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SummARy

Award-winning graphic/visual designer and 
art director with more than 10 years creative 
design, direction, photography, and multimedia 
experience in both print and digital/web 
mediums.  Strengths include art direction, brand 
building, corporate identity, conceptualization 
and development, fostering team collaboration, 
and project management.  Experienced with 
creating and developing innovative visual 
designs that include advertisements, annual 
reports, brochures, catalogs, data sheets, direct 
mail, multimedia, presentations, reports, signage, 
tradeshow visuals, web design, and other visual 
mediums that serve to develop and deliver 
effective communications and help accomplish 
business development goals.

conceptual

creative

a strategic and 
innovative thinker

customer focused

a brand steward

collaborative

self-motivated

communicative

budget-conscious

a multi-tasker

objective

organized

a problem solver

technically savvy

a self-starter

deadline-oriented

an effective project 
manager

CORE COmPETENCIES
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ExPERIENCE

eXalt Solutions, Inc., Cambridge, MA 
UI and Visual Designer,  
April 2012 to present

Provide user-interface and visual design for an Internet applications 
company that provides web solutions to Fortune 100 companies.  From 
initial conceptualization to delivery, my responsibilities include developing 
eXalt’s brand identity, marketing collateral, presentation materials, web 
graphics, as well as designing the Internet applications that are pushed 
out to client sites.  I am also responsible for creating new and rewriting/
recoding preexisting CSS and XML files with the goal of minimizing 
application processing times and thereby increasing clients’ potential sales 
volume and revenue.

Freelance Visual Design 
December 2009 to present
•	 Develop	print,	web,	and	multimedia	creative	solutions	

including advertising, annual reports, branding systems, 
brochures, catalogs, conference and event collateral, data 
sheets, direct mail, newsletters, multimedia presentations, 
photography, photo editing, signage, website design, and web 
advertising.

•	 Fulfill	contract	needs	with	agencies	such	as	The	Creative	Group	
and	Professional	Staffing	Group.

Adobe Systems Inc., San Jose, CA 
Volunteer Beta Tester and Creative Suite Ambassador, 
January 2010 to May 2012
•	 Beta	test	Adobe’s	software	in	development	and	provide	

feedback	on	software’s	stability,	user-friendliness,	
effectiveness,	and	the	like.		Test	the	software	in	
multiple computer scenarios across multiple platforms 
and	provide	bug	reports	when	needed.		Give	user	
experience feedback.

http://www.exaltsolutions.com


ContactNewsPortfolioResume

Valerie E. Cox
DESIGNER and ART DIRECTOR Designs for today, tomorrow, and beyond.

American Student Assistance, Boston, MA,  
Creative Services Specialist/Art Director/LSRT Director, February 2003 to December 2009
•	 Managed	marketing	projects,	as	well	as	conceptualized,	created,	and	delivered	marketing	collateral	for	brochures,	

advertisements, direct mail, conference materials, exhibition materials, signage, annual reports, corporate identification and 
branding, Web design, e-mail campaigns, and illustrations on time and within budget.  Project types ranged from print and 
online collateral, multimedia, photography, and audio/video.

•	 Responsibilities	also	included	performing	a	wide-range	of	photography	services,	actively	working	with	print	brokers,	art	stock	
houses, maintaining vendor relations, and in-house media library.

•	 In	addition	to	the	design/art	direction	responsibilities,	I	acted	as	the	company’s	Life	Safety	Response	Team	Director.		As	
such, I managed a team of 75 volunteers responsible for assisting company associates in the event of evacuation and/or 
medical emergencies.  I coordinated team responsibilities and communication with and between building management and 
senior management.  I also hired and trained team members, reviewed current policies and procedures, ensured all floors 
maintained proper coverage, preformed incident follow-up, completed incident reports, lead team and company-wide 
meetings related to policy, procedures, or changes, and provided training to all employees on evacuation procedures and 
arranged	for	First	Responder	training	for	all	team	members.

Arthur Andersen LLP, Boston, MA,  
Graphic Designer, November 1996 to June 2002
•	 Conceptualize,	design	and	creation	of	brochures,	ads,	posters,	banners,	proposals,	presentations,	and	various	other	materials.

•	 Ensured	firm	compliance	with	the	company’s	branding	and	co-branding	strategies	and	guidelines.

•	 Produced	original	illustration	and	photography	for	use	in	various	proposal,	presentation	and	marketing	materials.

•	 Provided	in-house	training	on	use	of	software,	hardware	and	peripherals	and	provided	troubleshooting	expertise	on	
company	software,	hardware	and	peripherals.

•	 Researched	needs	and	made	recommendations	regarding	the	purchase	of	software,	hardware,	systems	and	peripherals.

ExPERIENCE (Continued)

http://www.asa.org
http://www.andersen.com
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SOfTwARE (Mac and Pc)

Adobe CS2 – CS5.5 
suites:

Acrobat 
After Effects 
Audition 
Bridge 
Dreamweaver 
Flash 
Illustrator 
ImageReady 
InDesign 
Lightroom 
PageMaker 
Photoshop 
Premiere

Corel Painter

FileZilla

FotoFusion

Macromedia	Director

Microsoft	Office	
Suites

Microsoft	Project

Quark Express

Sound Forge XP

Suitcase Fusion 3

Visio

NoteTab

CSS

HTML / XML

JavaScript

Web	Browsers:
Firefox 
Google Chrome 
Internet Explorer 
Opera 
Safari
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EDuCATION

Harvard University, Cambridge, Massachusetts
Master of Liberal Arts in Extension Studies, Concentration in Visual Arts 
Expected graduation in 2014

University of Massachusetts Lowell, Lowell, Massachusetts
Bachelor	of	Science	in	Information	Systems 
Certificates	in	Multimedia	and	Graphic	Design	&	Digital	Imaging

Education Honors

Graduated	summa cum laude 
Alpha Sigma Lambda/National Honor Society 
Dean’s	List	for	Academic	Excellence 
Who’s Who Among American College Students
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Budget Worksheet
category monthly total annual total

