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TERMS AND CONDITIONS OF AWARD 
 
When accepting your award, you acknowledge that you have read and understand the 
Terms and Conditions of the Award.  If you have questions about the award, terms or 
conditions, please contact a Financial Aid Counselor before proceeding. 

 
The Financial Aid Notification (FAN) letter is how our office communicates to you that a 
financial aid award has been set up for your review. The financial aid award will inform 
you what your financial aid eligibility is for the academic year at City University of 
Seattle.  
 
Your award will be available for your response for 10 business days as of the date of the 
FAN letter.  Awards that do not have a response within 10 business days are subject to 
cancellation. You will need to take action on your award within the 10 business days to 
avoid cancellation. Reinstatement of cancelled awards are made with remaining available 
funds, and may not be the same as the original award amounts. 

 
All students, whether benefitting from financial aid or not, are responsible to ensure that 
their City University of Seattle tuition is paid on time each term. Cancelled financial aid 
awards, or a delay in the delivery of financial aid funds may leave an unpaid tuition balance 
that the student must address with the Business Office.  Unpaid tuition balances may cause 
additional fees. Please be sure to check that your tuition balance is paid on time each term. 

 
To ensure the timely processing of your financial aid, please follow these steps: 
 
1. View the Award Package 

 
Step 1: Go to http://my.cityu.edu/ (the CityU Student Portal) 
Step 2: Locate the “Log In” box on the right side of the website and sign in using 
your CityU Username and Password (Note: your username needs to be typed in 
all lowercase letters) 
Step 3: If you are a first time user, follow the instructions page by page until you 
arrive at the “MyCityU Dashboard” page 
Step 4: At the top center of the page, you will see a horizontal menu that reads 
“CAMPUS,” “MYCITYU,” “ACADEMICS,” etc. Click on “STUDENT CENTER” 
(your CityU Student Center will pop up in a new window – be sure to have your 
“pop-up blocker” turned off. 

If you are using Internet Explorer (the preferred browser for access to the 
CityU Student Portal) and are unable to view your award, please select 
“Tools” in your browser and confirm that Compatibility View is checked. 

Step 5: On the Student Center Homepage navigate to the Finances section, 
under Financial Aid, select the Accept/Decline Awards link. On the Select Aid 
Year to View page choose: 2015 Aid Year. 
 

www.CityU.edu 
 

800.426.5596 [Toll Free] 
206.239.4544 [Fax] 

City University of Seattle 
Financial Aid Office 

521 Wall St., Suite 100 
Seattle, WA 98121 

http://my.cityu.edu/
http://www.cityu.edu/
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2. Navigating your Award  
 
The Award Package Page shows all of the elements of your financial aid offer for the 
academic year. Each funding source is broken down by terms when you click on the 
award type link.  

 
To accept the aid offer as it stands, check the Accept box by each award type. 
Remember to select “Submit” when finished.  

 
To decline any award, check the Decline box by the award type. If both loan 
types are being declined, unsubsidized loans must be declined before subsidized 
loans. 

 
To lower a loan award amount, enter the amount you want to borrow by the 
award type. The final amount will be equally disbursed across your terms of 
enrollment. You must lower an unsubsidized loan before a subsidized loan. 

 
Enrollment Projection: Your award is based on full-time enrollment (10 credits for an 
undergraduate, 6 credits for a graduate). If you will not be enrolled full-time in any of the 
quarters listed on your award, you will need to choose the “Special Instruction” link 
and follow the instructions to report changes in your credit load. This information will be 
used to recalculate your eligibility. If a change in your award amount is necessary, we 
will send you a revised Award Notification. 
 
Award Messages Award messages appear if you click on the Award type such 

as Federal Subsidized Loan 1 link.  The Award Detail section 
lists important messages associated with each award type of 
your aid offer, including eligibility requirements. Please be 
sure to read this section as part of the Terms and Conditions 
of your award. 

 
Report Other Financial You must report all resources that are not included in your 
Resources Award Package. Resources include employer assistance, 

scholarships, state grants, vocational rehabilitation, 3rd party 
tuition payments, etc. This information may cause a 
recalculation of your award. If a change in your award 
amount is necessary, we will send you a revised Award 
Notification. To find out how to report ‘Other Financial Aid” 
click on the Special Instructions link. 

