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CHAPTER 9.  MISCELLANEOUS





SUBCHAPTER I – TIMELINESS STANDARDS AND CONTROL OF WORKFLOW





9.01  TIMELINESS STANDARDS





	a.  General.  Ideally, the ELR (Education Liaison Representative) will complete approval issues within 30 days.  The ELR should complete all approval issues within 60 days of receipt in the RO (Regional Office).





	b.  Prioritizing Incoming Work.  As the ELR receives issues from the SAA (State Approving Agency), schools, or job training establishments, he or she should review and prioritize the issues according to importance.  However, if the workload permits completing withdrawals and suspensions affecting payments within 7 days and new approvals or changes affecting payment within 30 days, it is not necessary to identify priority issues.





	c.  Priority Actions.  The ELR will begin the actions described in paragraph [2.20] for withdrawals and suspensions, within 7 days.  The ELR must consult the Schedule of Operations to determine which issues to work first.  For example, to prevent overpayments, the ELR must immediately request a list of students affected by a withdrawal or suspension, if the monthly cutoff date for requesting a list is near.





	d.  Sequence of Actions.  The ELR will complete approval actions in the following order:





	(1)  Withdrawals of approval creating overpayments;





	(2)  Suspensions of approval;





	(3)  Changes decreasing payments;





	(4)  New approvals entitling payments and changes increasing payments; and 





	(5)  All others in the order of date of receipt.





9.02  CONTROL OF WORKFLOW





	a.  Controls.  Establish, clear, and cancel 800 series end products for liaison actions in BDN (Benefits Delivery Network).  The ELR can review the status of pending issues and monitor timeliness through WIPP [(Work-In-Process) subsystem].





	b.  [OLAF Actions.  Completing an approval action or closing a compliance survey in OLAF (On-Line Approval File) will not generate end product credit.  The ELR must use the BDN network to take credit for completed actions.





	c.]  Pending Issues.  The ELR will establish approval actions that he or she cannot complete within 7 days as pending issues in BDN.





	[d.]  Reviews.  The ELR will review BDN at least weekly to identify maturing issues and issues pending over 30 days and will take action to complete them. 





9.03  [BDN] ACCESS AND COMMANDS





	a.  Commands.  [RPOs (Regional Processing Offices)] should authorize ESU (Education Service Unit) employees responsible for establishing and clearing end [products] to use the WEST (Work Establishment), WCAN (Work Cancellation), WCLR (Work Cleared), and WINQ (Work Inquiry) commands.  [RPOs] may limit authorization to use the WIPP [ ] and QCRE (Quality Control and Review) [commands.  ESU] clerks may have access to the QCRE command.





	b.  Terminal.  [RPO] management will ensure that employees handling end products have sufficient access to BDN equipment.  Undue delays in entering actions could adversely affect the overall processing timeliness of 800 series end products.





	c.  WEST Command.  Use the WEST command to establish a pending end product. 





	d.  WCAN Command.  Use the WCAN command to cancel a previously established pending issue.  The WCAN command does not generate any work measurement credit.





	e.  WCLR Command.  Use the WCLR command to clear an existing pending issue or to take end product credit on an issue for which you did not establish a pending issue.





	f.  WINQ Command.  Use the WINQ command to review the status of pending issues for monitoring and appropriate follow-up actions.





	g.  WIPP Command.  Use the WIPP command to access the WIPP Subsystem to monitor pending issues.  Additional information is available on overall processing time and maturing issues.





	h.  QCRE Command.  Use the QCRE command to obtain weekly listings of completed end products for quality review.





9.04  ESTABLISHING A PENDING ISSUE





	a.  Step 1:  Ready Screen Entries.  The required entries are the command WEST, the operator's password, the nine-digit facility code in the File Number field, and the three-digit EPC (End Product Code).  (See par. 9.12 for the procedure for converting eight character facility codes to the nine-digit format.)  After completing the entries, press the Enter key.





	b.  Step 2:  Payee Selection Screen (S02).  If the system finds another pending issue for the same facility code, the S02 (Payee Selection) screen will appear.





