
 

 
Dear Federal Student Loan Borrower: 

 
Thank you for your interest in the Direct Loan Public Service Loan Forgiveness (PSLF) Program. The PSLF Program was 

established by Congress with the passage of the College Cost Reduction and Access Act of 2007, and was created to 

encourage individuals to enter lower-paying but vitally important public sector jobs such as military service, law 

enforcement, public education and public health professions.   The PSLF Program allows eligible borrowers to cancel the 

remaining balance of their Direct Loans after they have served full time at a public service organization for at least 10 

years, while making 120 qualifying loan payments. 
 

This letter provides important information about the PSLF Program, including information on how to determine if your 

employment and loan payment history meet the program’s loan forgiveness requirements. To better assist you, the 

Department of Education is providing a series of materials, including an employment certification form that allows you 

to keep track of eligible employment and loan payments. In addition, these materials will allow you to find out if your 

job and loan payments will qualify for loan forgiveness in the future.  If you are eligible, these materials will assist you in 

determining how many payments you have left to make to qualify for loan forgiveness. 
 

 

What must I do to have any remaining balances on my Direct Loans forgiven under the PSLF 
Program? 

 
   You must make 120 on-time, full, scheduled, monthly 

payments on your Direct Loans. Only payments made 

after October 1, 2007 qualify. 

   You must make those payments under a qualifying 

repayment plan. 

   When you make each of those payments, you must be 

working full-time at a qualifying public service 

organization. 

 

The following provides detailed information on the PSLF requirements. 
 

 

What loans qualify for forgiveness? 
 
 

Only loans you received under the William D. Ford Federal Direct Loan (Direct Loan) Program are eligible for PSLF. Loans 

you received under the Federal Family Education Loan (FFEL) Program, the 

Perkins Loan Program, or any other student loan program are not eligible for 

PSLF. 

 
If you have FFEL and/or Perkins loans, you may consolidate them into a Direct 

Consolidation Loan to take advantage of PSLF. However, only payments you 

make on the new Direct Consolidation Loan will count toward the 120 month 

payment requirement for PSLF. Payments made on your FFEL or Perkins loans, 

even if they were made under a qualifying repayment plan, do not count as 

eligible PSLF payments. 

● ● ● 

 

If some or all of your loans 

are not eligible, you can 

consolidate. 
 

● ● ● 

 

If you are interested in consolidating your FFEL or Perkins loans into a Direct Consolidation Loan, please visit 

www.loanconsolidation.ed.gov for more information and an electronic application.  If you do not know what type of 

loans you have, please visit www.nslds.ed.gov. 
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What are on-time, full, scheduled, monthly payments? 
 

 

On-time payments are those that are received by your Direct Loan servicer no 

later than 15 days after the scheduled payment due date. 

 
Full payments are payments on your Direct Loan in an amount that equals or 

exceeds the amount you are required to pay each month under your Direct Loan 

repayment schedule.  If you make a payment for a month that is less than what 

you are required to pay for that month, that month’s payment will not count as 

one of the required 120 monthly payments.  If you make multiple, partial 

payments in a month and the total of those partial payments equals or exceeds 

the required full monthly payment amount, those payments will count as only 

one qualifying payment. 

 

 

● ● ● 

 

You can only make one 

qualifying payment per 

month. 
 

● ● ● 

 

Scheduled payments are those that are made under a qualifying repayment plan after your servicer has billed you for 

the month’s payment. They do not include payments made while your loans are in an in-school or grace status or in a 

deferment or forbearance period. 

 
You must make separate monthly payments. Lump sum payments or payments you make as advance payments for 

future months are not qualifying payments. There are special rules on lump sum payments for borrowers whose public 

service employment is with AmeriCorps or the Peace Corps. 
 

 

What is a qualifying repayment plan? 
 
 

To maximize your PSLF benefit, you should repay your loans on the Income-Based Repayment (IBR) Plan, the Pay As You 

Earn Repayment Plan, or the Income- Contingent Repayment (ICR) Plan, which are three of the repayment plans that 

qualify for PSLF. 

