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Use this checklist to plan what you need to do to apply for and receive financial aid. Due 
to limited resources, student aid is often awarded on a first-come, first-served basis, and 
this list will help walk you through the process in order to stay on track. Many of these 
checklist items have deadline dates, so you should indicate the date by which you will 
need to complete each item. Check off each Action Item as you complete it. You can get 
help for many of these Action Items from the CityU website or by contacting the Financial 
Aid Office. It’s always a good practice to make copies of the information submitted. 

  
Due 
Dat
e 

Action Item 

  Complete the Free Application for Federal Student Aid (FAFSA) at 
https://fafsa.gov and request the information be sent to CityU (013022) using 
your FSA ID. If you are a tax filer, be sure to use the Data Retrieval Tool (DRT) 
to transfer your IRS tax data on to you FAFSA. You do not need to be formally 
admitted to CityU to submit your FAFSA data 

  Be sure to complete the award year FAFSA for the timeframe you’ll be in 
school. A new FAFSA must be completed every award year. The new year 
FAFSA is available October 1st of the preceding award year. CityU’s award 
year runs summer through spring. For students interested in aid for any quarter 
during summer 2017 through spring 2018, they should submit the 2017-18 
FAFSA. For students interested in aid for any quarter during summer 2018 
through spring 2019, they should submit the 2018-19 FAFSA. 

  Be sure CityU has all of your Admission paperwork, and any requested 
transcripts or other requested information for matriculation into your program 
of study. Our office is unable to set up an award offer for you until you are 
admitted into an eligible program.  Early submission of academic transcripts 
will provide the necessary information to award you accurately. 

  Make sure you have a CityU email account and that you monitor your CityU 
email account regularly (at least once per week). This is how our office will 
correspond with you to let you know when an award is ready for you to review. 

  Use the Student Portal to review your Student Center “To Do” list. If no items 
are present, we may not require information from you. If there are items 
present, be sure to follow the instructions and provide our office with the 
necessary information or documentation. We are unable to set up an award 
for you until all requested information has been received and reviewed.  

  Review the Consumer Information about financial aid processing and the 
terms and conditions of an award at: 

http://www.cityu.edu/admissions-overview/finanical-aid/
https://fafsa.gov/
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https://prod.campuscruiser.com/PageServlet?pg=offices_welcome&tg=OfficeWelcome&cx
=22.367-51.4048   

  Check in with the VA Certifying Official if you are a military student or family 
member:  206-239-4539  veterans@cityu.edu  

  Closely review your Award Letter through the Student Center upon receiving 
notification that one has been set up for you. We are unable to disburse funds 
to you without your action to accept the award offer. Be sure to let us know if 
you have questions about the Terms and Conditions of the award(s). 

  Let our office know if you will receive any scholarships or educational 
resources for institutions and/or agencies besides CityU. If we find out later 
about a resource, it can sometimes have a negative impact on your award, so 
let us know early to avoid unexpected changes to your award. 

  Let us know if you no longer wish to attend, if you plan to take a quarter off, or 
if you plan to be enrolled less than full time. That way we can make sure your 
award information is accurate and up-to-date. 

  If you wish to accept a student loan, we will need to have a completed Master 
Promissory Note (MPN) on file. If you have not already done so, you can 
complete this step either before or after your award has been set up by using 
your FSA ID and going to https://studentloans.gov. We are unable to disburse 
student loan funds until we have record of receiving at least one MPN on file. 
Parent PLUS and Graduate PLUS loans will have separate MPN’s to 
complete. 

  If you accept a student loan, and are a first time borrower, we will need to have 
you complete the Entrance Counseling in addition to the MPN. You can 
complete this step either before or after your award has been set up.   The 
Entrance Counseling is available on the same website as the MPN, 
https://studentloans.gov. We are unable to disburse student loan funds until 
we have record that you have completed the Entrance Counseling. If you 
completed the Entrance Counseling at another school, please let our office 
know. 

