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Foothill DeAnza CCD
Financial Aid

Business Process Analysis Agenda 

1. Meeting Logistics/Facilitators

	
	Description

	Date
	December 9-11, 2008

	Time
	8:30-4:30

	Location
	<> (

	Facilitators
	Lamar Talbert, Senior Process Consultant and

Cynthia Silman,  Senior Functional Consultant


2. Pre-Work

· Select two (2) processes you wish to have added to the agenda from the list of Elective Processes, which begins on page 4.

· Ensure participants come to the information-gathering sessions prepared to identify the following for each process on the agenda:

1. Customers (internal and/or external) of the process

2. Cycle time (how long it currently takes one transaction to move through the process)

· Best case

· Worst case

· Average cycle time

· Idle time: time spent waiting during the process; e.g., for overnight batch processing or waiting for the receipt of documents from an outside source 

3. Process calendar

· Is it a seasonal process with peaks at certain times of the year?

· If so, identify peak months

· In relation to other processes – identify other processes that are dependent on this process and/or other processes that the process under discussion is dependent upon 

4. Hindrances to the effective operation of the current process 

5. Desired improvements to the current process (“wish list”) 

3. Purpose

· To define current state processes in order to complete a business process analysis and provide implementation/process recommendations for future state

4. Desired Outcomes

· Completed interviews for each agenda topic
· Completed process models for each agenda topic
· Data and input to complete the Recommendations
5. Agenda 

Day 1 - Tuesday 12/9/2008
	Topic
	Time

	Introduction to Business Process Analysis 

Suggested participants:  Personnel who will be participating in any of the Financial Aid BPA information-gathering sessions

	8:30 – 9:30

	Processing Financial Aid Applications 
Purpose: to provide an understanding of the workflow within the Financial Aid office and the nature of the student body (undergrad, grad, professional, etc.)
Suggested participants:  Financial Aid Office, Admissions Office, Business Office, Information Technology representative

	9:30 – 12:00

	Lunch
	12:00 – 1:00

	Managing Requirements Tracking and Communication
Purpose:  to explore how and when data are collected to support the file [e.g., communication types (paper, e-mail); whether collection is done immediately or later (e.g., on award letters)]
Suggested participants:  Financial Aid Office, Admissions Office, Information Technology representative

	1:00 – 4:30


Day 2 - Wednesday 12/10/2008
	Topic
	Time

	Managing Sources of Financial Aid Awards

Purpose:  to identify types of aid given [federal, state (including state reporting), institutional aid (including athletics), outside aid], and to identify who controls these awards and how they are reported to the Financial Aid Office.  This discussion will include handling outside scholarships and third party contract payments. 

Suggested participants:  Financial Aid Office, Business Office, Information Technology representative

	8:30 – 12:00

	Lunch
	12:00 – 1:00

	Select one elective process from the list below

	1:00 – 4:30


Day 3 - Thursday, 12/11/2008
	Topic
	Time

	Packaging and Disbursing Financial Aid

Purpose: 

· to discuss how the Financial Aid Office award funds it controls (e.g., manually, automated) 

· to identify any particular packaging strategies (e.g., are any limits imposed on aid that does not match federal limits?)  

· to identify how payment of aid is scheduled (e.g., prior to start of term)

Suggested participants:  Financial Aid Office, Business Office, Information Technology representative
	8:30 – 12:00

	Lunch
	12:00 – 1:00

	Select one elective process from the list below
	1:00 – 4:30


6. Elective Processes

	1.
	Managing Continuing Eligibility for Financial Aid (SAP)

Purpose: to discuss the following: 

· How often SAP is measured

· Which students are measured (e.g., enrolled for the term, only those with federal aid, etc.)  

· How SAP is calculated…hours included (e.g., all hours or just those related to maximum  time frame), grades/GPA used (term grades/gpa or cumulative grades/gpa)

· Aspects of SAP reflected (e.g., that the student failed in the rules - GPA, completion, etc.)

Suggested participants:  Financial Aid Office, Athletics, offices that make changes that may affect students’ eligibility (e.g., Admissions, Registrar/Records Office, Business Office, Foundation, Veteran’s Office, Job Placement), Information Technology representative

	2.
	Processing Pell/ACG/SMART Grants
Purpose: to discuss the following:

· School type (e.g., multi-campus institution with separate Pell school codes) and grants offered

· How eligibility for ACG and SMART is being determined (e.g., all Pell eligible students, those who self-certified on the FAFSA)

· Involvement of Admissions in certifying students for ACG grants

Suggested participants:  Financial Aid Office, Admissions representative, Information Technology representative

	3.
	Processing Loans 

Purpose:  to identify loan types and how they are processed (e.g., whether a servicer is used, whether loans are done via paper or electronically)

Suggested participants:  Financial Aid Office, Business Office, Information Technology representative


	4.
	Administering the Student Employment Program
Purpose: to discuss the following: 

· How student workers are monitored (e.g., which office does it, whether Federal Work Study and Institutional Student Workers are monitored) 

· Interface with human resources (is your institution implementing Banner Human Resources?  If so, will it be live before or after Banner Financial Aid goes live?)  

· Earnings reports (e.g., does Financial Aid need to send earnings reports to other departments?)

Suggested participants:  Financial Aid Office, office monitoring student workers (if other than Financial Aid), Information Technology representative

	5.
	Managing Student Budgets
Purpose: to discuss the following:

· Whether Pell Grants are offered  

· Type of budget used (actual or estimated cost of attendance)

· Values on which budgets are based (e.g., Student system values such as residency, enrollment level; FAFSA values only)

· Whether institutional methodology (collection of CSS profile application) is used

Suggested participants:  Financial Aid Office, Information Technology representative


7. Room Set-up 
	For the Introduction to BPA on Day 1:
	For BPA Information-Gathering Sessions:

	Facilities requirements:

· Seating for all participants of all BPA sessions

· Video projector and screen

· Sound reinforcement, if the room is large
	Facilities and supply requirements:

· Conference room with conference table and chairs

· Seating for up to 12 persons

· Name cards for participants (blank card stock)

· Flipchart on easel 

· Extra flipchart paper 

· Flipchart markers in black and one other color

· 6 pads of 3” x 5”  Post-it Notes in assorted colors

· 3 pads of 3”x 3”  Post-it Notes in assorted colors

· Masking tape

· Black or blue Sharpie fine or medium point marking pens

	Limits on attendance:  No limit on attendance for this session
	Limits on attendance:  BPA sessions need to have a minimum of 4 participants plus SunGard Higher Education personnel and not more than 12 participants plus SunGard Higher Education personnel.  These are focused discussion groups.  With fewer than four persons, there is not enough diversity of opinion.  With more than 12, it becomes difficult to engage all participants fully in the discussion.
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