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(| JLICY STATEMENT:

It is the policy of Denmark Technical College that students or appropriate sponsoring parties receive
a fair and equitable refund of tuition and other institutional charges upon withdrawal from the
College.

I Title IV sponsored students will be refunded based on the percentage earned. The
formula for calculating the percentage earned is:

Number of days/Hours completed
Number of days/Hours in period

= Percentage earned

Students who completed 60% of the term will have earned 100% of Title IV
funds. The withdrawal date is determined from the class attendance records.

A. The amount of earned Title IV Aid is determined by using the _
Percentage Earned x Total Title IV disbursement.

B. The amount of unearned Title IV Aid is determined by using the
percentage unearned x Total Title IV disbursement.
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II. Except as provided in section I, students who never attended classes will be considered to

have constructively withdrawn before the start of term. Refunds for terms that vary in
length from the semester term will be in proportion to the semester term as delineated in
L

This institution will make refund distributions according to a specific order of priority prescribed
in the law and regulations listed below.

Unsubsidized Federal Stafford Loan
Subsidized Federal Stafford Loan

Federal Plus Loan

Unsubsidized Federal Direct Stafford Loan
Subsidized Federal Direct Stafford Loan
Federal Direct Plus Loan

Federal Pell Grant

FSEOG

Other SFA Programs

Other Federal, State, private, or institutional sources of aid
The student

~
D00 N L AW~

—_

General Provisions
Examples of refunds are available in the Financial Aid Office upon request.

Unpaid charges are charges not covered under federal aid for which the student is responsible.

There is an appeals process for students or parents who believe that individual circumstances warrant
exceptions. Appeals should be directed to the Director of Financial Aid to students.

Repayments from SFA recipients must be distributed as follows:

1. Federal Pell

2. FSEOG

3. Other SFA Programs

4. Other Federal, State, private, or institutional sources of aid
( Student
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Funds returned to any SFA program may not exceed those received from that program.
However, in some cases, the holder of the loan will payoff a portion of the loan balance.

Late Disbursement

A student who withdraws or other wise cease attendance has lost SFA eligibility and
generally may not be paid further funds for the enrollment period. However, in some
cases, a late disbursement may be made. This determination must be made on a case by
case basis according to Title IV Student Financial Assistance Guidelines.
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It is the policy of Denmark Technical Colltge that students or appropriate
sponsoring parties receive a fair and equitable refund of tuition and other
institutional charges upon withdrawal from the Colleage.

I. Title IV sponsored students will be refunded based on the percentage
earned. The formula for calculating the percentage earned is:

Number of days/Hours completed

Number of days/Hours in period
= Percentage earned

Students who completed 60% of the term will have earned 100% of Title IV

fundsg. The withdrawal date is determined from the ¢lass attendance
records. ’
A. The amount of earned Title IV Aid is determined by using the
%% Percentage Earnedi x Total Title IV disbursement.
B. The amount of unearned Title IV Aid is determined by using the

percentage unearned x Total Title IV disbursement.

IT. Except as provided in section I, students who never attended classes will
.be considered to have constructively withdrawn before the start of term. Refunds
for terms that wvary in length from the semester term will be in proportion to the
semester term as delineated in I. '
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This institution will make refund distributions according to a specific ordexr of
priority prescribed in the law and regulations listed below.

1. Unsubsidized Federal Stafford Lean

2. Subsidized Federal Stafford Loan

3. Federal Plus Loan

4, Unsubsidized Federal Direct Stafford Loan
5. Subsgsidized Federal Direct Stafford Loan

6 Federal Direct Plus Loan
7. Federal Pell Grant

B. FSEOG

9 Other SFA Programs

0

1 Other Federal, State, private, or institutional sources
of aid
11. The student

General Provisjions
Examples of refunds are available in the Financial Aid Office upon request.

Unpaid charges are charges not covered under federal aid for which the student
is responsible.

There is an appeals process for students or parents who believe that individual
circumstances warrant exceptions. BAppeals should be directed to the Director of
Financial Aid to students. .

Repayments from SFA recipients must be distributed as follows:

1. Federal Pell Grant

2. FSEOG

3. Other SFA Programs

4. Other Federal, State, private, or institutional sources
of aid

5. Student

Funds returned to any SFA program may not exceed those received frxom that
program. However, in some cases, the holder of the loan will pay off a portion
of the loan balance.

Late Disburgsement

A student who withdraws or other wise cease attendance has lost SFA eligibility
and generally wmay not be paid further funds for the enrollment period. However,
in some cases, a late disbursement may be made. This determination must be made
on a case by case basis according to Title IV Student Financial Assistance

Guidelines.

63.
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REGULATIONS FOR REIMBURSEN%NT FOR TRAVEL
AND SUBSISTENCE EXPENSES

POLICY: To outline the procedure for obtaming approval and reimbursement for official
travel and to publish State Budget and Control Board regulations concerning reimbursements.