Income

income after taxes $ $

Other after-tax income $ $ 

Total After-Tax Income $ $ 

Recurring Expenses

Rent/mortgage Payment $ $

utilities (electricity/Oil/Gas/Water) $ $

Food and Household Supplies $ $

Student loan Payments $ $

credit cards $ $

car Payment/Public transportation $ $

Parking/Gas/tolls $ $

child care $ $

Health/dental insurance and Prescriptions $ $

Savings $ $

Retirement Plan (401(k) or iRa) $ $

Phone $ $

internet access/cable tV $ $

Gym membership/Hobbies/lessons $ $

Other Recurring expenses $ $ 

Total Recurring Expenses $ $

Variable Expenses

Home and car Repairs $ $

clothing Purchases and laundry/dry 
cleaning $ $

electronics/technology Purchases $ $

entertainment/Restaurants/travel $ $

Holiday Gifts/Special Occasions $ $

Other Variable expenses $ $ 

Total Variable Expenses $ $

Yearly Expenses

car insurance and Registration $ $

Renter’s/Homeowner’s insurance $ $

Other Yearly expenses $ $ 

Total Yearly Expenses $ $

Unforeseen Expenses $ $ 

Total Expenses $ $ 

Total After-Tax Income (from above) $ $ 

Minus Total Expenses (from above) $ $ 

Disposable Income $ $ 

this budget worksheet is also available online at www.amsa.com/bor.

 

Track 
your expenses 

in relation to your 
income.
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Ed
ucation Debt

education 
debt can seem 
mammoth—
aSa makes it 
manageable.
at american Student 

assistance®, we know 

that education debt can 

seem like a mammoth 

responsibility—that’s why 

our mission is to make 

it manageable. the aSa 

mammoth represents 

education debt, and it 

serves as a reminder 

that aSa can help you 

manage your student loan 

repayment. every time 

you see the mammoth, 

remember that aSa is your 

dedicated resource. Visit us 

at www.amsa.com/bor for 

the information you need.

Notes:

ASA is committed to your financial success. Please visit  
www.amsa.com/bor to access all the information, 
resources, and tools you need to successfully 
manage your education debt—including our 
Loan Calculator, Cost-of-Living Wizard, and 
Salary Wizard.

See page 

33 for more 

information about 

tools to help you 

succeed.

www.amsa.com

congratulations! You’re in college! Very exciting. Pursuing higher 
education will give you the opportunity to explore and grow, broaden 
your career options, increase your earning potential, and help you 
make an informed decision about what career you select. How else can 
you choose to be a phlebotomist if you’ve never even heard of it?

M work for mework for me.
ake college

For millions of students and their families, the 
only way to pay for higher education is by making 
financial sacrifices and borrowing. Fortunately, 
the Federal Family education loan Program 
(FFelP) provides loans that can be effective tools 
in paying for college. many FFelP loans offer low 
interest rates and flexible repayment options that 
make repayment manageable.

Higher education is an investment in your future. 
as with any investment, you need to understand 
your financial obligations in order to manage 
them. that’s where we come in. We’re american 
Student assistance® (aSa), and our sole reason 
for existing is to help you manage your education 
debt. aSa is a federally funded, non-profit 
student loan guarantor—the nation’s first—and 
we’ve been helping students like you for more 
than 50 years.

as a guarantor, our role is to serve as an 
administrator of the FFelP program on behalf of 

the federal government and to insure loans for 
lenders. every federal loan has a guarantor. as you 
continue your education, you may have several 
loans and possibly several guarantors. What’s 
different about aSa is that our commitment to 
your success is so great that we put it in writing 
and make it our job. Our success is based on 
your success. every step of the way—from the 
beginning of your college career to your very last 
loan payment—we’re here with you.

think of aSa as your compassionate advocate. 
We’ll give you the information, support, and 
tools you need when you need them. through 
telephone support and a specialized community 
on our website stocked with tools and resources, 
you’ll receive the information and help necessary 
to plan your future while managing your debt. 
Whenever you have a question about your federal 
loan, remember us and call 800.999.9080 or visit 
us at www.amsa.com/bor.

Jasmin Sarita
Wellness Specialist

One of the 
people dedicated 
to your success.

1Section

Costs and
Financial Aid
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Understand 
Education Loans
most students need loans to pay for college. Whether 
you’ve already filled out an application for a loan or 
are planning to, it’s critical that you know the basics of 
borrowing money.

loans Represent a Promise
taking out an education loan means you promise 
to repay the money you borrow plus interest. the 
original amount you borrow is called the principal, and 
what you’re charged to use the borrowed money is 
called interest.

loans can Provide Help
For most students, borrowing money helps pay for 
tuition, room and board, and other education costs. 
Your school may recommend several different types of 
loans to help you pay for your education. in some cases, 
your parents may borrow on your behalf by taking out 
a Federal PluS loan. education loans are a resource you 
can use to help meet college expenses, establish credit 
in your name, and become financially responsible.

loans are a Responsibility
loans must be repaid whether you complete your 
educational program or withdraw. the amount you 
pay back depends on the amount you borrow. if you 
graduate, withdraw, or drop below half time, your first 
payment will likely be due in 6 months. if you fail to 
repay the loan, it will go into default.

defaulting on student loans is serious. it will affect your 
ability to get other credit for credit cards, car loans, 
additional education loans, a mortgage, and other large 
purchases for up to 7 years.

Explore Federal 
Student Loans
You’ll probably still need additional funds after you’ve 
explored your grant and scholarship options. Federal 
loans are another way to pay for college. they are 
backed by the federal government, offer low interest 
rates, and provide a variety of deferment options and 
extended repayment terms.

You may be able to borrow up to the total cost of 
attendance at your school, minus all other forms of 
financial aid, through a combination of loan types.

1
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Learn who’s who 
when it comes 
to loans.

