TOP RECORD LAYOUTS FOR USE IN THE CERTIFICATION/RECERTIFICATION PROCESS

03/10/00 DRAFT VERSION

Type 1 records (GA-TOP CERTIFICATION/RECERTIFICATION DETAIL RECORDS) are used to certify or recertify an account in the TOP.  Enter a “Y” in the Action field (Tape Position 35) for each account that is being recertified; that is, any account that your agency previously certified in the 1999 and/or 2000 processing year.  The current balance (consisting of Principal and Interest only) should be entered in the Initial Delinquent Debt Amount field (Tape Positions 135-146).  This amount will replace the debt amount of any recertified account.  Enter an “A” in the Action field for each account you are certifying that received a 65-day notice this year and was not previously certified in either the 1999 or 2000 processing year.  Again, you will need to enter the current balance (consisting of Principal and Interest only) in the Initial Delinquent Debt Amount field (Tape Positions 135-146).  This amount will establish the debt amount of the certified account.  

It is important to understand that the Type 1 record will be returned by Treasury as unprocessable if a “Y” or an “A” is incorrectly indicated in the Action field (that is, a “Y” is indicated, but it should have been an “A”, or vice versa).

In the certification process, all eligible accounts must appear on this tape, whether they are being certified or recertified.  Only one account per SSN, consisting of all eligible debts for that obligor, should be submitted.  Any account that is currently certified but does not appear on the GA-TOP CERTIFICATION/RECERTIFICATION DETAIL RECORD tape will be decertified or inactivated by Treasury.   In addition, the last name (and, therefore, the name control) cannot be changed once it is certified, anytime from the 1999 processing year forward.  This means that if your agency changes a name on its database, you must retain the last name used in your certification record for any accounts that were/are certified when you recertify the account.  For example:

Account was submitted for certification for 1999 processing year under name of JANE DOE but name was changed to JANE SMITH in your records--account must be submitted for recertification for 2000 processing year under name of JANE DOE; otherwise, it will be rejected.

Account was submitted for certification for 1999 processing year under name of JANE DOE but name was changed to JANE SMITH in your records--account was not certified for 2000 processing year; however, account will be submitted for certification for 2001 processing year.  Again, the account must be submitted for certification for 2001 processing year under JANE DOE; otherwise, it will be rejected.

Account was submitted for certification for 1998 processing year under name of JANE DOE but name was changed to JANE SMITH in your records--account was not certified in the 1999 or 2000 processing years.  The account may be submitted for certification for 2001 processing year under JANE SMITH.

All Type 1 records must be listed first on any tape submitted to Treasury.  In addition, they must also be accompanied by a Type 2 record (GA-TOP ADDRESS DETAIL RECORD) during the certification/recertification process.  If an account was previously certified in the 1999 or 2000 PY, a “U” (update) should be indicated in the Action field (Tape Position 35).  The address provided will overlay the address previously provided.  If the account was not previously certified by your agency in 1999 or 2000 PY an “A” (add) should be indicated in the Action field.  Therefore, if your agency is certifying/recertifying 10,000 accounts, your agency must submit 10,000 Type 1 and 10,000 Type 2 records.  To further break the 10,000 accounts down, if 6,000 of these accounts are Type 1, Action Y records and 4,000 Type 1, Action A records, these records should be accompanied by 6,000 Type 2, Action U records and 4,000 Type 2, Action A records.  All alpha characters must be in capital letters.

The Type 2 record will be returned by Treasury as unprocessable if an “A” or a “U” is incorrectly indicated in the Action field (that is an “A” is indicated but it should have been a “U”, or vice versa).

A Type 4 (GA-TOP ALIAS NAME DETAIL RECORD) may also be submitted, if you are aware of a name previously used by the borrower or, in the case of a recertified account, a new name.

TOP RECORD LAYOUTS FOR USE IN THE

CERTIFICATION/RECERTIFICATION PROCESS
GA-TOP CERTIFICATION/RECERTIFICATION HEADER RECORD

Identifies the beginning of the file for all records on the GA-TOP Certification/Recertification tape file.  This record must appear as the first data record on the tape file, which is submitted, to ED.  If ED cannot validate the information in the header record, the complete tape file will be rejected, and the Guaranty Agency will be required to submit a replacement tape.

Key:  RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

GA-TOP CERTIFICATION/RECERTIFICATION HEADER RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 4
Record ID
4
REQUIRED. Must contain constant “HDR1”.  Identifies the first record on the file. AN

5 - 12
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury. Must contain constant “05”. LJ SF AN

13 - 20
Agency Site ID

[Subagency Code]
8
REQUIRED. Must contain code assigned by ED to identify GA accounts. (See Appendix A)

LJ SF AN

21 - 45
File Identifier
25
REQUIRED. Identifies the file type. Must contain “GATOPCERTRECERT”. LJ SF AN 

46 - 53
Tape Creation Date
8
REQUIRED. Must contain the date the tape was created.  Must be valid date.  Format is YYYYMMDD.  N

54 - 200
Filler
147
REQUIRED. Space fill.

TOP RECORD LAYOUTS FOR USE IN THE CERTIFICATION/RECERTIFICATION PROCESS

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

TYPE 1 – GA-TOP CERTIFICATION/RECERTIFICATION DETAIL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 8
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury.  Enter constant “05”. LJ SF AN

9 - 16
Agency Site ID

[Subagency Code]
8
REQUIRED.  Code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

17 - 34
Debt Number

[Agency Case Number]
18
REQUIRED.  Enter Agency Site ID followed by obligor’s SSN.  (See Appendix A) LJ SF AN

35
Action
1
REQUIRED.  A 

A=Provide a balance for newly certified accounts  Y=Replace balance for recertified accounts

36
Record Type
1
REQUIRED.  Enter constant “1”. N

37 - 45
Tax ID Number

[SSN]
9
REQUIRED.  Enter the obligor’s Social Security Number (SSN) as assigned by SSA.  Pseudo SSNs are not allowed. N

46 - 80
Last Name
35
REQUIRED.  Enter the obligor’s last name.  It may contain embedded spaces.  Hyphens and apostrophes are allowed but no other special characters. LJ SF AN

81 - 115
First Name
35
REQUIRED (if available).  Enter the obligor’s first name.  It may contain embedded spaces but no numerics.  Hyphens are allowed but no other special characters. LJ SF AN

116
Middle Initial
1
OPTIONAL.  If not needed, space fill. SF A

117 - 124
Date Delinquency Began

[Delinquent Date]
8
REQUIRED.  The date at which the obligation was delinquent.  Format is YYYYMMDD. N

125 - 127
Local Contact Code 

[Local Code]
3
REQUIRED.  Enter constant “000”.  Code used to identify GA address and contact information for Treasury generated Offset Notices. N

128 - 134
Filler 
7
REQUIRED.  Space fill. 