	(1)  If the ELR attempts to establish [an EPC and] a duplicate [EPC exists] (i.e., same facility code and EPC) the message DUPLICATE ISSUE EXISTS – INCREMENT EPC. START NEW COMMAND WITH PA2 KEY will appear.  If this occurs, use the WINQ command to review the pending issue and review the approval folder before establishing an additional end product.  Establish an additional pending end product, if appropriate, by using "1" in the third position of the EPC number (e.g., 861).  If more than two issues exist, continue the series, e.g., 860, 861, 862, etc.  EPCs 861, 862, etc., generate the same work credit, when completed, as the EPC 860.





	(2)  If the SO2 screen appears without a message, another pending issue [with] the same facility code [and a different EPC exists.]  To continue, press the Enter key.





	c.  Step 3:  Claim Establishment Screen (102).  The required entries on this screen are the Name, Address, Name Line Number, Date of Claim, and Section/Unit Number.





	(1)  The ELR does not have to enter the complete name and address of the facility, but he or she should enter sufficient information to identify the facility.





	(2)  The Name Line Number is a one-position number field with 0 through 5 used to indicate what line in the address the name is on.  If the name of the facility requires more than one line, enter a 0 in this field.





	(3)  The Date of Claim is the date the document was received in VA.





	(4)  The Suspense Date is an optional entry.  The system automatically generates a suspense date 30 days from the date the ELR establishes the pending issue.  If the ELR desires a suspense date other than 30 days, the ELR can enter the date in the standard month-day-year format.





	(5)  The Section/Unit Number is a four-position numeric field for the routing symbol of the unit controlling the pending issue.  Complete this field simply by showing the routing symbol for the Education Services Unit.  The ELR can devise a more elaborate system to show routing within the unit.





	d.  Step 4:  Disposition Screen (S99).  This screen allows the ELR to show the location of the pending issue and whether it is attached to the approval folder.  The ELR may make entries in either the Files or Other field and in the Folder with Claim field.  Updating this information as issues move through processing is optional.





	(1)  If an incoming issue is routed to files for attachment after the pending issue is established, the appropriate entries would be an "X" in the Files or Other field and an entry in the Folder with Claim field.





	(2)  If the ELR attaches the mail to the folder, the appropriate entries would be a "Y" in the Folder with Claim field.  If the ELR gives the action to another employee to process, show that employee's routing number in the Other field.  An entry of [5] alpha or numeric characters is acceptable.
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9.05  CANCELING A PENDING ISSUE





	a.  General.  Use the WCAN command to cancel a previously established pending issue.  This does not generate any work measurement credit.





	b.  Ready Screen Entries.  The required READY screen entries are the command WCAN, the operator's password, the facility code, and the EPC to cancel.  After completing the entries, press the Enter key.





	c.  System Response.  If the system finds a matching pending issue, the message PENDING ISSUE CANCELED will appear.





	d.  No Pending Issue Found.  If the system does not find a matching pending issue, the message NO ISSUE LOCATED TO CANCEL will appear.  The ELR should check the facility code and EPC for possible errors.





9.06  CLEARING A PENDING ISSUE





	a.  General.  Use the WCLR command to clear a previously established pending issue and record end product credit for it.  Use the command to record end product credit for an issue that was not previously established as a pending issue.





	b.  Ready Screen Entries.  The required READY screen entries are the command WCLR, the operator's password, the facility code, and the EPC to clear.  After completing the entries, press the Enter key.





	c.  System Response.  If the system finds a matching pending issue, the message PENDING ISSUE CLEARED will appear.





	d.  No Pending Issue Found.  If the system does not find a matching pending issue, a 103 (Pending Issue Control Clear) screen will appear with the message ISSUE NOT LOCATED - COMPLETE FOR ONE TIME DISPOSITION.  The required entries are Date of Claim and Section/Unit Number.  Make the entries and press the Enter key.  A completed READY screen will appear with the message PENDING ISSUE CLEARED.