Borrower—either you or your 
parents—whoever borrows 
money for your education.

School—the financial aid 
office of the school you attend. 
this office develops your 
financial aid package and 
provides financial information 
and support.

Federal Government—the 
u.S. department of education 
administers federal student 
loan programs and may act as 
the lender of your loan under 
certain loan programs.

Lender—the financial 
institution that provides 
your education loan. lenders 
manage student loans under 
federal guidelines and, in return, 
are guaranteed the repayment 
of student loans. if you default 
on a federal student loan, the 
guarantor reimburses the lender 
and works with the borrower on 
a repayment program. 

6

(continued next page)

Federal loan choices

Perkins
Who can 
Borrow

Undergraduate students.

U.S. citizens or eligible non-citizens.

loan limits Undergraduates may borrow up to $4,000 a year for a 
maximum of $20,000.

Participating schools receive a limited amount of Perkins 
Loan money each year, so submit your application early 
to be considered for these funds.

Repayment 
terms

Repayment begins 9 months after you graduate, 
withdraw, or fall below half time.

Your school serves as the lender for this type of loan, 
and you make payments to your school or the school’s 
appointed agent.

You have up to 10 years to complete repayment, 
depending on the amount you owe.

Perkins Loan interest is paid by the federal government 
while you are in school and during grace and 
deferment periods.

Once you are in repayment, you assume the payment 
of interest.

interest Rate Perkins Loans have a fixed interest rate of 5 percent 
throughout the life of the loan.

Subsidized Stafford
Who can 
Borrow

Undergraduate students enrolled at least half time in 
a degree or certificate program. Based on a student’s 
financial need.

U.S. citizens or eligible non-citizens.

loan limits Undergraduate independent students and dependent 
students may borrow up to $3,500 in their first year; up 
to $4,500 in their second; and up to $5,500 in their third, 
fourth, and fifth years, for a maximum of $23,000.

Repayment 
terms

Repayment begins 6 months after you graduate or drop 
below half time.

Interest is paid by the federal government while you are 
in school and during grace and deferment periods.

Under certain conditions, you may request a 
deferment—a repayment postponement—of principal 
and interest.

Typically, you have up to 10 years to complete 
repayment, and you may choose from various 
repayment plans.

There are no penalties for prepayment, or finishing 
repayment ahead of schedule.

interest Rate Subsidized Stafford Loans have a fixed interest rate 
of 6.8 percent throughout the life of the loan for 
loans disbursed before July 1, 2008; 6 percent for 
loans disbursed on or after July 1, 2008, and before 
July 1, 2009.

Guarantor—a state or private 
non-profit agency that 
administers the Federal Family 
education loan Program (FFelP) 
for the u.S. department of 
education and insures student 
loans for lenders. aSa is 
a guarantor.

Servicer—a company that 
lenders hire to manage their 
student loan accounts. this 
management may include 
processing loan payments, 
providing customer service, and 
collecting delinquent accounts.

Secondary Market—comprised 
of companies that may buy 
your education loan from your 
lender. if your loan is sold to the 
secondary market, your lender 
will notify you in writing. 

Consolidator—a financial 
institution that merges eligible 
student loans into a single 
loan that may not preserve 
the special features of federal 
loans, such as a grace period 
or repayment options like 
deferment and forbearance.
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For additional education loan information, contact the financial aid office at 
your school or the following:

american Student assistance www.amsa.com/bor

Federal services for students, including 
planning for college, financial information, and 
career planning

www.students.gov 

Federal Student aid, an office of the u.S. 
deptartment of education, including 
FaFSa forms

www.fafsa.ed.gov 

General scholarship and internship information www.fastweb.com

information on standardized tests www.collegeboard.com

Job search and career development advice www.jobweb.com

national Student loan data System, u.S. 
department of education’s central database for 
student aid 

www.nslds.ed.gov

Salary information from the u.S. department of 
labor’s Bureau of labor Statistics www.bls.gov/oco

State-specific college access information www.going2college.org

teaches young adults how to earn, manage, 
invest, and spend money wisely www.youngmoney.com

the national association of Graduate-
Professional Students www.nagps.org

tools to plan education from middle school 
through graduate studies 

www.knowhow2go.org

www.mapping-your-future.org

u.S. department of education www.ed.gov
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Tools for
your success.

College Tuition Planner

Calculators That Help You Compare
 • Student Loans

 • Repayment Methods

  •  Deferring student loan payments during school

  •  Graduated loan repayment terms

  •  Extended repayment terms

  •  Income-sensitive repayment terms

Job Assessor to Measure the Demand for Your Chosen Career

Salary Wizard to Estimate Your Future Earnings

www.amsa.com

aSa is your 
dedicated 
resource for 
managing 
education debt.  

Our website, 

www.amsa.com/bor, 

offers the tools and 

information you need 

for every stage of 

repayment.  From 

downloadable loan 

application forms and 

brochures to budgeting 

tips and repayment tools, 

we have the resources 

you need.  log on now 

to use the interactive 

Web tools to help you 

plan your financial future.

My
dedicated
resource.
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Mammoth, yet 
manageable. 

We know education debt 

can seem mammoth—we 

make it manageable. 

american Student 

assistance® (aSa) provides 

you with the education 

and encouragement 

you need to successfully 

manage your debt—

whatever it takes to 

make repayment seem 

like less of a mammoth 

undertaking. Whenever 

you see the mammoth, our 

symbol for education debt, 

know we can help.

ASA’s public purpose mission 

is to help students and families 

successfully manage their 

higher education debt.

integrity
respect

Integrity—We are stewards of the trust of our 
borrowers, schools, lenders, and the department 
of education. everything we do must be worthy of 
this trust.