135 - 146
Initial Delinquent Debt Amount

[Amount Owed]
12
REQUIRED.  Enter the principal and interest amount owed by the obligor.  The amount must be entered in dollars and cents.  Do not enter dollar signs, commas, decimal points, or negative amounts.  Amount owed may never be less than $25.00 (000000002500). This amount will replace the balance of any account you are recertifying. 

RJ ZF N  

147 - 148
Debt Type
2
REQUIRED.  Enter constant “OD”. A

149
Individual
1
REQUIRED.  Enter constant “I”. A

150
Judgement Debt Indicator
1
REQUIRED. Enter a "J" if it is a Judgement Debt; otherwise, space fill.  A

151 - 160
Filler
10
REQUIRED.  Space fill.

161 - 164
Agency Name Control

[Name Control]
4
REQUIRED.  Enter the first four significant characters of the obligor’s last name.  Last names of less than four characters should be left-justified, with unused positions filled with spaces.  Apostrophes and embedded spaces must be removed.  A hyphen is allowed in positions 2, 3, or 4.  (See Appendix A) AN

165 - 200
Filler
36
REQUIRED.  Space fill.

TOP RECORD LAYOUTS FOR USE IN THE CERTIFICATION/RECERTIFICATION PROCESS
Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

TYPE 2 – GA-TOP ADDRESS DETAIL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 8
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury.  Enter constant “05”. LJ SF AN

9 - 16
Agency Site ID

[Subagency Code]
8
REQUIRED.  Code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

17 - 34
Debt Number

[Agency Case Number]
18
REQUIRED.  Enter Agency Site ID followed by obligor’s SSN.  (See Appendix A) LJ SF AN

35
Action
1
REQUIRED. A

A=Add a new address. 

U=Update an existing address on a recertified account. 

36
Record Type
1
REQUIRED.  Enter constant “2”. N

37 - 66
Address, 

Line 1
30
REQUIRED.  Address obtained through pre-offset address request process or current mailing address of the obligor. LJ SF AN

67 - 96
Address,

Line 2
30
OPTIONAL.  LJ SF AN

97 - 121
Address, City
25
REQUIRED.  LJ SF AN

122 - 123
Address, 

State Code
2
REQUIRED.  Enter the standard U.S. Postal State code. A

124 - 132
Address, 

Zip Code
9
REQUIRED.  LJ N (First 5 bytes must be numeric, next 4 bytes may be numeric or spaces.) 

133 - 135
Address, 

Country Code
3
REQUIRED (If foreign address).  Three digit country code for obligor with a foreign address.  Enter codes from Attachment _______ (space fill if not applicable). LJ SF AN 

136 - 200
Filler
65
REQUIRED. Space fill.

TOP RECORD LAYOUTS FOR USE IN THE CERTIFICATION/RECERTIFICATION PROCESS
Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

TYPE 4 – GA-TOP ALIAS NAME DETAIL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 8
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury.  Enter constant “05”. LJ SF AN

9 - 16
Agency Site ID

[Subagency Code]
8
REQUIRED.  Code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

17 - 34
Debt Number

[Agency Case Number]
18
REQUIRED.  Enter Agency Site ID followed by obligor’s SSN.  (See Appendix A) LJ SF AN

35
Action
1
REQUIRED.  Enter constant “A”. 

A=Add a new alias name for a certified account. A

36
Record Type
1
REQUIRED.  Enter constant “4”. N

37 - 38
Sequence Number
2
REQUIRED.  Enter constant “00”. N 

39 - 73
Last Name
35
REQUIRED.  Enter the obligor’s last name.  It may contain embedded spaces.  Hyphens and apostrophes are allowed but no other special characters. LJ SF AN 

74 - 108
First Name
35
REQUIRED (if available).  Enter the obligor’s first name.  It may contain embedded spaces but no numerics.  Hyphens are allowed but no other special characters. LJ SF AN

109
Middle Initial
1
OPTIONAL.  If not needed, space fill. SF A

110 - 113
Filler
4
REQUIRED.  Space fill. 

114 - 121
Effective Date
8
REQUIRED.  Enter date agency received alias information.  Cannot be greater than current date.  Format is YYYYMMDD. N 

122 - 200
Filler
79
REQUIRED.  Space fill.

TOP RECORD LAYOUTS FOR USE IN THE CERTIFICATION/RECERTIFICATION PROCESS
GA-TOP CERTIFICATION/RECERTIFICATION CONTROL RECORD

Identifies the end of the file for all records on the GA-TOP Certification/Recertification tape file.  This record must appear as the last data record on the tape file, which is submitted, to ED.  If the counts and amounts do not balance when the tape is validated by ED, the complete tape file will be rejected, and the Guaranty Agency will be required to submit a replacement tape.

Key:  RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

GA-TOP CERTIFICATION/RECERTIFICATION CONTROL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 4
Record ID
4
REQUIRED. Must contain constant “CNTL”.  Identifies the last record on the file. A 

5 - 12
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury. Must contain constant “05”. LJ SF AN

13 - 20
Agency Site ID

[Subagency Code]
8
REQUIRED. Must contain code assigned by ED to identify GA accounts. (See Appendix  A)

LJ SF AN

21 - 28
Item Count
8
REQUIRED. Must contain count of all Type 1, Type 2, and Type 4 records on the file.  Do not include Header Record or Control Record in Item Count. RJ ZF N

29 - 42
Total Debt
14
REQUIRED. Must contain the sum of all Initial Delinquency Debt Amounts in positions 135 - 146 of the Type 1 records. RJ ZF N

43 - 200
Filler
158
REQUIRED. Space fill.