9.07  PENDING ISSUE INQUIRY





	a.  General.  Use the WINQ command to inquire about pending issues.





	b.  Ready Screen Entries.  The required READY screen entries are the command WINQ, the operator's password, and the facility code.  After completing the entries, press the Enter key.  Adding the EPC expedites processing.





	c.  No Pending Issue Found.  If the system does not find a matching pending issue, the message REJECT - PIF RCD DOES NOT EXIST will appear.





	d.  Pending Issue Found.  If the system finds a matching pending issue, the P01 (Pending Issue File Claim Status) screen will appear.  If the ELR cancels or clears the issue, the message PENDING ISSUE CANCELED or PENDING ISSUE CLEARED will appear.





	e.  Multiple Pending Issues.  If the system finds more than one pending issue, the S02 screen will appear.  Review the displayed data and select the pending issue to review.  Place an "X" on the same line as the issue and press the Enter key.  A P01 screen appears.





9.08  ESTABLISHING FUTURE DIARIES





	a.  General.  [The] ELR may use the WEST command to establish a future diary.  For controls from 90 days to 1 year, use a future diary.





	b.  Additional Fields.  The procedures for establishing a future diary are identical to those for establishing a pending issue, with two additions:  Suspense Date and Future Date Reason.





	(1)  Suspense Date.  Enter the date the diary is to mature in month-day-year format.  In some cases, it may be advisable to select a date before the actual suspense date to allow time to send letters, contact school officials, etc., as appropriate.





	(2)  Future Date Reason.  Enter the two-digit reason code.  Acceptable entries are 30 through 39.  Field stations are free to develop [ ] reasons.  For example, the ELR could use code 30 for compliance survey follow-up actions (i.e., a follow-up survey in 6 months, or a liaison visit) and code 31 for the expiration of an air agency certificate.





	c.  Maturing Issues.  Although a future diary is accessible through WINQ, it does not appear on WIPP until 7 days before its maturity.  Then it appears in column A on the W50 screen.





9.09  WORK-IN-PROCESS SUBSYSTEM





	a.  General.  Use the WIPP command to access the Work-In-Process Subsystem.





	b.  Ready Screen Entries.  The required READY screen entries are the command WIPP and the operator's password.  After completing the entries, press the Enter key.





	c.  Status Selection Menu.  The W00 (Status Selection Menu) screen appears.  Make an entry in the End Product Code or EPC Type, Terminal Digit Range, and Next Screen fields.





	(1)  End Product Code.  The ELR can enter up to 5 [EPCs] if they are the same end product type.  If the ELR enters specific [EPCs,] do not make an entry in EPC Type.





	(2)  End Product Code Type.  Enter only the EPC Type (LIA) if all end products in a specific type are to be reviewed.





	(3)  Terminal-Digit Range.  The ELR can review any breakdown of consecutive terminal digits.  Since most stations have only one two-digit State code in their jurisdiction, the ELR can get all the pending issues by entering the State code in both fields; e.g., 20 through 20.  However, entering 00 through 99 in those fields will identify any issue established using an erroneous facility code.





	(4)  Next Screen.  Enter the letter and number of the next screen to review.  To terminate WIPP, enter "END" in this field.





	d.  Screens.  Monitor pending liaison actions by reviewing the Work-In-Process Status (W10), Timeliness Status (W20), and Maturing Issues (W50) screens.





	(1)  Work-In-Process Status (W10).  This screen includes all pending issues (except future diaries) from date of establishment up to cancellation or clearance.  Detail listings are available for cases in those columns headed by an alpha character.  To obtain a listing, enter the appropriate alpha character in the Column field and an "X" or "Y" in the Detail field.





	(2)  Timeliness Status (W20).  This screen shows the processing timeliness from date of claim to date of completion.  Information is available for the current and previous month.  The ELR can look at the number of cases in each category or a percentage of cases completed.  The average days to complete columns are based on the terminal digits specified.  The BDC (Benefits Delivery Center) figures are based on all completed issues processed by the servicing BDC.  The average delay time is the date of establishment minus date of claim.