 
Certifications You must click on the link Terms and Conditions of My 

Financial Aid.  Read this section carefully. You must check 
the box I Accept Terms & Conditions before you can 
Submit your Award acceptance. 
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3. Complete the Entrance Counseling and Master Promissory Note 

 
If you are a first time borrower at CityU borrowing a Federal Direct Stafford 
Subsidized and/or Unsubsidized Loan or Direct PLUS Loan, will need to complete 
the following in order for funds to be made available to you: 

 
a. Log into the Federal Student Loans website at www.StudentLoans.gov. You 

will need your social security number and your FAFSA PIN. If you do not have 
or have lost your FAFSA PIN, please go to PIN.ed.gov.  

b. Complete Entrance Counseling – Entrance Counseling is an online tutorial 
which explains a student’s rights and responsibilities as a Federal Direct 
Stafford Loan borrower. City University of Seattle requires all Financial Aid 
students to complete Entrance Counseling.  

c. Complete a Master Promissory Note (MPN) – An MPN is a contract that 
includes the terms and conditions under which the loan is made and the 
terms and conditions under which the borrower promises to repay the student 
loan(s). You only need to complete a single MPN if you are requesting both a 
Subsidized Stafford Loan and an Unsubsidized Stafford Loan. 

 
If you have already completed Entrance Counseling at another school, please email 
FinancialAid@cityu.edu from your CityU email address so we may update our 
records accordingly. 

 
4. Proration 

 
Stafford Loans must be prorated for undergraduate students who will be graduating 
in the award year and have less than three terms to complete their program. This 
may limit the amount of loan funds available for the award year.  
 

5. Disbursement 
 
At the time of disbursement, your enrollment is checked to make sure that you are 
still eligible for the financial aid funding. Most financial aid sources require at least 
half-time enrollment to retain eligibility (5 credits for an undergraduate; 3 credits for a 
graduate). If you have made any changes to your enrollment since accepting your 
Award Package or have failed to meet Satisfactory Academic Progress 
(http://www.cityu.edu/pdf/SAP_Policy.pdf), your eligibility may have changed. If so, 
you may end up getting less money than the amount that was listed on the original 
Award Package. Please remember that you are responsible for the timely payment 
of any tuition, fees, or book charges that are not covered by your financial aid award. 

 
Financial aid funds begin disbursing the first or second complete week of each 
quarter. The disbursement of your financial aid funds is contingent upon the status of 
your award and your enrollment at the time of disbursement. Delays in disbursement 
are caused by late FAFSA application, late submission of requested documentation, 

http://www.studentloans.gov/
pin.ed.gov
mailto:FinancialAid@cityu.edu
http://www.cityu.edu/pdf/SAP_Policy.pdf
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and/or late submission of promissory note(s). To avoid delays in the disbursement of 
your financial aid, please be sure to respond promptly to requests from our office.  

 
Since disbursement usually occurs after the published tuition due date, students 
who have confirmed financial aid disbursements pending are given an additional 
grace period for tuition payment. 

 
Prior Year Charges: Financial Aid for one academic year may not be used to pay 
for any outstanding charges from previous academic years. There are no 
exceptions. If an outstanding balance from a previous academic year is 
preventing you from registering for classes, you must pay this balance out of your 
own resources, even if you have been determined eligible for financial aid for the 
following year. 

 
6. Alert the Financial Aid Office of any changes.  

 
Changes to your credit load, program of study, enrollment status, or resources may 
impact your financial aid award. You may notify us of any changes by clicking on the 
Special Instructions link and following the instructions for submitting a change 
request using the Request Counselor Action function. Please feel free to contact 
the Financial Aid Office before making any changes to see how a change may 
impact your award. 
 
It is important to remember that your Academic Advisor and your Financial Aid 
Counselor have different areas of expertise. As a financial aid student, be sure to 
discuss the impact of any academic change directly with your Financial Aid 
Counselor as well as your Academic Advisor. It is important to note that academic 
changes may lower your financial aid eligibility, even if they are approved by your 
Academic Advisor. If a change in your financial aid eligibility results in a portion of 
your account charges to no longer be covered, you will need to make arrangements 
for the timely payment of the difference using your own resources. 
 