GA-TOP WEEKLY UPDATE DETAIL RECORD:
TO REPORT INCREASES, DECREASES, REPLACE CERTIFIED BALANCE AND/OR TO REACTIVATE AN ACCOUNT

The purpose of the GA-TOP WEEKLY UPDATE DETAIL RECORD is to update and/or report changes on accounts certified in the TOP.  All Type 1 records must be listed first on any tape submitted to Treasury.  All alpha characters must be in capital letters.  

Agencies must use a Type 1 record (GA-TOP WEEKLY UPDATE DETAIL RECORD) to report payments to decrease the certified balance (Action “S”); or report increases to the certified balance due to interest accrual (Action “I”); or to replace the certified balance (Action “Y”).  For example, if an agency certified an account for $2,000 (principal and interest only) and received a payment, which reduced the principal and interest owed by $500, your agency should send a Type 1 record with an Action “S” for $500 or a Type 1 record with an Action “Y” for $1,500.  It is not recommended that your agency submit an Action “Y” for active accounts because Treasury may be sending your agency information about an offset at the same time.  In this case, Treasury would overlay the balance with the amount indicated which would artificially raise the amount that may be offset. 

Please note that if a “Y” is indicated in the Action field, Tape Position 35, Treasury will automatically reactivate the account even if your agency previously decertified or inactivated the account. Your agency should also include a Type 2 record (GA-TOP ADDRESS DETAIL RECORD) with a current address for each reactivated account or anytime there is a change in address.

A Type 4 record (GA-TOP ALIAS NAME DETAIL RECORD) may also be submitted, if you are aware of a name previously used by the borrower or, in the case of a new name.  Remember, the last name (and, therefore, the name control) cannot be changed once it is certified, anytime from the 1999 processing year forward.  If an alias name record(s) is submitted Treasury will, however, add and retain the name(s) associated with each account on its database.  All of the names (and name controls) will be utilized for matching with payment streams.
GA-TOP WEEKLY UPDATE HEADER RECORD
Identifies the beginning of the file for all records on the GA-TOP Weekly Update tape file.  This record must appear as the first data record on the tape file, which is submitted, to ED.  If ED cannot validate the information in the header record, the complete tape file will be rejected, and the Guaranty Agency will be required to submit a replacement tape.

Key:  RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

GA-TOP WEEKLY UPDATE HEADER RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 4
Record ID
4
REQUIRED. Must contain constant  “HDR1”.  Identifies the first record on the file. AN 

5 - 12
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury. Must contain constant “05”. LJ SF AN

13 - 20
Agency Site ID

[Subagency Code]
8
REQUIRED. Must contain code assigned by ED to identify GA accounts. (See Appendix A)

LJ SF AN

21 – 45
File Identifier
25
REQUIRED. Identifies file type. Must contain

“GATOPWEEKLYUPDATE”. LJ SF AN

46 - 53
Tape Creation Date
8
REQUIRED. Must contain the date the tape was created.  Must be valid date.  Format is YYYYMMDD.  N

54 - 200
Filler
147
REQUIRED. Space fill.



GA-TOP WEEKLY UPDATE DETAIL RECORD:
TO REPORT INCREASES, DECREASES, REPLACE CERTIFIED BALANCE AND/OR TO REACTIVATE AN ACCOUNT

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

TYPE 1 – GA-TOP WEEKLY UPDATE DETAIL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 8
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury.  Enter constant “05”. LJ SF AN

9 - 16
Agency Site ID

[Subagency Code]
8
REQUIRED.  Code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

17 - 34
Debt Number

[Agency Case Number]
18
REQUIRED.  Enter Agency Site ID followed by obligor’s SSN.  (See Appendix A) LJ SF AN

35
Action
1
REQUIRED.  A

S=Adjustment to decrease balance 

I=Adjustment to increase balance

Y=Replace balance – A “Y” will automatically reactivate an account which was previously decertified or inactivated

36
Record Type
1
REQUIRED. Enter constant “1”. N

37 - 45
Tax ID Number

[SSN]
9
REQUIRED.  Enter the obligor’s SSN as assigned by SSA.  Pseudo SSNs are not allowed. N

46 - 134
Filler
89
REQUIRED.  Fill with spaces.

135 - 146
Delinquent Debt Adjustment or Replacement Amount
12
REQUIRED. 

For Action ‘S’: enter amount to decrease balance.  

For Action ‘I’: enter amount to increase balance.  

For Action ‘Y’: enter the amount to replace the balance.  

RJ ZF N  

147 - 148
Debt Type
2
REQUIRED.  Enter constant “OD”. A

149
Individual
1
REQUIRED.  Enter constant “I”. A

150 - 160
Filler
11
REQUIRED.  Space fill.

161 - 164
Agency Name Control

[Name Control]
4
REQUIRED.  Enter the first four significant characters of the obligor’s last name.  Last names of less than four characters should be left-justified, with unused positions filled with spaces.  Apostrophes and embedded spaces must be removed.  A hyphen is allowed in positions 2, 3, or 4.  (See Appendix A) AN

165 - 200
Filler
36
REQUIRED.  Space fill.