 

Other PSLF-qualifying repayment plans are the 10-Year Standard Repayment Plan 

or any other repayment plan where your monthly payment amount equals or 

exceeds what you would pay under a 10-Year Standard Repayment Plan. 

 
Before deciding which repayment plan you want to use to repay your Direct Loans, 

it is important that you understand the implications and costs of that decision.  The 

longer you make PSLF-qualifying payments under a 10-Year Standard Repayment 

Plan, the lower the remaining balance on your loans will be when you meet all of 

● ● ● 

 

PSLF is best under 

IBR, Pay As You Earn 

or ICR. 
 

● ● ● 

the PSLF Program's eligibility requirements.  In fact, if you make all of the required 120 monthly payments under the 10- 

Year Standard Repayment Plan, there will be no balance left on your loans to be forgiven. 

 
Under the IBR, Pay As You Earn and ICR plans, your monthly payment amount will likely be lower than under any of the 

other PSLF- qualifying repayment plans and your repayment period will likely be longer.  Because of the longer 

repayment period, additional interest that will accrue on your loan, and the smaller monthly payment amount, you will 

be left with a higher loan balance that could be forgiven.  However, if you ultimately do not meet the eligibility 

requirements for PSLF, you will be responsible for repaying the entire balance of your loan, including all accrued interest. 
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What kinds of employment qualify? 
 

 
Qualifying employment is any employment with: a federal, state, or local government agency, entity, or organization 

(including entities such as a public transportation, public water, or 

public bridge district, or a public housing authority) or a non-profit 

organization that has been designated as tax-exempt by the Internal 

Revenue Service (IRS) under § 501(c)(3) of the Internal Revenue Code 

(IRC).  The type of services that these public service organizations 

provide does not matter for PSLF purposes. 

 
A private non-profit employer that is not a tax-exempt organization 

under Section 501(c)(3) of the IRC may be a qualifying public service 

organization if it provides certain specified public services. These 

services include: emergency management, military service, public 

● ● ● 

 

Many non-profit employees, 

teachers, law enforcement officers, 

and other government employees 

qualify. 
 

● ● ● 

safety, law enforcement services; public health services; public education, public library services; school library and 

other school-based services; public interest law services, early childhood education; public service for individuals with 

disabilities and the elderly. The organization must not be a labor union or a partisan political organization. 

 
Generally, the type or nature of employment with the organization does not matter for PSLF purposes.  However, when 

determining full-time public service employment at a not-for-profit organization you may not include time spent 

participating in religious instruction, worship services, or any form of proselytizing. 
 
 

What is full-time employment? 
 

 

You must meet your employer’s definition of full-time.  However, for PSLF 

purposes, that definition must be at least an annual average of 30 hours per 

week.  For purposes of the full-time requirement, your qualifying employment 

at a not-for-profit organization does not include time spent participating in 

religious instruction, worship services, or any form of proselytizing. 

 
If you are a teacher, or other employee of a public service organization, under 

contract for at least eight out of twelve months, you meet the full-time 

 

 

● ● ● 

 

Most often, it’s your 

employer’s definition of 

full-time that counts. 
 

● ● ● 

standard if you work an average of at least 30 hours per week during the contractual period and receive credit by your 

employer for a full year’s worth of employment. 

 
If you are employed in more than one qualifying part-time job simultaneously, you may meet the full-time employment 

requirement if you work a combined average of at least 30 hours per week with your employers. 
 

What does it mean that my 120 Direct Loan payments must be made while I am 

working full-time at certain public service organizations? 
 

 
For a payment to count as one of the required 120 qualifying monthly payments, you must be a full-time employee at a 

qualifying public service organization on the date that your Direct Loan servicer receives your monthly Direct Loan 

payment. 

 
In addition, you must be a full-time employee at a qualifying public service organization at the time you apply for PSLF 

Program loan forgiveness and at the time forgiveness is granted. 
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How can I keep track of my eligibility? 
 

Because it will take at least ten years for you to make the 120 qualifying payments necessary to receive PSLF, we have created 

a form that you should submit to us and a process that you should follow so that we can assist you in tracking your periods of 

qualifying employment and your qualifying payments. 