Respect—Respect for others should be part of every 
interaction. this means respecting our customers, 
listening to their interests, and developing options that 
satisfy their needs.

teamwork
leadership

service

Table of Contents 

Section 1 – costs and  
Financial aid ......................... 2

costs

Financial aid Options

education loans

Section 2 – Repayment 
Options ................................10

Standard, income-Sensitive, 
Graduated, extended, 
consolidation

loan Repayment

Postponing Repayment

deferment

Forbearance

consolidation

Section 3 – Budgets  
and credit ............................18

Budgets

credit cards

importance of Good credit

Section 4 – Finances  
after Graduation ...............26

General Salaries

taxes

tax Breaks

Section 5 – Resources  ....32

Teamwork—By working together in a spirit of mutual respect, 
we can accomplish far more than we can individually.

Leadership—We believe in leading by example both in the 
workplace and in the industry.

Service—Our customers deserve the highest level of service, 
and we aspire to set the standard.

These core values guide 

ASA’s every action. Read 

about our mission and 

guiding values.
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most students have to borrow loans to 
pay for their education. We know juggling 
education loans with other life expenses 
can be challenging, especially if you’re 
responsible for rent, utilities, food, car 
payments, and health insurance. We give you 
the tools to manage your debt during school 
and after.

Consider the Costs
Type of Institution Annual Tuition  
  and Fees 
 
Four-Year Private $23,712 (average) 
Four-Year Public $6,185 (average) 
two-Year Public $2,361 (average)

Source: The College Board, www.collegeboard.com, 
2007.

igher educationH
Looking for a 
scholarship? 
Good places to start include the 
following websites:

www.collegeboard.com

www.fastweb.com

www.findtuition.com

www.mapping-your-future.org

list your costs.
the financial package your school offers to fund your education is based on your living and education expenses, or 
your total cost of attendance (cOa), while you’re in school. listing your ongoing expenses on the budget worksheet 
on page 35, or online at www.amsa.com/bor, is an excellent first step to evaluating your expenses.

•	 Tuition

•	 Fees

•	 Books

•	 Computer	and	school	supplies

•	 Rent	or	mortgage

•	 Health	insurance

•	 Transportation,	parking,	auto	
insurance

•	 Utilities

•	 Food

•	 Clothing

•	 Child	care/dependent	care

•	 Ongoing	debt	payments	
(loans, credit cards, etc.)

See the chart in Section 3—Budgets and Credit—for additional everyday expenses that you might not have considered.

isn’t cheapisn’t cheap.

4

Before you borrow, 
you should know:

•	 The	type	of	student	loan	
programs available to you—  
research the loan programs 
for both students and parents 
and decide on the best 
combination of loans for your 
particular circumstances

•	 The	total	amount	you	are	able	
to borrow

•	 The	interest	rate	and	other	
important features of your 
loan program

•	 Who	is	responsible	for	paying	
the interest on your loan— 
in some cases, the federal 
government will pay the 
interest while you’re in school

•	 What	your	approximate	
monthly payments will be for 
the amount you borrow

•	 How	much	will	be	deducted	
from the loan for fees and how 
much you will actually receive

Check Out Your Financial 
Aid Options
Federal and private financial aid is available and can include grants, 
scholarships, and fellowships, which are awards that don’t need to be 
repaid. two other financial aid options are Federal Work-Study and 
student loans. Research your free options first before considering loans. 
Your school’s financial aid office can tell you more about these types of 
education financing.

education awards

Grants, Scholarships, and Fellowships—Grants are awarded according 
to financial need, and scholarships are usually granted based on academic 
merit. Fellowships are for a specified length of time, generally 1 to 3 
years, and are awarded to the most qualified students. Fellowship award 
amounts vary by school and most cannot be renewed, although in many 
cases students are offered teaching or research assistantships as a means 
of financial support.

Assistantships—this type of aid usually requires students to assist a 
senior faculty member. teaching assistantships require you to either 
assist a professor in class or teach your own class. a research assistantship 
generally requires laboratory or other work under the direction of a faculty 
member in a science, education, or liberal arts department. the amount 
of aid can vary significantly, depending on your school and field of study, 
and may not be an option for part-time students. talk to your financial aid 
office for more information.

Work-Study—Schools sometimes award Federal Work-Study as part of 
a financial aid package. Work-Study students hold jobs offered through 
the school to help pay for some of their education and living expenses. 
Students selected for Work-Study are typically those with greater financial 
need. For information on Work-Study programs at your school, contact 
your financial aid office.

Tuition Reimbursement—many companies pay a portion of your 
tuition for course work in a field of study related to your job. tuition 
reimbursement amounts vary from company to company. this employee 
benefit generally requires you to work full time, attend school part time, 
and earn a minimum grade to qualify for reimbursement.

fyi
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PuBLIC SERvICE CAmPAIGN

AMERICAN STUDENT ASSISTANCE
22” X 21” SUBWAY INTERIORS

BOSTON/MBTA
APRIL 2008

AMERICAN STUDENT ASSISTANCE
commuter rail 2-sheet posters

BOSTON/MBTA
march 2008

AMERICAN STUDENT ASSISTANCE
SUBWAY 2-Sheet poSterS

BOSTON/MBTA
AprIL 2008

AMERICAN STUDENT ASSISTANCE
king-size bus poster

BOSTON/MBTA
ApriL 2008
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Find out how at www.amsa.com 

April is National Financial Literacy Month and 
 American Student Assistance® knows student 
loans can seem like a mammoth responsibility.  We 
provide the tools and unbiased support you need to 
successfully manage your mammoth.

How financially literate are you? Find out now by 
logging on to www.amsa.com/harvard.  You’ll receive 
a $10 iTunes® gift card just for participating.
The first 500 participants who complete the quiz and register on www.amsa.com/financialliteracy will each 
receive an iTunes® gift card with a value of $10.  The sweepstakes will run from April 1, 2008 and end April 30, 
2008 or until the prizes have been awarded, whichever comes first.  See www.amsa.com/financialliteracy for 
official rules.  No purchase necessary to win a prize.
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Vendor Contracts
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Corporate Counsel Department
March 2007
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The Basics of Contracting

1. Purpose of Legal Review

a. The purpose of the legal review is to identify potential legal issues and to minimize 
risks.  Corporate Counsel can not be responsible for reviewing or negotiating the 
business terms of a contract or for making sure the contract meets the needs and 
requirements of the business users. You are the expert on your business needs.