GA-TOP WEEKLY UPDATE DETAIL RECORD:
TO REPORT INCREASES, DECREASES, REPLACE CERTIFIED BALANCE AND/OR TO REACTIVATE AN ACCOUNT

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

TYPE 2 – GA-TOP ADDRESS DETAIL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 8
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury.  Enter constant “05”. LJ SF AN

9 - 16
Agency Site ID

[Subagency Code]
8
REQUIRED.  Code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

17 - 34
Debt Number

[Agency Case Number]
18
REQUIRED.  Enter Agency Site ID followed by obligor’s SSN. (See Appendix A) LJ SF AN

35
Action
1
REQUIRED.  A

U=Update an existing address 

36
Record Type
1
REQUIRED.  Enter constant “2”. N

37 - 66
Address, 

Line 1
30
REQUIRED.  Current mailing address of the obligor.  LJ SF AN

67 - 96
Address, Line 2
30
OPTIONAL. LJ SF AN

97 - 121
Address, City
25
REQUIRED. LJ SF AN

122 - 123
Address, 

State Code
2
REQUIRED. Enter the standard U.S. Postal State code. A

124 - 132
Address, 

Zip Code
9
REQUIRED. LJ N (First 5 bytes must be numeric, next 4 bytes may be numeric or spaces.) 

133 - 135
Address, 

Country Code
3
REQUIRED (If foreign address).  Three digit country code for obligor with a foreign address.  Enter codes from list _______ (space fill if not applicable). LJ SF AN

136 - 200
Filler
65
REQUIRED. Space fill.

GA-TOP WEEKLY UPDATE DETAIL RECORD:
TO REPORT INCREASES, DECREASES, REPLACE CERTIFIED BALANCE AND/OR TO REACTIVATE AN ACCOUNT

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

TYPE 4 – GA-TOP ALIAS NAME DETAIL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 8
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury.  Enter constant “05”. LJ SF AN

9 - 16
Agency Site ID

[Subagency Code]
8
REQUIRED.  Code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

17 - 34
Debt Number

[Agency Case Number]
18
REQUIRED.  Enter Agency Site ID followed by obligor’s SSN.  (See Appendix A) LJ SF AN

35
Action
1
REQUIRED. A  

A=Add an alias name 

36
Record Type
1
REQUIRED. Enter constant “4”. N

37 - 38
Sequence Number
2
REQUIRED.  Enter constant “00”. N 

39 - 73
Last Name
35
REQUIRED.  Enter the obligor’s last name.  It may contain embedded spaces.  Hyphens and apostrophes are allowed but no other special characters. LJ SF AN 

74 - 108
First Name
35
REQUIRED (if available).  Enter the obligor’s first name. It may contain embedded spaces.  Hyphens are allowed but no other special characters. LJ SF AN

109
Middle Initial
1
OPTIONAL. SF A

110 - 113
Filler
4
REQUIRED. Space fill. 

114 - 121
Effective Date
8
REQUIRED. Enter date agency received alias information. Can be current date. 

Format is YYYYMMDD. N

122 - 200
Filler
79
REQUIRED. Space fill.

GA-TOP WEEKLY UPDATE DETAIL RECORD

TO REPORT REFUNDS OF OFFSETS AND

ADJUSTMENTS TO REFUNDS PREVIOUSLY REPORTED IN ERROR
Type 1 records must also be used to report refunds of offsets and adjustments to refunds previously reported in error or for situations where the refund check to the borrower was not received by the borrower.  If a refund of an offset is reported, Treasury will not do a reversal.  In addition, if an agency reports a refund for a current year offset, Treasury may inactivate the account.  Refunds or adjustments to refunds are reported by indicating one of the numeric or alpha codes below in the Action field:
To report a refund of an offset, use the following special action codes:

0 – agency refund for 2000 offset year

9 – agency refund for 1999 offset year

8 – agency refund for 1998 offset year

7 – agency refund for 1997 offset year

6 – agency refund for 1996 offset year

5 – agency refund for 1995 offset year

4 – agency refund for 1994 offset year 

3 – agency refund for 1993 offset year

To report an adjustment to a previously reported refund, use the following special action codes:

G – agency refund adjustment for 2000 offset year

H – agency refund adjustment for 1999 offset year

J – agency refund adjustment for 1998 offset year

K – agency refund adjustment for 1997 offset year

L – agency refund adjustment for 1996 offset year

M – agency refund adjustment for 1995 offset year

N – agency refund adjustment for 1994 offset year

O – agency refund adjustment for 1993 offset year

NOTE:  Treasury is considering changing these codes as the current process requires re-programming each year.

GA-TOP WEEKLY UPDATE DETAIL RECORD

TO REPORT REFUNDS OF OFFSETS AND

ADJUSTMENTS TO REFUNDS PREVIOUSLY REPORTED IN ERROR

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

TYPE 1 – GA-TOP WEEKLY UPDATE DETAIL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 8
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury.  Enter constant “05”. LJ SF AN

9 - 16
Agency Site ID

[Subagency Code]
8
REQUIRED.  Code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

17 – 34
Debt Number

[Agency Case Number]
18
REQUIRED.  Enter Agency Site ID followed by obligor’s SSN.  (See Appendix A) LJ SF AN

35
Action
1
REQUIRED.  AN

To report a refund of an offset, use the following special action codes:

0 – agency refund for 2000 offset year

9 – agency refund for 1999 offset year

8 – agency refund for 1998 offset year

7 – agency refund for 1997 offset year

6 – agency refund for 1996 offset year

5 – agency refund for 1995 offset year

4 – agency refund for 1994 offset year 

3 – agency refund for 1993 offset year

To report an adjustment to a previously reported refund, use the following special action codes:

G – agency refund adj. for 2000 offset year

H – agency refund adj. for 1999 offset year

J – agency refund adj. for 1998 offset year

K – agency refund adj. for 1997 offset year

L – agency refund adj. for 1996 offset year

M – agency refund adj. for 1995 offset year

N – agency refund adj. for 1994 offset year

O – agency refund adj. for 1993 offset year

36
Record Type
1
REQUIRED. Enter constant “1”. N

37 - 45
Tax ID Number

[SSN]
9
REQUIRED.  Enter the obligor’s SSN as assigned by SSA.  Pseudo SSNs are not allowed. N

46 - 134
Filler
89
REQUIRED.   Space fill

135 - 146
Amount of Refund or Adjustment to Refund 
12
REQUIRED. 

