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IMPORTANT UPDATE 

 
 
TO:  Financial Aid Officers 
  Student Loan Officers 
 
FROM: Ruth T. Vincent, Director 
  Guaranteed Loan Division 
 
DATE:  February 25, 2004 
 
SUBJECT: COMMON MANUAL, How an Idea Becomes a Common Manual Policy 

Training Brief Issue 9 
 
 
Georgia Student Finance Commission (GSFC) is pleased to provide you with the ninth 
issue of Training Brief.   
 
This Brief explains how a policy idea is developed into changes to Common Manual text.  
This Training Brief is provided in PDF format with the hope that you will share this 
version with co-workers.  
 
If you have any questions about the enclosed Training Brief, please contact Jessie 
Cooper by phone at 770-724-9139 or email jessiec@gsfc.org. 
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TRAINING BRIEF 
 

How an Idea Becomes a Common Manual Policy 
 

Policy changes originate from Higher Education Act amendments, 
regulatory changes, or Department of Education guidance. A change may 
also originate from a guarantor, school, lender, servicer, or the Policy 
Committee (PC). The following summarizes the process of converting an 
idea into a revision to the Common Manual:  

 
•  The idea is incorporated into a policy proposal, which is drafted by a 

guarantor, school, lender, servicer, or PC member. The draft suggests 
specific language changes to the existing text of the Common Manual 
through strike-outs (language to be removed) and underlines 
(language to be added). 

 
•  The draft proposal is submitted to the PC for research, review, and 

refinement. 
 

•  An effective date and trigger event are drafted based on who would be 
primarily responsible for implementation (school or lender) and any 
statutory or regulatory effective date. 

 
•  The draft proposal is distributed via the Common Manual Public 

Listserv to the FFELP community requesting comments. 
 

•  The PC reviews the comments for technical and implementation 
issues, and for community support or opposition to the proposal. 

 
•  The PC revises the proposal based on comments, Common Manual 

philosophy, and effective date/trigger event. The PC solicits additional 
comments from the community, if necessary.  

 
•  The Governing Board reviews the final draft of the proposal to amend 

and approve, or disapprove the policy change. 
 

•  Guarantors publish new policy summaries monthly using common 
bulletin language. Changes to the manual’s text are published monthly 
in the Integrated Common Manual and annually in the Common 
Manual update.  