 

The form allows you to get your employer’s certification of employment while you are still 

employed at that organization or shortly after leaving. The process allows you to receive 

confirmation of qualifying employment and your Direct Loan payment eligibility.  You may also 

submit the form less frequently than annually to cover more than one year’s employment or 

for more than one employer. 

 
While use of this form and process is not required, if you want us to keep track of your progress 

toward meeting the PSLF eligibility requirements, you should follow the steps below.  If you do 

not periodically submit the form, you will still be required to submit a form for each employer 

that you want considered for PSLF at the time that you apply for forgiveness. 

 

● ● ● 

 

The form and the 

process make it 

easy. 
 

● ● ● 

 

Step 1 – Complete, with your employer’s certification, the Employment Certification for Public Service Loan Forgiveness 

form (PSLF Employment Certification) annually or whenever you change jobs.  The PSLF Employment Certification form is 

available at www.studentaid.ed.gov/publicservice. 

 

Step 2 – Submit the completed form to FedLoan Servicing, the PSLF servicer, following the instructions on the form. 

 
Step 3 – FedLoan Servicing will review your PSLF Employment Certification form, ensure that it is complete, and, based on 

the information provided by your employer, determine whether your employment is qualifying employment for the PSLF 

Program. 

 
Step 4 – If the form you submit is incomplete or your employment does not qualify, FedLoan Servicing will notify you and 

you will have an opportunity to provide additional information. 

 
Step 5 – If FedLoan Servicing cannot determine whether your employment qualifies, you may be asked to provide 

additional information or documentation to help establish whether you were employed by a qualifying public service 

organization. This documentation may include an IRS Form W-2, pay stubs, or other documents from your employer that 

substantiate your employment at the organization or documentation supporting your employer’s eligibility as a public 

service organization. 

 
Step 6 – If your employment qualifies and some or all of your federally held loans are not serviced by FedLoan Servicing, 

those loans will be transferred to FedLoan Servicing so you will have a single loan servicer for all of your federally held 

loans.  Earlier payments made to other servicers will be evaluated to see if they are qualifying PSLF payments after those 

loans are transferred. 

 
Step 7 – FedLoan Servicing will notify you whether your employment qualifies, and, if so, how many payments during the 

certification period were qualifying payments, the total number of qualifying payments you have made, and how many 

payments you must still make before you can qualify for PSLF. 
 

 

What should I do after I become eligible for PSLF? 
 

After you make your 120th qualifying payment, you will need to submit the PSLF application to receive loan forgiveness. The 

application is under development and will be available prior to the date when the first borrowers will be eligible for PSLF 

Program forgiveness, in October 2017.  You must be working for a qualified public service organization at the time you submit 

the application for forgiveness and at the time the remaining balance on your loan is forgiven. 

 
We look forward to working with you while you learn more about PSLF and work towards your goal of making 120 qualifying 

payments. If you have any more questions, look at the Question & Answer Page for PSLF at 

http://studentaid.ed.gov/publicservice or contact your Direct Loan servicer. 
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Instructions for Completing Employment Certification for  
Public Service Loan Forgiveness (PSLF) 

William D. Ford Federal Direct Loan Program 

 

Before You Begin 

Carefully read the enclosed Dear Borrower Letter for information about the 
eligibility requirements of the Public Service Loan Forgiveness (PSLF) Program, 
the means by which you may track your qualifying public service employment, and 
the process for applying for loan forgiveness. 

General Instructions 

Instructions for the Borrower: 

Use as many Employment Certification forms (pages 1-2 only) as needed to certify 
your full-time public service employment while making the required 120 separate, 
on-time, qualifying monthly payments.  These 120 qualifying payments do not 
have to be consecutive. You must obtain an authorized official’s certification on the 
Employment Certification form (ECF).  For periods in which you are/were 
concurrently working part-time with more than one public service employer 
and the total average hours you worked per week meets the definition of full-
time employment, submit an ECF(pages 1-2) for each employer. 