Enter the amount of the Refund or the amount of the Adjustment to Refund previously reported in error.  The Adjustment to Refund amount should be the difference between the Amount of the Refund previously reported and the correct amount (e.g., if a $2,000 refund was previously reported and the correct amount was $200, the Adjustment to Refund amount should be indicated as $1,800). RJ ZF N  

147 - 148
Debt Type
2
REQUIRED.  Enter constant “OD”. A

149
Individual
1
REQUIRED.  Enter constant “I”. A

150
Filler
1
REQUIRED.  Space fill

151 - 160
Year of Original Offset
10
REQUIRED.  When reporting refunds or adjustments to refunds, enter Y plus year of the original offset (Example: Y1998 for refund of 1998 offset with Action Code of “8”).  Requires Action Code in Tape Position 35.**  LJ SF AN

161 - 164
Agency Name Control

[Name Control]
4
REQUIRED.  Enter the first four significant characters of the obligor’s last name.  Last names of less than four characters should be left-justified, with unused positions filled with spaces.  Apostrophes and embedded spaces must be removed.  A hyphen is allowed in positions 2, 3, or 4.  (See Appendix A) AN

165 - 200
Filler
36
REQUIRED.  Space fill.

GA-TOP WEEKLY UPDATE DETAIL RECORD

TO INACTIVATE AN ACCOUNT AND TO 

REPORT CHANGES TO FIRST AND MIDDLE NAMES

Action “U” (Tape Position 35) must be used to decertify or inactivate an account from the TOP by indicating an “I” in the Debt Closed Indicator field (Tape Positions 132-133).  Action “U” (Tape Position 35) must also be used to change first names or middle initials.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

TYPE 1 – GA-TOP WEEKLY UPDATE DETAIL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 8
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury.  Enter constant “05”. LJ SF AN

9 - 16
Agency Site ID

[Subagency Code]
8
REQUIRED.  Code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

17 - 34
Debt Number

[Agency Case Number]
18
REQUIRED.  Enter Agency Site ID followed by obligor’s SSN. (See Appendix A) LJ SF AN

35
Action
1
REQUIRED.  A

U=Inactivate (Decertify) an account or 

Update First and Middle Name fields      

36
Record Type
1
REQUIRED. Enter constant “1”. N

37 - 45
Tax ID Number

[SSN]
9
REQUIRED.  Enter the obligor’s SSN as assigned by SSA.  Pseudo SSNs are not allowed. N

46 - 80
Filler
35
REQUIRED.  Space fill.

81 - 115
First Name
35
REQUIRED (if changing).  Enter the obligor’s first name.  It may contain embedded spaces but no numerics.  Hyphens are allowed but no other special characters.  Can be reset to spaces by entering an “!”. LJ SF AN

116
Middle Initial
1
REQUIRED (if changing).  Can be reset to spaces by entering an “!”.  If not needed, space fill. SF A 

117 - 131
Filler
15
REQUIRED.  Space fill. 

132 -133
Debt Closed Indicator
2
REQUIRED (if inactivating account).

I = Inactivate

If updating First Name or Middle Initial field, space fill. LJ SF AN

134 -146
Filler
13
REQUIRED.  Space fill.

147 - 148
Debt Type
2
REQUIRED.  Enter constant “OD”. A

149
Individual
1
REQUIRED.  Enter constant “I”. A

150 - 160
Filler
11
REQUIRED.  Space fill.

161 - 164
Agency Name Control

[Name Control]
4
REQUIRED.  Enter the first four significant characters of the obligor’s last name.  Last names of less than four characters should be left-justified, with unused positions filled with spaces.  Apostrophes and embedded spaces must be removed.  A hyphen is allowed in positions 2, 3, or 4.  (See Appendix A) AN

165 - 200
Filler
36
REQUIRED.  Space fill.

GA-TOP WEEKLY UPDATE CONTROL RECORD
Identifies the end of the file for all records on the GA-TOP Weekly Update tape file.  This record must appear as the last data record on the tape file, which is submitted, to ED.  If the counts and amounts do not balance when ED validates the tape, the complete tape file will be rejected, and the Guaranty Agency will be required to submit a replacement tape.

Key:  RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

GA-TOP WEEKLY UPDATE CONTROL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 4
Record ID
4
REQUIRED. Must contain constant “CNTL”.  Identifies the last record on the file. A 

5 - 12
Agency ID

[Agency Code]
8
REQUIRED. Code assigned to ED by Treasury. Must contain constant “05”. LJ SF AN

13 - 20
Agency Site ID

[Subagency Code]
8
REQUIRED. Must contain code assigned by ED to identify GA accounts. (See Appendix A) LJ SF AN

21 - 28
Item Count
8
REQUIRED. Must contain count of all Type 1,

Type 2, and Type 4 records on the file. Do not include Header Record or Control Record in Item Count. RJ ZF N

29 - 42
Total Debt
14
REQUIRED. Must contain the absolute value sum of all debt amounts in positions 135 - 146 of the Type 1 records. (absolute value example: increase = 10,000; decrease = 5,000 results in an absolute value of 15,000) RJ ZF N

43 - 200
Filler
158
REQUIRED. Space fill.

ED-TOP UNPROCESSABLE HEADER RECORD, ED-TOP UNPROCESSABLE DETAIL RECORD, AND ED-TOP UNPROCESSABLE CONTROL RECORD

These records will be sent by Treasury, via ED, to your agency to inform you of the records, which were not processable.  Whenever possible, corrections should be made to the records and the records should be re-submitted.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

ED-TOP UNPROCESSABLE HEADER RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 4
Record ID
4
PRESENT. Will contain constant “HDR1”.  Identifies the first record on the file. AN

5 - 12
Agency ID

[Agency Code]
8
PRESENT. Code assigned to ED by Treasury. Will contain constant “05”. LJ SF AN

13 - 20
Agency Site ID

[Subagency Code]
8
PRESENT. Will contain code assigned by ED to identify GA accounts. (See Appendix A)

LJ SF AN

21 - 45
File Identifier
25
PRESENT.   Identifies file type.  Dependant upon file type, will contain “EDTOPCERTRECERT” or “EDTOPWEEKLYUPDATE”. LJ SF AN

46 - 53
Tape Creation Date
8
PRESENT. Will contain date tape was created.  Format is YYYYMMDD. N

54 - 221
Filler
168
PRESENT.  Space filled.