	(3)  Maturing Issues (W50).  Column A identifies issues that will mature within the next 7 days.  Included are pending issues with future control dates and diaries nearing the suspense date.  Columns B through G display issues that have already matured.  [Detailed print-outs] are available.





9.10  QUALITY CONTROL REVIEWS





	a.  General.  On a weekly basis, [ELRs] may obtain listings of liaison actions completed during the [previous] week.  Use the listings to select actions for quality reviews.





	b.  Ready Screen Entries.  On the READY screen, enter the command QCRE and the operator's password.  After completing the entries, press the Enter key.  The SQS (Statistical Quality Selection) screen will appear.  Enter an "X" next to liaison actions.  Press the Enter key to generate a [print-out] for each category requested.





	c.  Printout.  The Statistical Quality Control [print-out] shows the type of issues selected in the Selection Category field.  Issues completed during the [pervious] week are listed along with the benefit type and EPC.  If no issues were completed, NO LISTING is printed on the first line.
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9.11  SYSTEM EDITS





	a.  Required Entries.  Whenever the system requires an entry but the ELR does not make one, a symbol similar to an upside down V appears in front of the field, blinking asterisks (*) fill the entire field, and an appropriate message will appear.





	b.  System Edits.  If an entry does not pass system edits, an upside down V symbol appears in front of the field, the erroneous entry blinks, and an appropriate message will appear.





	c.  Corrective Action.  Whenever system edits result in a message appearing, review the entries to ensure they are proper.  If the system finds an error, move the cursor to the field and correct the entry.  If the ELR cannot find any reason(s) for [the] edit messages, [he or she should] press the PA2 key and start the transactions over.





	d.  Key Fields.  The three most important entries are the facility code, EPC, and date of claim.  If the ELR finds an incorrect entry, [he or she should] cancel the old pending issue and establish a new pending issue.





	e.  Previously Established Issues.  Approvals and changes to approvals that the ELR cannot complete within 7 days will be identified by facility codes and EPCs and pending issues established.  Upon completion of all actions, [he or she should] cancel or clear the pending issue with the WCAN or WCLR command as appropriate.  The WCLR command automatically records end product credit.  The WCAN command does not record end product credit.  See M22-3 for more information on end product credit.





	f.  One-Time Actions.  If the ELR completes [an] action within 7 days, [he or she should] take the end product through a one-time disposition using the WCLR command.  The ELR should use this method only when he or she can complete the [issue] within 7 days.





	g.  "Dummy" Facility Codes.  If the ELR has not assigned a facility code to an issue, he or she may assign a "dummy" facility code [to establish] the pending issue and [to record] the end product.  The suggested format for a "dummy" facility code is to use the appropriate first two digits and two-digit State code, and all "9's" for the name portion.  If it appears that an approval will be accepted, e.g., an uncomplicated OJT (On-the-Job Training) approval, the ELR may assign the actual facility code before a complete review of the approval.





9.12  CONVERSION OF EIGHT-DIGIT FACILITY CODES TO NINE-DIGIT FORMAT





	a.  General.  The BDN System uses a nine digit code without alpha characters.  Convert the existing eight character facility codes to the nine-digit format when establishing EPCs as pending issues and when taking end products.





	b.  Required Actions.  Do not change the Profit Status, Type of Facility, or State codes.  Expand the four character Name code to five digits.





NOTE:  Entering a nine-digit facility code on BDN has no effect on OLAF [ ] or the Hines BDC master facility file, which will continue to use the previously established eight character facility code in all transactions.





	c.  Conversion.





	(1)  If the Name code is four numbers, convert it to a five-digit format by inserting a 0 in front of the first numeric (i.e., 0000 - 9999 = 00000 - 09999).





EXAMPLE:  A facility code of 3-1-1234-46 is assigned to a college.  To process a BDN transaction, enter the facility code as 3-1-01234-46.





