMPLIANCE ASSISTANT  

An Argos report and csv file is created to load all Athletic Scholarship information into 
Compliance Assistant. 
 

SIGN IN TO ARGOS 
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Click on Banner 

 
 
 
Click on Student 
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Click on Athletics- then NCAA 
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Click on Athletics CAI Awards-Offer Amount Yearly-draft 

 

 

Click on csv-Athletes Student Awards Offer Yearly 

 

Run Report 
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Type 1718 in Aid Year Code:  and click SAVE Icon 

 

 

Save to-Computer-Compliance Team share folder-CA Manual-Imports-Award-file by year-
save(file will open) 
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LOG IN TO COMPLIANCE ASSISTANT 

• Go to www.ncaa.org -Click on My Apps-Log in using your username & 
password. Select the “Compliance Assistant” link. 

 

• Open Compliance Assistant-Tools- 
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• Open CSV Import/Export- 
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• The screen below will open 

 

 

• Go to Compliance Team share folder-CA Manual-Imports-Award-find cvs 
import file-right click on file-select open with-notepad-ctrl key + A 
key(selects all)-then ctrl key + C key( copies selection) 
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• Go back to Compliance Assistant, where the CSV Import/Export table was 
opened. 

• Select a table-Student Awards-Action to perform-Create-right click in the CSV 
Text area and paste-  
 

• Click submit- 

 

 

• Review status report (OK/error)-copy and paste into Financial Aid Report 
spreadsheet(in status column added next to names)- to confirm all records have 
been imported correctly, any errors are to be addressed per student athlete on 
Compliance Assistant. 

REVIEWING STUDENT ATHLETE AWARD INFORMATION IN 
COMPLIANCE ASSISTANT 

LOG IN TO COMPLIANCE ASSISTANT 

• Go to www.ncaa.org -Click on My Apps-Log in using your username & 
password. Select the “Compliance Assistant” link. 

TO VIEW A STUDENT-ATHLETE’S ACCOUNT  

• Click on “Student-Athletes” in the Account Links menu on the left side of the 
screen.  
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• You will see a list of all student athletes.  To choose by sport- click on List, then 
Search 

 

 

 

• Click on the Sport drop down box and choose a sport- then click Search at the 
bottom 
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• Click on the first student on the list-then click on Financial Aid 

 

 

 

• Review the information, comparing it to the Financial Aid Report, found in 
Compliance Team shared file 

 

 

 
• To find the Financial Aid Report-on the desk top, go to Computer-

Compliance Team shared file-Financial Aid- the award year- Financial Aid 
Report (excel file)-choose the sport to be reviewed by the tabs across the 
bottom of the spreadsheet 



 
 

22 

• Compliance Assistant is reviewed by sport and by student to verify that all 
Athletic Scholarship information in Compliance Assistant is the same as on the 
Financial Aid Report.  There are questions on Compliance Assistant for each 
institutional and outside scholarship that must be answered.  Any item highlighted 
in “red” must be addressed, such as student loans and inconsistencies on the totals 
shown per student athlete.  Any necessary explanations must be entered in the 
“comments” section.  The athlete equivalencies and the team equivalencies are 
then reviewed to verify that all information in Compliance Assistant is the same 
as on the Financial Aid Report. 

• On Compliance Assistant- choose the correct GIA Code for In-State or Out-of-
State and the correct COA Code for In-State or Out-of-State  

 
 

• For a student with student loans (DRPLUS, DLUSB, DLSUB), click on the User 
Questions for each type loan- 
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• Answer the question with the appropriate answer and save- 

 
 

• Verify the student equivalency is the same as on the Financial Aid Report.  

 
• Be sure to click save before going to the next student! 
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• For a student with institutional scholarships, click on the User Questions by each 

scholarship- 

 
 

• Answer the questions with the appropriate answers and save. 
• Warhawk Scholarship (WARHWK) 
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• AUM State Scholarship (AUMST1) 

 

 
 

• For student athletes with a Pell Grant award, which causes them to be over the full 
grant-in-aid amount, the total will be shown in “red” and an explanation should be 
entered into the “Comments” section- 
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• For student athletes who have been awarded for one term only, change the Award 
Period from Full Year to the appropriate term- 

 
• After all student athletes for a sport are reviewed, be sure to check the Team 

Equivalency to verify it is the same as on the Financial Aid Report. 
• If an adjustment to a student-athlete’s financial aid award is necessary during a 

term of the award after practice has begun, the Associate Director of Financial 
Aid will update the student-athlete’s award in Banner. The Associate Director of 
Financial Aid will also update Compliance Assistant with the new award changes. 

• NOTE: Once an award period begins, institutional financial aid may only be 
increased if the institution can demonstrate an increase is unrelated in any manner 
to an athletic reason. Institutional financial aid may be increased prior to the 
commencement of the period of the award for any reason. 
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