ED-TOP UNPROCESSABLE DETAIL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 200
Agency Input Record
200
PRESENT. Type 1, 2, or 4 records as originally sent. 

201
TOP Error Code Designator
1
PRESENT. Will contain constant “T”. A

202 - 221
TOP Error Codes
20
PRESENT. Will contain up to ten (10) 

2 position TOP Error Codes. (See Attachment______.) 

RJ ZF N

ED-TOP UNPROCESSABLE CONTROL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 4
Record ID
4
PRESENT. Will contain constant “CNTL”.  Identifies the last record on the file. A

5 - 12
Agency ID

[Agency Code]
8
PRESENT. Code assigned to ED by Treasury. Will contain constant “05”. LJ SF AN

13 - 20
Agency Site ID

[Subagency Code]
8
PRESENT. Will contain code assigned by ED to identify GA accounts. (See Appendix A)

LJ SF AN

21 - 28
Item Count
8
PRESENT. Will contain count of all detail records.  The Header Record and Control Record will not be included in Item Count. RJ ZF N

29 - 42
Total Debt
14
PRESENT. Will contain the absolute value sum of all debt amounts in positions 135 - 146 of the Type 1 records. (absolute value example: increase = 10,000; decrease = 5,000 results in an absolute value of 15,000) RJ ZF N

43 - 221
Filler
179
PRESENT.  Space filled.

ED-TOP MISSING ADDRESS HEADER RECORD

This record will appear as the first data record on the ED-TOP Missing Address tape file.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

ED-TOP MISSING ADDRESS HEADER RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 4
Record ID
4
PRESENT. Will contain constant “HDR1”.  Identifies the first record on the file. AN

5-12
Agency ID

[Agency Code]
8
PRESENT: Code assigned to ED by Treasury.  Will contain constant “05”. LJ SF AN

13 - 20
Agency Site ID

[Subagency Code]
8
PRESENT. Will contain code assigned by ED to identify GA accounts.  (See Appendix A)

LJ SF AN

21 - 45
File Identifier
25
PRESENT. Will contain constant

“EDTOPMISSINGADDRESS”. LJ SF AN

46 - 53
Tape Creation Date
8
PRESENT. Will contain date tape was created. Format is YYYYMMDD. N

54 - 150
Filler
97
PRESENT. Space filled.

ED-TOP MISSING ADDRESS DETAIL RECORD

The ED-TOP MISSING ADDRESS DETAIL RECORD is used to request an address for a certified account.  Treasury cannot offset an account if they do not have an address.  At least yearly, perhaps more frequently, Treasury will send a TOP MISSING ADDRESS DETAIL RECORD to ED, which will be sent to your agency.  Within 30 days, your agency must send a Type 2 record (GA-TOP MISSING ADDRESS RECORD) containing the most current address available for the borrower to ED.  This information will then be sent to Treasury. 

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

ED-TOP MISSING ADDRESS DETAIL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 8
Agency ID

[Agency Code]
8
PRESENT. Will contain constant “05”. 

LJ SF AN

9 - 16
Agency Site ID

[Subagency Code]
8
PRESENT. Will contain code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

17 - 34
Debt Number

[Agency Case Number]
18
PRESENT. Will contain agency Site ID followed by obligor’s SSN. (See Appendix A) LJ SF AN

35 - 43
Tax ID Number

[SSN]
9
PRESENT. Will contain the obligor’s SSN as submitted by GA. N

44 - 46
Local Contact Code

[Local Code]
3
PRESENT. Will contain constant “000”. 

N

47 - 81
Last Name
35
PRESENT. Will contain Last Name as submitted by GA. LJ SF AN

82 - 116
First Name
35
OPTIONAL. May contain First Name as submitted by GA. LJ SF AN 

117
Middle Initial
1
OPTIONAL. May contain Middle Initial as submitted by GA. LJ SF AN

118 - 150
Filler
33
PRESENT. Space filled.

ED-TOP MISSING ADDRESS CONTROL RECORD

This record will appear as the last data record on the ED-TOP Missing Address tape file. 

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

ED-TOP MISSING ADDRESS CONTROL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 – 4
Record ID
4
PRESENT.  Will contain constant “CNTL”.  Identifies the last record on the file.  A 

5 - 12
Agency ID

[Agency Code]
8
PRESENT. Will contain constant “05”. 

LJ SF AN

13 - 20
Agency Site ID

[Subagency Code]
8
PRESENT. Will contain code assigned by ED to identify GA accounts.  (See Appendix A)

LJ SF AN

21 - 28
Item Count
8
PRESENT. Will contain count of all detail records on the file.  The Header Record and Control Record will not be included in Item Count. RJ ZF N  

29- 150
Filler
122
PRESENT. Space filled.

GA-TOP MISSING ADDRESS HEADER RECORD

Identifies the beginning of the file for all records on the GA-TOP Missing Address tape file.  This record must appear as the first data record on the tape file, which is submitted, to ED.  If ED cannot validate the information in the header record, the complete tape file will be rejected, and the Guaranty Agency will be required to submit a replacement tape.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

GA-TOP MISSING ADDRESS HEADER  RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 4
Record ID
4
REQUIRED. Must contain constant “HDR1”. Identifies the first record on the file. AN 

5 - 12
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury.  Enter constant “05”. LJ SF AN

13 - 20
Agency Site ID

[Subagency Code]
8
REQUIRED.  Code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

21 - 45
File Identifier
25
REQUIRED. Identifies the file type.  Must contain “GATOPMISSINGADDRESS”.

LJ SF AN

46 - 53
Tape Creation Date
8
REQUIRED. Must contain date the tape was created.  Must be valid date.  Format is YYYYMMDD. N 

54 - 200 
Filler
147
REQUIRED. Space fill.