	(2)  If a Name code has alpha character(s), convert the alpha character(s) to two or three digit numbers in accordance with the following tables:





A�
11�
B�
12�
C�
13�
D�
14�
E�
15�
F�
16�
G�
17�
�
H�
18�
I�
19�
J�
20�
K�
21�
L�
22�
M�
23�
N�
24�
�
O�
25�
P�
26�
Q�
27�
R�
28�
S�
29�
T�
30�
U�
31�
�
V�
32�
W�
33�
X�
34�
Y�
35�
Z�
36�
�



AA�
111�
AB�
112�
AC�
113�
AD�
114�
AE�
115�
AF�
116�
AG�
117�
�
AH�
118�
AI�
119�
AJ�
120�
AK�
121�
AL�
122�
AM�
123�
AN�
124�
�
AO�
125�
AP�
126�
AQ�
127�
AR�
128�
AS�
129�
AT�
130�
AU�
131�
�
AV�
132�
AW�
133�
AX�
134�
AY�
135�
AZ�
136�
�



BA�
211�
BB�
212�
BC�
213�
BD�
214�
BE�
215�
BF�
216�
BG�
217�
�
BH�
218�
BI�
219�
BJ�
220�
BK�
221�
BL�
222�
BM�
223�
BN�
224�
�
BO�
225�
BP�
226�
BQ�
227�
BR�
228�
BS�
229�
BT�
230�
BU�
231�
�
BV�
232�
BW�
233�
BX�
234�
BY�
235�
BZ�
236�
�



CA�
311�
CB�
312�
CC�
313�
CD�
314�
CE�
315�
CF�
316�
CG�
317�
�
CH�
318�
CI�
319�
CJ�
320�
CK�
321�
CL�
322�
CM�
323�
CN�
324�
�
CO�
325�
CP�
326�
CQ�
327�
CR�
328�
CS�
329�
CT�
330�
CU�
331�
�
CV�
332�
CW�
333�
CX�
334�
CY�
335�
CZ�
336�
�



DA�
411�
DB�
412�
etc.�
�
�



EXAMPLES:





  An OJT:  2-0-AC62-38 = 2-0-11362-38


  An IHL (Institution of Higher Learning):  1-1-GB62-38 =  1-1-71262-38


  An IHL with different levels of training:   2-4-9B34-38  =  2-4-91234-38





9.13  [ RESERVED ] 


	


9.14  CONTACT POINT	





	If the ELR encounters a problem while trying to establish, clear, or cancel an end product, he or she should call the Education Service Field Operations Staff (223A) at [202-273-7138].  Alternatively, the ELR can send an electronic message to the Field Operations Staff (223A) at ["VAVBAWAS/CO/223.”]
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SUBCHAPTER II.  MISCELLANEOUS ISSUES





9.15  THE 85-15 PERCENT RATIO REQUIREMENT





	a.  Prohibition.  Title 38 U.S.C. 3680A(d) and 38 CFR 21.4201 prohibit paying VA benefits to students enrolling in a course when more than 85 percent of the students enrolled in that course are having all or part of their tuition, fees, or other charges paid to or for them by the school or VA.  If the ratio of VA students to non-VA students exceeds 85 percent at the time a VA student enters or reenters (after a break in enrollment), the student is not entitled to VA benefits.  The 85-15 percent ratio requirement does not apply to chapters 31 or 35.  [The] school, ELR, or ECSS (Education Compliance Survey Specialist) must count students receiving chapter 31 or 35 benefits as VA students when computing the ratio.





	b.  Exemptions.  The 85-15 percent ratio requirement does not apply to flying clubs (also known as "aero clubs") operating under regulations of the Armed Forces as "nonappropriated sundry fund activities," OJT, apprenticeship training, or farm cooperative training.





	c.  High School, Refresher, Remedial, and Deficiency Courses.   VA may authorize payments to veterans and dependents for courses leading to high school diplomas, equivalency certificates, refresher courses, remedial, or deficiency courses when the ratio of VA students to non-VA students exceeds 85 percent.  VA may not authorize payments to service persons when the ratio exceeds 85 percent.  Chapter 1606 recipients may receive benefits for their [enrollment] in remedial or deficiency courses when the ratio exceeds 85 percent.





	d.  Waivers.  There are three types of waivers from the 85-15 percent ratio requirement.  The ELR will consider all three types when determining whether to waive the 85-15 percent ratio requirement.