The U.S. Department of Education contracts with servicers to answer questions 
about and manage the repayment of federally held loans. You should submit a 
completed ECF to the PSLF servicer at the address in Section 6. Once you submit 
a valid ECF, your loans will be transferred from your existing servicer to the PSLF 
servicer, who will take over management of your federally held loans throughout 
the repayment period or until you qualify for PSLF.  Submission of ECFs before 
you are eligible to apply for PSLF is optional but we encourage you to 
submit certifications annually or whenever you leave a qualifying position. 
Validating your employment while you are still employed at a qualifying public 
service organization or soon thereafter is advisable in case your organization 
closes or is otherwise unable to provide a certification when you apply for PSLF. If 
you choose not to submit ECFs while making the required 120 qualifying monthly 
payments, you will have to submit them when you apply for PSLF. 

The PSLF servicer will review each form you submit to ensure that it is complete, 
will determine whether your employer qualifies as a public service organization, 
and whether the loan payments you made during the period covered by the 
Employment Certification(s) are qualifying payments.  Following this review, the 
PSLF servicer will notify you in writing or electronically of:  

 The number of qualifying payments you have made while employed at a 
qualifying public service organization, and 

 The remaining number of payments you must make before you are eligible to 
apply for PSLF.  

You will also be notified if the PSLF servicer determines that the form(s) you 
submitted is incomplete or that your employment does not meet the qualifying 
criteria, including:  

 The reason(s) for the determination(s),  

 The steps you would need to take to complete the form, correct the information, 
and submit the corrected or additional information to the PSLF servicer. 

 
The PSLF servicer will retain the form(s) you submit until you submit the Public 
Service Loan Forgiveness Application. If you submit the ECF(s) before you submit 
the application for PSLF you must still submit an ECF for the public service 
organization that employs you at the time you apply for loan forgiveness and at the 
time of forgiveness (if granted).   

INSTRUCTIONS FOR COMPLETING AND SUBMITTING THE EMPLOYMENT 
CERTIFICATION FOR PUBLIC SERVICE LOAN FORGIVENESS 

 Type or print using blue or black ink.   

 Show dates as mm-dd-yyyy (for example, show “January 15, 2010” as “01-15-
2010”). 

 If any information is crossed out or altered in Sections 1 or 2, you must initial 
beside the change; any changes in Section 3 must be initialed by your 
employer.  If the alteration is not initialed, the PSLF servicer may return this 
form to you. 

 Keep a copy of each completed Employment Certification form for your 
records.   

 Mail the original completed Employment Certification form (pages 1-2 only) to 
the PSLF servicer (see Section 6 of the Employment Certification form). 

 You should also retain copies of additional documents that confirm your 
qualifying employment with the public service organization(s), but do not submit 
these supporting documents to the PSLF servicer unless requested to do so.  
Such documents may include: 

 W-2 forms 

 Pay stubs 

 Any other documentation related to your qualifying employment or your 
employer(s) that you believe would establish eligibility as a public service 
organization(s).  

 
 
 

 

SECTION 1: BORROWER IDENTIFICATION 

Provide the requested information about yourself, if not preprinted: 

 Item 1a: Enter your nine-digit Social Security Number. 

 Item 1b: Enter your date of birth. 

 Item 2a: Enter your last name, then your first name and middle initial. 

 Item 2b: Enter any other name, such as a former or maiden name, under which 
you applied for and were granted Direct Loan(s) or made payments on Direct 
Loan(s). 

 Item 3: Enter your permanent address (number, street, apartment number, or 
rural route number and box number, then city, state, zip code). If your mailing 
address is a post office box or general delivery, you must list both your 
permanent address and mailing address. 

 Item 4: Enter the area code and telephone numbers for your home telephone 
and any other telephone at which you can easily be reached. (Do not list your 
work telephone number here.) If you do not have a telephone, enter N/A. 

 Item 5 (optional): Enter your preferred e-mail address for receiving 
communications.  If you provide it, we may use your e-mail address to 
communicate with you.  

SECTION 2: BORROWER’S CERTIFICATION REQUESTS, AUTHORIZATIONS, 
AND UNDERSTANDINGS 

Carefully read the requests, authorizations, and understandings in this section and 
sign and date the form.  Before signing, carefully review the entire PSLF 
employment certification package, including the Employment Certification form, 
these Instructions and the Dear Borrower Letter.  