GA-TOP MISSING ADDRESS DETAIL RECORD
This record must be submitted by agencies in response to an ED-TOP MISSING ADDRESS DETAIL RECORD for the purpose of providing an address so that Treasury can offset an account.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

TYPE 2 – GA-TOP MISSING ADDRESS DETAIL RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 8
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury.  Enter constant “05”. LJ SF AN

9 - 16
Agency Site ID

[Subagency Code]
8
REQUIRED.  Code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

17 - 34
Debt Number

[Agency Case Number]
18
REQUIRED.  Enter Agency Site ID followed by obligor’s SSN. (See Appendix A) LJ SF AN

35
Action
1
REQUIRED.  A

A=Add a new address.

36
Record Type
1
REQUIRED.  Enter constant “2”. N

37 - 66
Address, 

Line 1
30
REQUIRED.  Current mailing address of the obligor.  LJ SF AN

67 - 96
Address, Line 2
30
OPTIONAL. LJ SF AN

97 - 121
Address, City
25
REQUIRED. LJ SF AN

122 - 123
Address, 

State Code
2
REQUIRED. Enter the standard U.S. Postal State code. A

124 - 132
Address, 

Zip Code
9
REQUIRED. LJ N (First 5 bytes must be numeric, next 4 bytes may be numeric or spaces.) 

133 - 135
Address, 

Country Code
3
REQUIRED (If foreign address).  Three digit country code for obligor with a foreign address.  Enter codes from list _______ (space fill if not applicable). LJ SF AN

136 - 200
Filler
65
REQUIRED. Space fill.

GA-TOP MISSING ADDRESS CONTROL RECORD

Identifies the end of the file for all records on the GA-TOP Missing Address tape file.  This record must appear as the last data record on the tape file, which is submitted, to ED.  If the counts do not balance when ED validates the tape, the complete tape file will be rejected, and the Guaranty Agency will be required to submit a replacement tape.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

GA-TOP MISSING ADDRESS CONTROL  RECORD




Tape Position
Field Title
Length
Description and Remarks

1 – 4
Record ID
4
REQUIRED. Must contain constant “CNTL”. Identifies the last record on the file. A 

5 - 12
Agency ID

[Agency Code]
8
REQUIRED.  Code assigned to ED by Treasury.  Enter constant “05”. LJ SF AN

13 - 20
Agency Site ID

[Subagency Code]
8
REQUIRED.  Code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

21 - 28
Item Count
8
REQUIRED. Must contain count of all detail records on file.  Do not include Header Record or Control Record in Item Count. RJ ZF N

29 - 200
Filler
172
REQUIRED. Space fill.

ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) HEADER RECORD

This record will appear as the first data record on the ED-TOP Weekly Collection (Offset/Reversal) tape file.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) HEADER  RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 4
Record ID
4
PRESENT.  Will contain constant “HDR1”.  Identifies the first record on the file. AN

5 – 12 
Agency ID

[Agency Code]
8
PRESENT. Code assigned to ED by Treasury. Will contain constant “05”. LJ SF AN

13 - 20
Agency Site ID

[Subagency Code]
8
PRESENT. Code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

21 – 45 
File Identifier
25
PRESENT.  Identifies file type. Will contain constant “EDTOPWEEKLYCOLLECTION”.

LJ SF AN

46 – 53
Tape Creation Date
8
PRESENT.  Will contain the date the tape was created. Format is YYYYMMDD. N

54 - 250
Filler
197
PRESENT.  Space filled

ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) DETAIL RECORD
The ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) DETAIL RECORD contains all of the TOP offsets and reversals reported for a cycle.  Keep in mind that Treasury (i.e., SSA Disability, IRS tax refunds, Vendor payments, etc.) is offsetting many payment streams.  It is possible that there may be many different Effective Dates of Offset/Reversal (Tape Positions 205-212) within a cycle.  Each offset/reversal must be posted to the borrower’s account, using the effective date indicated in Tape Positions 205-212, to ensure interest is accrued properly.

It is important to remember that if Treasury does a reversal, Treasury will increase the amount that may be offset by the amount of the reversal.  For example:

In the 2000 processing year an account is certified for $3,000; an offset occurs for $2,500; and Treasury does a reversal for $1,000.  In this example, Treasury’s records would indicate that $1,500 ($3,000 - $2,500 =  $500 + $1,000) is available for offset.
Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL)  DETAIL RECORD





Tape Position
Field Title
Length
Description and Remarks


1
Type Indicator
1
PRESENT.  N  Treasury will insert the appropriate code from the table below:





TYPE
EXPLANATION




0
Claim by an injured spouse for a share of an offset, due to spouse not being liable for an obligation amount; or reversal to correct a processing error, etc.




1
Offset against the obligation amount.

2 - 3
Agency ID

[Agency Code]
2
PRESENT. Will contain constant “05”. N


4 - 5
Agency Site ID

[Subagency Code]
2
PRESENT. Will contain code assigned by ED to identify GA accounts.  (See Appendix A) AN


6 -15
TIN

[SSN]
10
PRESENT. Will contain the obligor’s SSN as submitted by GA.  Right-justified.  The first number will be zero. N RJ ZF


16 – 27
Amount
12
PRESENT.  The amount of offset or reversal.  The amount will be dollars and cents.  No dollar signs, commas, decimal points or negative amounts.  Right-justified and unused positions will be zero filled.  If Type Indicator is “0”, the amount will be for a reversal.  If Type Indicator is “1”, the amount will be for an offset. N RJ ZF


NOTE:  THIS AMOUNT IS THE FULL OFFSET AMOUNT, INCLUDING OFFSET FEE, FOR A TYPE 1 RECORD.