	(1)  35 Percent Waivers.  When 35 percent or less of a school's total enrollment receives VA benefits, the school and each branch with separate administrative capability must certify that 35 percent or less of its total enrollment receives VA benefits.  (See par. [8.04c] for a definition of separate administrative capability.)  The RPO [ ] Director may grant a waiver when 35 percent or less  of the school's total enrollment receives VA benefits.  The school must count all students receiving VA benefits on the VA side of the ratio.  The certification is required only once.  [The] waiver will remain in effect unless the school's percentage of VA students rises above 35 percent.  If that occurs, the school must compute the 85-15 percent ratio for all courses and submit the results to the RPO.





	(a)  Documentation.  The school must send the RPO a letter stating that 35 percent or less  of its total enrollment receives VA benefits.  The ELR or ECSS may document the information on VA Form 119, Report of Contact, after liaison visits or compliance surveys.





	(b)  Partial Waivers.  The RPO Director may grant a partial waiver, if the ELR has reason to believe that particular courses may exceed 85 percent VA enrollment and require the school to compute and report those courses only.  If the reports show that courses are consistently close to 85 percent, i.e., 75 percent to 85 percent VA students, the ELR may require the school to report the ratio for those courses only.





	(c)  Notification to the School.  The RPO Director must notify the school in writing and identify any courses not waived.  The ELR or ECSS will verify that 35 percent or less  of the students are receiving VA benefits during compliance surveys.





	(d)  No Records Required After Waivers.  The school must maintain records for three years to show that 35 percent or less  of its enrollment was receiving VA benefits at the time of the waiver.  The school is not required to document that its enrollment remains at 35 percent or less.  The ELR or ECSS will check the ratio during compliance surveys.





	(2)  Department of Defense Waivers.  Courses offered on U.S. military bases overseas may be open to any individuals allowed by the base commander.  A school on or near a military base in the U.S. must offer its course under contract with the Department of Defense.  The school must restrict its course to military personnel, their dependents, civilian employees of the military base, and members of the Selected Reserve eligible for benefits under chapter [1606.]  The school is not required to apply for a waiver.  The SAA may assist the ELR by providing this information in the approval notice.  The RPO Director must advise the school in writing that the waiver has been granted and identify the conditions for maintaining the waiver.  The ELR will send a copy of the letter to the SAA.





	(a)  Civilian Employees of Military Installations.  VA considers civilian employees of military installations to be:





	1.  Personnel hired to work on bases by base civilian employment officers;





	2.  Civil service employees of the Department of Defense assigned to military bases;





	3.  Civilian employees of activities operated according to military Service Department regulations and controlled by the military such as base exchanges, commissaries, etc.;





	4.  Teachers who are under contract with schools for dependent children on military installations operated by Defense agencies  (i.e., overseas dependents' schools); and





	5.  Teachers under contract with schools operated by a military service.





	(b)  Change From Service Person to Veteran.  An 85-15 percent ratio requirement waiver does not jeopardize enrollment of a student who originally enrolled while on active duty and who maintains continuous enrollment following his or her discharge or release from active duty.  The student may or may not have received VA education benefits while on active duty.  Adjudication will authorize benefits to the veteran as long as he or she remains continuously enrolled.  The school should annotate the veteran's exemption on the enrollment certification, i.e., "Began enrollment while on active duty."  The school must maintain evidence for 3 years that the veteran began the course while on active duty.





	(c)  Change From Employee to Former Employee.  If a student terminates his or her civilian employment at the base, the same principle applies to the student as to the student released from active duty.





	(3)  Education Service Waivers for Developing Schools.  When courses exceed 85 percent VA students, the school may apply for a waiver to the Director, Education Service [ ] through the RPO Director.  When applying, the school must submit enough information to allow the Director, Education Service, to judge the merits of its request against the criteria below.