(1) All contracts must be reviewed by the Corporate Counsel department.  Your 
responsibilities to facilitate this review are outlined above and include:

•	 Submitting	a	completed	Vendor Evaluation Form (Exhibit IV) – The 
information on this form will enable Corporate Counsel to properly 
understand the business purpose of the transaction, evaluate the contract, 
advise business users of potential risks, and determine whether a privacy 
and data security review is necessary.

•		 The	Vendor Evaluation Form is important because it serves as a summary 
of the contract for quick reference by both the business user and corporate 
counsel and provides information that is input into the contract management 
system.  The information from this form will be entered in the contract 
calendar and the contracts administrator will provide the business user with 
back-up reminders of any applicable renewal, option or expiration dates.  
The business user must maintain their own primary reminder system of 
these important dates which are critical to the departmental planning and 
budgetary process.

•	 Be	sure	to	include	all	attachments,	exhibits,	etc.	that	are	referenced	in	
the agreement and send with the contract and cover sheet to Corporate 
Counsel for review.

•	 Submit	the	Vendor Evaluation Form with the contract and all attachments 
to the contracts administrator for review. 

•	 Keep	a	copy	of	both	the	Vendor Evaluation Form and the draft contract 
for reference and your files.

•	 Please	call	the	contracts	administrator	if	you	need	help	completing	the	
Vendor Evaluation Form or preparing your contract for review by 
Corporate Counsel. ALL contracts submitted for review MUST include the 
Vendor Evaluation Form.

b. Upon submission for review, the Corporate Counsel unit will communicate with you 
as to the expected turnaround time for the contract/agreement based on the Legal 
Review Priority Schedule (see page 2).

c. Corporate Counsel will utilize the contracts tracking database to maintain the 
contract through the review process and to notify you as to the progress of the 
contract, as well as to remind you of any renewals or inform you of important dates 
(e.g., termination dates, renewal dates).

(1) If a contract involves the exchange of non-public personal information then it 
will be necessary to conduct a privacy and data security review.  See the Vendor 

Legal Review
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information onto the contract, then that addition or deletion must be initialed at 
the time of execution of the contract and dated by both signers to the contract.  If 
any handwritten insert or edits is not initialed then it would impossible for a court 
to determine whether both parties agreed to that contract change. In other words, 
they would not be able to determine if such a change was made by one party long 
after the execution of the contract.

8. Manageability of a Contract

a. The business users should evaluate every contract from a contract 
administration and management perspective, as the business users will have 
to manage the vendor relationship and the business terms of the contract.  This 
includes monitoring the vendor’s performance, processing all invoices for payment, 
being aware of contract termination dates, renewal dates and other provisions.

b. Corporate Counsel is now maintaining a log of significant contract 
expiration dates and will use its best efforts to notify you when a contract 
is scheduled to expire or automatically renew.  Remembering these important 
dates should be viewed as a shared duty and you should not rely solely on the 
Corporate Counsel unit for your reminders.  Corporate Counsel will remind you 
approximately thirty days before the expiration of an agreement, but you may feel 
that you would need sixty days to find and reach an agreement with an alternate 
service provider.  It is your responsibility to be aware of these termination and 
renewal dates.

The Basics of Contracting

Example:  A contract 

which has a one-year 

term, but which provides 

for automatic renewal for 

successive terms unless 

ASA provides written 

notice prior to expiration 

date, requires the business 

user to keep track of 

exactly when the contract 

term began so as to allow 

the user appropriate time 

to re-evaluate the value of 

the contract and decide if 

they want to continue with 

that agreement.
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The Corporate Counsel unit strives to serve as a resource to its internal customers, ASA 
Associates.  In that regard, we work to provide contract review and timely service within 
the constraints of workload and complicated subject matter.  As such, we pledge to 
provide our customers with the following:

(1) Diligent attention to the review of contracts within the parameters of the review 
priorities established below in the Legal Review Priority Schedule;

(2) Best efforts to provide an estimated timeline for turnaround on contracts, Requests 
for Proposals or other agreements submitted for legal review1;

(3) Diligent communication on the status of legal review projects, including updates on 
any necessary delays or expected delays; and

(4) Continual tracking of the contract review process and any ancillary reviews (i.e., 
privacy and/or security) through the contracts tracking database.

As part of the Corporate Counsel Customer Service Pledge, the following Legal Review 
Priority Schedule has been developed as a guideline for the treatment of various 
agreement types:

(1) Mission critical:  Contracts and agreements that are critical to ASA’s mission 
and strategic direction, for example, software contracts that will benefit all 
departments across the board or contracts that involve system related issues 
that will benefit customers (i.e., MDHE) or borrowers.  This also includes 
contracts that benefit ASA employees (i.e., Human Resource benefit contracts).

(2) Departmental priority:   Contracts and agreements that are critical to 
individual ASA Departments, including contracts for single purchases of higher 
dollar amounts (i.e., exceeding $10,000).  

(3) Standard business:  One-time contracts for space rentals, smaller dollar figure 
purchases, trainings, and other services that do not involve significant financial or 
legal exposure for ASA.

Corporate Counsel  
Customer Service Pledge

1 Please note that occasionally the timeline provided may be subject to change due to 
extenuating circumstances surrounding the contract at issue and/or the need to prioritize 
other contract reviews ahead of those already submitted.  In the event of a change, the 
Corporate Counsel unit will communicate the same to the business user who submitted the 
contract for review.