These regulations apply to all employees of the State. Travel and transportation at public expense will
be authorized only when officially justified and by those means which meet state Government
requirements consistent with good management practices.

A traveler on official business will exercise the same care in incurring expenses and accomplishing an
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assignment that a prudent person would exercise if traveling on personal business. Excess costs,”

circuitous routes, delays or luxury accommodations unnecessary or justified in exercising prudence.
Travel by commercial airlines will be accomplished in coach or tourist class, except when exigencies
require otherwise. Reimbursement for expenses incurred for official travel will be at the rates
authorized by the State Budget and Control Board. Reimbursement for local travel is authorized:
however, no reimbursement shall be made for meals within 50 miles of an employee’s official work
station and/or residence. Transportation to and from pomts of arrival and departure will be
accomphshed by the most economical method. It is the duty and responsibility of each supervisor to
msure compliance with these regulations.
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PROCEDURE

Request to Attend form must be used for travel and must be completed with appropriate
approvals.

Upon completion of travel, submit a Request for Reimbursement, Travel Support Document,
with receipts, including a copy of the agenda, to the Business Office for reimbursement.
Claims for reimbursement for subsistence and lodging must show time of departure and time
of return to Denmark or residence.

General Rules

Reimbursement - Employees of the State of South Carolina or any agency thereof while
traveling on the business of the State shall, upon presentation of paid receipt, be allowed
reimbursement for actual expenses incurred for lodging.

The employee shall also be reimbursed for the actual expenses incurred in the obtaining of
meals except that such costs shall not exceed $25.00 per day for in-state meals and $32.00 for
out-of-state meals.

Employees required by their agency head, as a part of their official duties, to attend statewide,
regional, or district meetings with the area in which the employee is headquartered, may
receive reimbursement for the cost of meals served at such meetings. At least 75% of those
attending the meeting must be employees of other agencies or outside organizations. Meetings
of boards, commissions, and committees are not considered statewide, regional, or district
meetings within the area in which the employee is headquartered, may receive reimbursement
for the cost of meals served at such meetings.

It shall be the responsibility of the agency head to monitor charges for lodging which might
be claimed by his employees in order to determine that such charges are reasonable, taking
into consideration location, purpose of travel, or other extenuating circumstances.

Remmbursements - Members of State Board, Commissions or Committees

Members of state boards, commissions, or committees whose duties are not full-ime and
who are paid on a per diem basis, while traveling on the business of State shall, upon
presentation of a paid receipt be allowed actual expenses incurred for lodging. Such
mernbers shall also be allowed reimbursement for actual expenses incurred in the
obtaining of meals except that such cost shall not exceed the flat rate of $35.00 per day.

Dependent Accompanying Employee - If a dependent accompanies an employee on an
authorized business trip, only those expenses which may be directly attributed to the
employee may be reimbursed.
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Mileage Reimbursement - When an employee uses his own automobile for official
business, he shall be reimbursed at the rate of 34.5 cents per mile, provided a sche 3!

vehicle was not reasonably available,

If he chooses to use own automobile, he shall be reimbursed at the rate of 30.5 censs
per distances shown by the current State Highway System map of the South

Carolina Department should be explained. When more than one employee is traveling
to the same location, the authorized number of automobiles should be limited to not more
than one automobile to two people.

A separate entry should be made for travel in the vicinity of a community or city. Only
actual miles driven on official State business will be retmbursed.

When an agency employee resides at a location different from that in which he or she is
headquartered, that employee shall be eligible to be reimbursed for the actual miles driven
on official state business in his or her personal automobile either from headquarters or his
or her residence to the point of destinatton.

Foreign Travel - Any travel outside the United States, Canada, and Puerto Rico. Any
foreign travel of a state employee will be reported annually at the end of each fiscal year
by the authorizing agency to the President of the Senate, the Speaker of the House, and
the Budget and Control Board.

Maximum subsistence for meals shall be determined in accordance with the attached
schedule method of “Determined Maximum Subsistence”. This schedule for meal
subsistence does not apply to Foreign Travel.

Per Diem - The per diem allowance of all boards, commissions and committees shall be
at the rate of $35.00 per day. Provided, that no full-time officer or employee of the State
shall draw any per diem allowance for service on such boards, commissions or
committees.

Per diem 1s a daily fee given in lieu of an annual salary.

These limitations may be made more restrictive by the agency director as dictated by
agency requirements.

Automobile Travel When Air Travel is most Economical Mode of Travel

The Appropriations Act states that transportation for official state business will be
accomplished by the most economical method. Based on this, an employee who elects to
drive his car for his convenience when more economical modes of travel are available is
entitled to reimbursement for:
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Mileage equal to the amount of coach or tourist air fare.

Vicinity mileage incurred on official business in lieu of using a taxi,

Airport parking fees equal to that which would have been incurred if car had been
parked at airport.

Subsistence based on date and time airline connections would have been made for
departure and return. Any period of time exceeding these guideline would be at

the employees’ expense and no subsistence could be paid.