28 - 31
Year of Original

Offset
4
PRESENT. Will contain the year of the offset being reversed.  This field is applicable if the Type Indicator field contains a “0” (reversal); otherwise, it will be zero-filled.  It will be the processing year of the offset that a reversal is being processed against. N


32
Individual / Business
1
REQUIRED.  Will contain constant “1”. N




33
Filler
1
PRESENT.  Space filled.


34 – 53
Last Name
20
PRESENT. Will contain the obligor’s Last Name as submitted by GA.  LJ SF AN


54 – 68
First Name
15
PRESENT. Will contain the obligor’s First Name as submitted by GA.  LJ SF AN


69 – 86
Debt Number

[Agency Code

Number]
18
PRESENT.  Identifies account for GA files. Contains the Agency Site ID followed by obligor’s SSN.  LJ SF AN


87
Filing Status 
1
PRESENT.  Treasury will insert the appropriate code from the table below:





FILING STATUS
EXPLANATION




0
Other than Joint Payment




2
Joint Payment

88 - 122
Name *
35
PRESENT.  Type 1 Offset records contain the Name Line for obligor.  Type 0 Reversal records will be space filled. LJ SF AN


123 -157
Street Address *
35
PRESENT.  Type 1 Offset records contain the current mailing address of the obligor.  Type 0 Reversal records will be space filled. LJ SF AN


158 –182
City and State *
25
PRESENT.  Type 1 Offset records contain the obligor’s city and state of residence.  Note: The City/State field may contain City/Country for foreign addresses.  Type 0 Reversal records will be space filled. LJ SF AN


183 –191
Zip Code *
9
PRESENT. Type 1 Offset records contain the obligor’s Zip Code.  Type 0 Reversal records will be space filled.  LJ SF AN


192 – 194
Country Code *
3
PRESENT. Type 1 Offset records contains the obligor’s Country from attached list. If not applicable, will be space filled.  Type 0 Reversal records will be space filled.  See ______ for a list of appropriate codes.  LJ SF AN


195 –198
TOP Name Control 
4
PRESENT.  Provided by TOP. LJ SF AN 


* NOTE:  The fields denoted with an asterisk above will be space filled for Reversal records (Type Indicator = 0).  In addition, ED is not currently providing addresses due to the strong possibility that some of the addresses may contain third party information and may not actually contain an address that can be used to contact the borrower.





199 – 204
Offset/Reversal Cycle
6
PRESENT. Cycle Offset/Reversal occurred. Even though a tape is generated for a given cycle, as indicated in the control record, this field may contain different cycles. 

Format is YYYYCC. N


205 – 212
Effective Date of

Offset/Reversal
8
PRESENT.  Transaction must be applied to borrower’s account using this date. Format is YYYYMMDD. N


213 – 216
Processing Year

[DMF Program Year]
4
PRESENT.  TOP Program year. 

Format is YYYY. N


217 – 226
TOP Trace Number
10
PRESENT. For information only. TOP identifier assigned to offsets taken.  Format may be Y+4 digit year. LJ SF AN


227 – 232
Filler
6
PRESENT. Space filled.




233 – 236
Agency Name Control
4
PRESENT.  Name Control provided by GA.  If none provided will be space filled. LJ SF AN


237 – 241
Total Fee Amount
5
PRESENT.  Represents total fee amount applied to the offset.  May contain more than one fee, depending on what kinds of funds are offset. 

RJ ZF N


242 – 248
Filler
7
PRESENT. Space filled.


249 – 250
Agency ID

[Agency Code]
2
PRESENT. Will contain constant “05”. N


ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) CONTROL RECORD

This record will appear as the last data record on the ED-TOP Weekly Collection (Offset/Reversal) tape file.

Key: RJ=right justified, LJ=left justified, SF=space filled, ZF=zero filled, AN=alphanumeric, A=alpha, N=numeric

ED-TOP WEEKLY COLLECTION (OFFSET/REVERSAL) CONTROL  RECORD




Tape Position
Field Title
Length
Description and Remarks

1 - 4
Record ID
4
PRESENT.  Will contain constant “CNTL”.  Identifies the last record on the file. A

5 - 7
Agency Site ID

[Subagency Code]
3
PRESENT. Code assigned by ED to identify GA accounts.  (See Appendix A) LJ SF AN

8 - 15
Offset Record

Count
8
PRESENT.  The cumulative record count for all Offset records (Type Indicator = 1) on TOP Weekly Collection (Offset/Reversal) Record.  The Header Record and Control Record will not be included in the Offset Record Count.

RJ ZF N

16 - 29
Offset Amount
14
PRESENT.  The cumulative total of all Offset Amounts (Type Indicator = 1) on TOP Weekly Collection (Offset/Reversal) Record.  The amount will be entered in dollars and cents.  No dollar signs, commas, decimal points or negative amounts.  RJ ZF N

30 - 37
Reversal Record

Count
8
PRESENT.  The cumulative record count for all Reversal records (Type Indicator = 0) on TOP Weekly Collection (Offset/Reversal) Record. The Header Record and Control Record will not be included in the Reversal Record Count.

RJ ZF N

38 - 51
Reversal Amount
14
PRESENT.  The cumulative total of all Reversal Amounts (Type Indicator = 0) on TOP Weekly Collection (Offset/Reversal) Record.  The amount will be entered in dollars and cents.  No dollar signs, commas, decimal points or negative amounts.  RJ ZF N

ALL OFFSET RELATED AMOUNT FIELDS INCLUDE THE FULL AMOUNT OF THE OFFSET, INCLUDING THE OFFSET FEE.  Agencies should first charge the offset fee to the borrower’s account and then apply the full offset amount.




52 – 93
Filler
42
PRESENT.  Space filled.

94 – 100
Total Fee Amount
7
PRESENT.  Represents the Total Fee Amount of all individual records.  The amount will be entered in dollars and cents.  No dollar signs, commas, decimal points or negative amounts.  RJ ZF N

101 – 184  
Filler
84
PRESENT. Space filled.

185 -190
Offset Cycle
6
PRESENT.  Format is YYYYCC.

191 - 198
Ending Date of Offset Cycle
8
PRESENT.  Format is YYYYMMDD.

199 – 202
TOP  Program Year
4
PRESENT. Format is YYYY.

203 – 248
Filler
46
PRESENT. Space filled.

249 -250
Agency ID 

[Agency Code]
2
PRESENT.  Will contain constant “05".
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