Corporate Counsel Customer 
Service Pledge
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Introduction

Contracts can cover a variety of goods and services and can come in a variety of forms.  
Some contracts for services may be oral, others are lengthy documents with many 
attachments and still others may appear as more general proposals for services which a 
vendor asks you to approve in writing.  It is important to note here that various types of 
oral contracts may not be enforceable if there is no written expression of the contract.  
Contracts may arise from an exchange of letters similar to the proposal for services, or in 
other instances, an exchange of forms (purchase order and acknowledgement), and even 
an exchange of e-mails.  In order to protect ASA’s interests, however, it is preferable 
that contractual obligations be reflected in a single agreement signed by all parties to 
the transaction.  The general purpose of this guide is to assist you and advise you in 
your efforts to create a written agreement for the products and services for which you 
contract.

Achieving what you want and need in a contract takes careful planning, thought and 
attention to details.  If you follow the necessary steps before and during the contract 
negotiation process, your end result will more effectively satisfy your needs.

Introduction
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3. Specific Things to Check

a. Is the contract complete?  

Verify that all schedules, exhibits, attachments, amendments, lists, price sheets, 
appendices, order forms, technical agreements, service agreements and confidentiality 
agreements that are referenced in the proposed agreement are actually attached to 
the proposed agreement.  If you do not have ALL of these documents, the contract is 
not complete and ready for review by Corporate Counsel.  Also, this is a good time to 
read the fine print again.  Often, a vendor will try to put troublesome provisions in a 
supplement or on the back of the contract in small typeface.

b. Identification of the parties and corporate name

Our legal name is Massachusetts Higher Education Assistance Corporation.  There 
is no “the” in our legal name.  Our trade name is the name under which we do business 
and is the name with which our clients, customers and vendors are most familiar.  A trade 
name is also known as a dba or “doing business as” name.  Our trade name is American 
Student Assistance.

(1) If possible, the full legal name, trade name, and shorthand name should be stated 
the first time the corporation is referenced in a contract.  “Massachusetts Higher 
Education Assistance Corporation d/b/a American Student Assistance (ASA).”  
This is not always possible with vendor form contracts, in which case use of the 
full legal and trade names on the signature line will usually be sufficient.  Our 
full legal name should also always appear on the signature line of all contracts 
or legal documents.  Contracts should never list individual departments or ASA 
employees as parties to the contract.

(2) It is also important to make sure that the company with whom you are doing 
business is properly identified.  You should also make sure the company you are 
contracting with is qualified to perform under the contract.  If possible, check 
out the company’s website, call references, ask questions about the company’s 
other clients.  Any information you find is helpful to you and to the Corporate 
Counsel department and should be included with the materials you send for 
review.

c. When you are reviewing the contract, make sure that all abbreviated terms, 
capitalized terms or acronyms (i.e., ASA, PLUS Loan) are properly defined, usually at 
the first usage in the beginning of the contract.

4. The Subject of the Agreement

a. Description of product or services.  Check to make sure that the product or 
service that you are contracting for is clearly defined and fully described.  You may 
want to use the list of requirements that you prepared before collecting contracts 
from vendors to verify that you are getting what you need.  Is the product or 
service subject to certain specifications (i.e., size, number, type, version, etc.)?  If 
so, make sure that these are clearly set forth in the proposed contract.  It is always 

The Basics of Contracting

Example:  Are we listed 

only as ASA or American 

Student Assistance?  If so, 

you will need to have our 

name changed to our legal 

name on the contract.

CORRECT Example:  

This agreement is 

between Massachusetts 

Higher Education 

Assistance Corporation 

d/b/a American Student 

Assistance (ASA) and ABC 

Company (ABC)....

Example:  Unsub –  

Unsubsidized Stafford 

Loan.
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advisable to protect ASA by having a provision that allows ASA to reject the goods or 
services if they do not comply with the specifications of the contract (i.e., if we need 
Hyperlink 4.0 and we get 2.0, the goods do not comply with the specifications. That 
is a breach of contract on the Vendor’s behalf).

b. WHAT.  Watch out for ambiguity!  If we want Hyperlink 4.0 and the contract 
only lists Hyperlink, or a current version of Hyperlink, that is not acceptable.  The 
contract should state specifically that ASA is purchasing Hyperlink 4.0.  Moreover, 
especially with services (i.e., consultants), it is important to be sure that there is a 
complete and detailed description of the services to be provided to ASA.  You want 
to make sure that you are contractually guaranteed to get what you need, not what a 
consultant decides they will provide.

c. HOW MUCH.  Quantity.  Is it clear how much 
of the product is being purchased?  If we need 20 
headsets, is that clearly listed in the contract along 
with total price?

d. WHEN.  Is it clear when the delivery of the 
product will be or services will begin?  Does 
the contract provide ASA with relief if the date 
of delivery is delayed?  This should be clearly 
outlined without any chance for confusion.  This 
protects you, the purchaser, from frustration 
down the road.

5. Pricing and Payment Terms

a. Actual price.  Price is an essential element.  How much does the product or 
service cost and how is that cost calculated?  Does the agreement accurately state 
the full purchase price of the product or service the contract concerns?  Is the price 
the same as what was quoted by a salesperson or promised during the sale?  Is the 
amount the same everywhere it appears in the agreement?  Is the amount within the 
budget that was approved by the appropriate management level for this product or 
service?

b. Various fees.  Be careful when there are multiple fees involved in a product or 
service.  For example, when purchasing a particular software program the license to 
use the software may be $100 annually, but maintenance on that program might cost 
an additional $10,000 and upgrades might be another $1,000.  Are all types of fees 
and costs clearly defined?  Are there additional installation or warranty fees?  Have 
you provided the vendor with a copy of our tax exempt certificate so there is no 
sales tax?  Is the total price, including all these fees, within your proposed budget?

c. Discounts.  Are any expected or promised discounts properly noted and applied 
to the final price?  Are all the terms of the discount included in the proposed 
agreement?  Have you asked if there are any further discounts available?  Have you 
asked whether other customers are receiving the product for less?