 
SECTION 3: CERTIFICATION OF EMPLOYMENT 

Enter your name and nine-digit Social Security Number at the top of page 2, if not 
preprinted. 

An authorized official from the public service organization at which you are/were 
employed must complete Section 3.  If any requested information is incomplete or 
missing, the PSLF servicer cannot  determine if your employment qualifies. 

Instructions for the Authorized Official (see Section 5 of the Employment 
Certification form for definition of Authorized Official): 

Item 1: Provide the requested information about the public service organization at 
which the borrower is/was employed, including the organization’s name, 
permanent address, and  federally assigned Employer Identification Number (EIN), 
which will be used to verify information about your organization. 

Item 2a: Provide the borrower’s starting and ending dates of employment.  If the 
borrower is still employed with your organization at the time the certification is 
completed, put today’s date as the ending date. 
Item 2b: Check the box that describes the borrower’s employment status. Full-
time employment must be in accordance with the definition in Section 5 of the 
form.  Provide the average number of hours per week the borrower is/was 
employed, either full-time or part-time, at your public service organization.  

Item 3: Check the box next to the category which best describes your public 
service organization (see Section 5 of the Employment Certification form for 
definition of public service organization).  If your organization is a private 
organization that provides public service(s)—category (c) only—check the box(es) 
that describes the type(s) of public service(s) it provides. A private organization 
does not qualify as a public service organization if it does not provide one of the 
listed public services.   For purposes of the full-time requirement, an individual 
borrower’s qualifying employment under category (b) or (c) does not include time 
spent on job duties that are related to religious instruction, worship services, or any 
form of proselytizing. 
Certification: Carefully read the certification statement.  Print your full name and 
official title in the spaces provided and provide a telephone number where you can 
be reached if additional information or documentation is needed.  Sign and date in 
the spaces provided.  Show dates as mm-dd-yyyy. 

Return the completed Employment Certification form to the borrower. 

Instructions for the Borrower when there is no Authorized Official: If the 
organization has closed or you are otherwise unable to obtain certification from an 
authorized official, check the box under this heading, and complete Sections 1,2, 
and 3. You will be required to provide to the PSLF servicer additional 
documentation with sufficient evidence in order to determine qualifying 
employment. 

Final Notes 

For help completing this form, call the PSLF servicer.  If the PSLF servicer’s 
contact information is not preprinted in Section 6 on the Employment Certification 
form, you can look this up on the National Student Loan Data System (NSLDS) at 
http://www.nslds.ed.gov/. Additional information can be found on the Public 
Service Loan Forgiveness Web page, including a Fact Sheet and Q&As. 

OMB No. 1845-0110 
Form Approved 
Exp. Date 11/30/2014 
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Dear Borrower: 

Share this with your employer to help them complete 

section 3 of the Employment Certification Form (ECF).

HELPFUL HINTS FOR THE EMPLOYER:
➤➤ Ensure you are an official who is able to certify the 

borrower’s qualifying employment.

➤➤ Complete all fields or your employee’s ECF may be denied.

•	 Commonly missed fields include:

	» Federally assigned employer ID# (EIN)

	» Type of non-profit organization

	» Signature and/or date

➤➤ Do not certify the ECF if your organization is a for-profit 
enterprise.

ECF ITEM 2a: 
➤➤ If the borrower is currently employed, list today’s date as 

the employment end date on the ECF. Future employment 
cannot be certified.

ECF ITEM 3: 
➤➤ Check one box (a, b, or c) next to the category which best 

describes your public service organization. For additional 
information, see Section 5 of the form. 

•	 Is your organization a government organization 

(such as Federal, State, or local government, Tribal 
organization, public school system, military)? 

	» If yes, check only box a and nothing else.

•	 Is your organization tax-exempt under Section 501(c)
(3) of the Internal Revenue Code?

	» If yes, check only box b and nothing else.

•	 Is your organization a private non-profit organization 
other than a 501(c)(3) that provides at least one of the 
public services listed under box c?

	» If yes, check box c and the appropriate box for the 
type(s) of public service you provide. At least one 
of the boxes under box c must be checked.