7. Award Package Revisions  
 
Your Award Package may need to be revised for many reasons in order to remain in 
compliance with federal regulations. A revision may occur when a student has a 
change to their credit load, grade level, reaching an aggregate loan limit, failing to 
meet Satisfactory Academic Progress requirements, changes you made to your 
FAFSA, or a recalculation due to additional resources. The funding amounts listed 
on your Award Package are based on the most recent information available to our 
office. The Financial Aid Office must revise an award in order to prevent an over 
award.  
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8. Over Awards  
 
Over awards occur when a student has received more financial aid funds than their 
eligibility allows.  This may include funds that went directly to your tuition or account 
charges.  This may happen when the Financial Aid Office becomes aware of a 
change to the student information after financial aid has been disbursed; either from 
a change the student made or information provided to our office. It is important to 
share any changes with our office to avoid the possibility of an over award. 
In the event of an over award, the Financial Aid Office will need to return some or all 
of your financial aid back to the original funding source. If these funds have already 
been given to you in the form of a refund check, you will be asked to return the 
necessary amount to City University of Seattle. Failure to return the required 
amount will result in the loss of financial aid eligibility.  
 

 
SPECIAL CONSIDERATIONS 
 
Private Educational Loans – Students have the option of supplementing their Federal 
Student Financial Aid funding with a private educational loan. Private educational loans 
may also be helpful to students in those programs of study that are not eligible for 
Federal Student Aid. To apply for most private educational loans, you may complete the 
application online directly on the lender’s website. The lender will ask you to certify your 
cost of attendance and enrollment status. If you are approved for the loan by the lender 
of your choice, City University of Seattle must also certify the loan prior to the funds 
being disbursed to the school.  
 
Direct PLUS Loan Option – Both a graduate student and a parent of a dependent 
undergraduate student have the option of applying for a Direct PLUS loan to make up 
the difference between all other aid sources and the cost of attendance. This is a credit 
worthy loan. 
 
There may be instances wherein a parent is denied a Direct PLUS loan due to the 
failure to meet credit requirements. In this particular circumstance, a dependent student 
may be eligible for an additional Unsubsidized Stafford Loan. Please contact your 
Financial Aid Counselor for additional information. 
  
Endorsement Only – Students who are solely taking endorsement classes in a quarter 
are not eligible for federal aid during that quarter. This is due to the fact that 
endorsement classes generally do not meet the requirements for an eligible program 
under Federal Student Financial Aid regulations. Students who need funding for an 
“endorsement only” quarter may apply for a private educational loan (see above). 
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Financial Aid Suspension – If you fail to meet the Satisfactory Academic Progress 
(SAP) requirements for the award year, you will be ineligible for financial aid and be 
placed on Financial Aid Suspension. A student on suspension is not eligible to receive 
any further financial aid. A student placed on suspension does have the option to submit 
an appeal (Petition) in an attempt to regain financial aid eligibility. Appeals are 
adjudicated by the Financial Aid Appeals Committee. Students may receive approval for 
a maximum of two Petitions for Reinstatement throughout their enrollment at CityU. 
Decisions by this committee are final. If your appeal is approved, then you will be placed 
on Satisfactory Academic Progress Probation. 
 
If a student receiving financial aid withdraws officially or unofficially from ALL classes 
during any quarter (term) the student may be suspended from financial aid 
eligibility. 
 
For more information concerning the CityU of Seattle SAP Policy, please go to: 
http://www.cityu.edu/pdf/SAP_Policy.pdf.  
 
Withdrawals/Return of Title IV Funds – The timing of your withdrawal from a program 
in a given quarter determines the amount of financial aid you have earned. Be sure to 
discuss any potential withdrawal with your Financial Aid Counselor before withdrawing. 
If you withdraw before 60% of the quarter has been completed, City University of 
Seattle may be required to return a portion of your financial aid funding. The student 
may be asked to return any unearned portion of the financial aid funds to the university. 
Failure to return the required amount will result in the loss of financial aid eligibility. If a 
student receiving financial aid withdraws officially or unofficially from ALL classes during 
any quarter (term) the student may be suspended from financial aid eligibility. 

http://www.cityu.edu/pdf/SAP_Policy.pdf