The Basics of Contracting

BE CAREFUL!  Watch for language that allows the vendor 
or service provider to “substitute” alternative goods or services 
for those that you have requested.  For example:  “Hotel will 
arrange for comparable space in the same vicinity of 
the Hotel and shall provide, without charge, necessary 
transportation between the alternative site and the 
Hotel.”  ASA generally does not agree to such provisions.  If you 
have contracted for and are paying for Joe Blank to conduct a 
training session, you do not want a substitute speaker.
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ExhIBITION BOOTh & 
COLLATERAL

Well •ness:
(wĕl

 
nĭs) n. Inspiring long-term financial success  

and good credit standing in borrowers.

For more than 50 years,  

American Student Assistance® 

has focused on our mission to 

assist students and families 

to successfully manage their 

education debt. In fact, we 

changed our business model 

six years ago, because our 

commitment to student success 

is so great.

As a federally funded, non-

profit, education loan guarantor, 

we have made it our job to 

help keep borrowers in good 

standing.  Our confidence in 

students’ success stems from a 

holistic approach we use to keep 

borrowers on track during every 

stage of repayment.  

To find out how to  
bring Wellness to your  

students, please visit  

www.amsa.com/wellnessresults 
and view the many borrower  
and financial aid professional 

tools our website has  
to offer.

ASA, the guarantor with results.We call it Wellness, and it works. 

Wellness 
Offerings
American Student Assistance® 

takes a “prevention is the best 

medicine” approach to education 

loan repayment. Our Wellness 

services empower students 

to proactively manage their 

education debt after school 

as part of an overall healthy 

financial lifestyle.

Journeys
Journeys provides graduating students with the 
right information at a critical time—focusing 
on the six month grace period after graduation. 
Through telephone counseling, customized 
communications, and a series of personal finance 
newsletters during the first 18 months after 
graduation, borrowers establish good repayment 
habits.

• Information Packet 
•  Wellness Counselor Outbound Phone Calls
• Dedicated Website
•  Newsletters 

Transitions
Transitions offers support to borrowers who are 
past due or at a higher risk of defaulting, such 
as withdrawn students, and those with a history 
of late payments. Through clearly defined steps, 
borrowers can return their loans to a state  
of Wellness.

•  Information Packet 
• Wellness Counselor Outbound Phone Calls
• Web Support 

Bright Beginnings
Bright Beginnings enables borrowers to realize 
the opportunity to rehabilitate their defaulted 
loans. This supportive service helps borrowers 
reverse or avoid penalties by establishing a 
regular loan payment pattern.

•  Information Packet Outlining Advantages  
of Rehabilitation 

• Wellness Counselor Outbound Phone Calls
• E-mail Payment Reminders
• Website Enrollment

Consolidations 
Consolidations provides free counseling and 
helpful fact sheets to new consolidation  
borrowers. The information and follow-up  
calls borrowers receive through this service 
prepares them for successful management of  
their consolidation loans.

• Information Packet 
• Wellness Counselor Outbound Phone Calls

Train the Trainer
In our Train the Trainer sessions, we teach 
financial aid professionals how to round 
out their students’ educations with the 
money management, budgeting, and credit 
management knowledge they will need 
after college. ASA works with you to design 
customized sessions to meet your institution’s 
specific needs. 

•  Industry Knowledge - classes taught by 
education financing experts

•  Customized Training – tailored to meet your 
specific needs

• Online and Onsite Training 
• More Than 100 Course Offerings

Exit Counseling
A collection of informative sessions we 
administer to graduating students. Exit 
Counseling prepares borrowers for repayment  
by clarifying the repayment process, options,  
and available tools.

• Online and Onsite Sessions 
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Message from the Ombudsman

* Source: http://www.nasfaa.org/publications/2002/ 
rstudentloandefault091302.html

Everywhere we turn, we see evidence of the world embracing 
con�ict resolution. A recent American Express® commercial 
touted their “simple dispute resolution” services. In our own 
student loan world, we see the industry embracing the 
notion of treating all borrowers with respect. In a recent 
Boston Globe article on how colleges and universities collect 
on student loans, Joseph Aoun, President of Northeastern 
University, said “(we need to) consider ways to insure 
compliance with �nancial obligations that are consistent with 
our values as a university and community. To my mind that 

means we treat one another with respect and dignity.” 

We also see the acceptance that repayment strategies need 
to keep pace with the times. When the national default rate 

reached a high of 22.4 percent in �scal year 1990*, practices such 
as not allowing discharge of student loans during bankruptcy, 

maintaining no statute of limitations, and keeping collection cost 
fees high made sense, and did bring the default rate down. But 
now, students and their families are borrowing substantially greater 
funds to o�set the astronomical increase in tuition, and we need 
to address new strategies to resolve the current challenges. The 
suggestions by the Project on Student Debt in regard to repayments 
(capping the percent of income, limiting the term of repayment) 
have opened this dialogue.

American Student Assistance’s (ASA) Repayment Assistance 
Department has grown exponentially in its size and its e�orts to 
reach out to borrowers who have experienced di�culties in the 
repayment of their loans. The results have been exceptional, and the 
message clear: Greater communication on the part of the guarantor 
creates borrowers who want to participate actively in their repayment 
process. Potential con�icts can be resolved before a borrower defaults 
on his loan. 

2006 Ombudsman Annual Report
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Ombudsman Statistics
Decreasing Case Loads by Increasing Wellness Outreach

Annual Statistics

ASA Ombudsman Cases

Department of Education Ombudsman Cases
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It is precisely this kind 
of constantly reinforced 
program of internal training 
that keeps our counselors 
consistently on the top of 
the curve when it comes to 
skill development. Through 
our company-wide training 
initiatives to our research 
projects to job-speci�c 
training, ASA continues 
to support the highest 
standard of learning and skill 
development: A track record 
that is best exempli�ed by 
the rapid growth of our 
default prevention e�orts 
and the success of Wellness. 