  Investigate private sources of financial aid. Review CityU Scholarship 
opportunities at 
http://www.cityu.edu/admissions-overview/scholarships/.   
Or outside donor scholarship opportunities such as: 

FinAid www.finaid.org,  
Big Future by the College Board 
https://bigfuture.collegeboard.org/scholarship-search, or, 
Fastweb www.fastweb.com.   

Be wary of scholarships that require a fee. 
 

  Keep copies of all application materials in your records for future reference. 

http://www.cityu.edu/admissions-overview/finanical-aid/
https://prod.campuscruiser.com/PageServlet?pg=offices_welcome&tg=OfficeWelcome&cx=22.367-51.4048
https://prod.campuscruiser.com/PageServlet?pg=offices_welcome&tg=OfficeWelcome&cx=22.367-51.4048
mailto:veterans@cityu.edu
https://studentloans.gov/
https://studentloans.gov/
http://www.cityu.edu/admissions-overview/scholarships/
http://www.finaid.org/
https://bigfuture.collegeboard.org/scholarship-search
http://www.fastweb.com/
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Timelines 

The timelines are, in part, largely up to you! There are two measures that need to be met 
for the CityU Financial Aid Office to be able to begin reviewing your financial aid request: 

1. A valid, correct year, FAFSA must be completed by you, and, 
2. You must be fully admitted as a CityU student by completing the admission 

application, and submitting all required documentation and transcripts for 
admission. 

You do not need to be formally admitted to CityU before completing your FAFSA. 
However, we cannot download your FAFSA data until you are fully admitted. We 
download FAFSA’s once a week. If you completed a FAFSA but are not yet fully admitted, 
we will hold your FAFSA in a pending status until we see that you are fully admitted. 

In order to be considered for 2018-19 undergraduate priority funding, you must submit 
your FAFSA prior to May 1st, 2018.  If you apply afterwards, you will receive secondary 
priority for our limited aid funds.  Graduate students do not have a priority filing date. 

Once we download your FAFSA data, we will send you an email (remember: that email 
will go to your CityU email address!) letting you know we’ve received your information.  

Our office will begin to award eligible students for the 2018-19 aid year in mid-May, and 
will continue to award students as they become eligible. When your award will be set up 
is dependent upon the complexity of your file, if we are waiting for documentation or 
information from you (please check your Student Center “To Do List”), and your expected 
enrollment period. We hope to complete students’ awards who plan to be registered in 
the summer quarter 2018 before the end of June 2018. May and June are heavy 
processing times for our office, and your patience is appreciated as we work to get your 
award set up and a notice sent out to you as quickly as we can. 

If you do not plan to attend summer quarter 2018, your file will be reviewed after we have 
processed our summer applicants. Typically, this will begin mid-July. If you filed your 

http://www.cityu.edu/admissions-overview/finanical-aid/
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2018-2019 FAFSA, have registered for summer quarter, and have not received an award 
notice by the end of June 2018, please contact our office. 

CityU’s tuition due date is typically the 20th day of the month preceding the first day of the 
quarter. However, tuition charges for students who have accepted a financial aid award 
will be deferred until the first week of classes. The tuition charges will remain pending on 
your student account until your financial aid disburses. At which time, any shortfall of 
tuition charges will be due. If there is residual aid available (refund), those funds will be 
released to you the following week. 

Things to Remember: 
• Complete the correct year FAFSA 
• Meet the FAFSA priority filing date of 5/1/18 if you are an undergraduate student 
• Complete the admission process 
• Monitor your CityU email account weekly 
• Monitor your Student Center “To Do List” weekly 
• Carefully read your award notice when it’s available 
• Complete the MPN and EC, if necessary 
• Check out scholarship opportunities 
• Pay any outstanding balance after aid disburses to your student account 
• Your Financial Aid Counselor is happy to answer your questions or concerns! 

http://www.cityu.edu/admissions-overview/finanical-aid/