2006 Mutual Gains and 
Dispute Resolution Training 

January 31 Mutual Gains

February 3 Dealing With Di�cult People/ 
Dealing With Di�cult Borrowers

February 7 Mutual Gains

March 28 Getting Past No

April 20 Manager as Negotiator

May 11 – 12 MWI Negotiation Skills

June 13 Mutual Gains

October 19 – 20 MWI Negotiation Skills

November 3 Manager as Negotiator

November 6 Dealing With Di�cult People/ 
Dealing With Di�cult Borrowers

November 16 Mutual Gains

November 21 Mutual Gains for Senior 
Management 

2006 Ombudsman Annual Report
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Communication Results
Electronic communication with borrowers in repayment, 
delinquency, and default is now handled by two departments 
in the Borrower Services division: Borrower Advocacy and 
Repayment Assistance. The activities of each department are 
detailed below. 

Borrower Advocacy
We continued to respond to all e-mails sent to 
brightbeginnings@amsa.com, wellnesscounselor@amsa.com, 
and information@amsa.com. Each inquiry was responded 
to with a personalized response from a Senior Borrower 
Advocate. Issues included questions about repayment, 
 nancial hardship, deferment and forbearance requests, loan 
information and loan status queries. 

In total, Borrower Advocacy received 2,040 electronic inquiries 
in 2006. This is a signi cant increase from the 838 e-mails we 
received in 2005. The change in volume is most likely due to 
new communication e�orts by Repayment Assistance. 

How Borrowers Contacted ASA in 2006

Email and Web Questions 2005 2006

wellnesscounselor@amsa.com 571 1,641

brightbeginnings@amsa.com 136 223

“Ask ASA” on www.amsa.com 108 74

information@amsa.com 18 54

journeys@amsa.com 5 38

consolidationhelp@amsa.com 0 6

journeysspecialist@amsa.com 0 4

       Total 838 2,040

The number of e-mails received via “Ask ASA” in 2006 was 
lower than 2005 because this option is no longer available to 
borrowers on the updated version of www.amsa.com.

Communication Through ASA’s “Ask Betsy” 
Column and Web Page
“Ask Betsy,” one of ASA’s most popular student loan 
information resources, is a column published in papers such 
as the Boston Metro and the Washington Post Express. The 
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Amnesty at ASA
Our approach allows discretionary review of student loan 
debt cases for special treatment or complete forgiveness. In 
2006, our Amnesty program involved two very special cases 
that demonstrate how seriously our case managers regard 
one of ASA’s core values—compassion—and how they 
take the initiative to help borrowers faced with devastating 
circumstances. 

Forty years ago, a U.S. Armed Forces veteran survived a life 
threatening car accident that caused permanent mental, 
physical, and emotional disability. Three years after the 
accident, the borrower attempted to get his life back on 
track by taking out a $1,500 federal student loan to pay 
for a vocational program at a proprietary institution. After 

just a few weeks of classes, continuing medical problems 
required additional surgery and cut his schooling short. The 

school kept the loan money. The borrower, because he had 
neither the money nor a complete education and remained 
disabled, assumed that the loan was cancelled. However, the loan 
subsequently defaulted. 

Many years later the borrower was living in a state-run soldier’s 
home and was being taken to court over the defaulted loan 
balance, which had increased due to capitalized interest and fees. 
His disability had progressed in the years since he took out the 
loan. A case manager at the soldiers’ home wrote to ASA to explain 
the veteran’s situation and to �le an “Inability to Bene�t Waiver” for 
the debt. ASA recognized the extraordinary medical circumstances 
of this case and granted a general amnesty on repayment of the 
outstanding balance. The account is now considered closed and 
settled. 

“There is some question as to why the loan was not canceled when 
the borrower withdrew from class. But the age of this case is an 
obstacle. First, the school is no longer in business; and second, 35 
years ago the federal student loan program was still in its infancy,” 
said Christopher Callanan, ASA Litigation Associate. “There were 
so many out-of-the-ordinary facts and questions surrounding 
this situation. The regulations that now protect borrowers 
and lenders from fraud were not as clearly de�ned. However, 

American Student Assistance
100 Cambridge Street, Suite 1600

Boston, MA 02114
www.amsa.com

©2007 American Student Assistance.  
American Student Assistance is a Registered Trademark of American Student Assistance. All rights reserved.                            3/07

2006 Ombudsman Annual Report



Valerie E. Cox
DESIGNER and ART DIRECTOR Designs for today, tomorrow, and beyond.

ContactNewsPortfolioResume

ART DIRECTION 
Photos by Lou Jones @ www.fotojones.com

http://www.fotojones.com


Valerie E. Cox
DESIGNER and ART DIRECTOR Designs for today, tomorrow, and beyond.

ContactNewsPortfolioResume

wEB DESIGN 



Valerie E. Cox
DESIGNER and ART DIRECTOR Designs for today, tomorrow, and beyond.

ContactNewsPortfolioResume

wEB DESIGN & DEvELOPmENT



Valerie E. Cox
DESIGNER and ART DIRECTOR Designs for today, tomorrow, and beyond.

ContactNewsPortfolioResume

AuGuST 2012
Registered for classes for the fall.  Ironically, all my classes 
next semester are scheduled to be held on Saturdays.

New web pages launched on veccreative.com .

New photos posted to NAPP (photoshopuser.com). 

JuLy 2012
Attending marblehead festival of Arts early July.

Lightroom 4 upgrade.

New photos posted to NAPP (photoshopuser.com). 

JuNE 2012
Adobe Lightroom 4 Seminar

Photoshop CS6 beta testing program officially concludes.

Salem Art Program hiatus begins.
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CONTACT

By Phone
(617) 359-0348

By E-mail
vcox@veccreative.com

Social Media

Linkedin:   www.linkedin.com/in/valeriecox 
NAPP:  http://members.photoshopuser.com/valeriecox/profile/

mailto:vcox@veccreative.com
http://www.linkedin.com/in/valeriecox
http://members.photoshopuser.com/valeriecox/profile