	(a)  Availability of similar courses in the vicinity of the school requesting the waiver.





	(b)  Similarity to schools that the Department of Education considers to be eligible to apply for a grant under the Strengthening Institutions Program or the Special Needs Program.  The schools in these programs are developing schools primarily serving a disadvantaged population.  If a school has been approved for a grant, the school should provide a copy of its notice from the Department of Education.  Otherwise, the school should submit enough information to allow the Director, Education Service, to judge whether the school is similar.  The pertinent criteria and data categories are published in title 34, CFR, chapter VI, part 624, subpart A; part 625, subpart A; and part 626, subpart A.  The school does not have to meet the requirement that it is a "public or nonprofit" school.





	(c)  Previous compliance history of the school, e.g., false or deceptive advertising, complaints, timeliness and accuracy of enrollment certifications, and school liability indebtedness to VA.





	(d)  General effectiveness of the courses in providing educational and employment opportunities to the particular veteran population they serve.  Factors to be considered include the percentage of veteran students completing the entire course, ratio of educational and general expenditures to full-time equivalency enrollment, etc.


	


	e.  How to Count Students





	(1)  Branches and extensions with separate administrative capability must compute and report the 85-15 percent ratio separately from the main campus.  The RPO Director may grant a 35 percent waiver if the branches and extensions qualify.





	(2)  Branches and extensions without separate administrative capability are part of the main campus or other branch providing administrative support.





	(3)  Adjudication will authorize VA benefits for chapter 31 and 35 students when they enter courses that exceed 85 percent.  Adjudication will not authorize benefits for chapter 30, 32, and 1606 students when they enter courses that exceed 85 percent.  [When] computing the percentage of students receiving VA benefits, the schools must count chapter 31 and 35 students, as well as [chapter] 30, 32, and 1606 recipients, on the VA side of the ratio.





	(4)  If VA students are excluded from the school's financial aid (i.e., grants, scholarships, or other financial assistance including the school disregarding nonpayment) because they are entitled to VA benefits, the school must count them on the VA side of the ratio even if they are not receiving VA benefits.  This requirement does not apply to financial assistance from the school or federal agencies for graduate level training.  For example, a school may allow children of its faculty to attend free through age 24.  If veterans under age 24 who are also children of faculty members have to pay tuition and fees, all children of faculty members under the age of 24 who do not pay tuition and fees, must be counted on the VA side of the ratio, even if they do not receive or are not entitled to VA benefits.  The school may have several financial aid programs.  If only one program excludes VA students because they receive or are entitled to receive VA benefits, the non-VA students in that program must be counted on the VA side of the ratio.  The non-VA students of the programs that do not exclude VA students must be counted on the non-VA side of the ratio.





	(5)  The school must compute the full–time equivalency for part–time students and add it to the number of full–time students, e.g., take the total number of one-half time students, divide by two, and add the quotient to the number of full–time students.





	(6)  Course, for 85-15 percent ratio purposes, means a nondegree course leading to a certificate of completion or diploma and major fields of study and concentration of courses leading to a standard college degree.  The school should count students who have not declared a major together in a separate category.  Students must declare a major at the time specified by the school, but in no event later than when they complete half of the course.  The school should count students in a remedial or deficiency course with the other students in their declared majors or certificate courses.  If they have not declared a major or selected a certificate course, the school should count them with other students who have not declared a major or selected a certificate course.  However, the law prohibits the enrollment of a service person in a remedial or deficiency course if his or her enrollment would cause the course to exceed 85 percent.  If a service person has declared a major or selected a certificate course, the school should count the service person with the other students in the course.  If a service person has not declared a major or selected a certificate course, the school should count the service person on the VA side of the ratio for the remedial or deficiency course.  For a student enrolled in a refresher course, the school should count the student in the ratio for the course that [includes refresher training.]





	f.  School Not Granted a Waiver.  A school that has not been granted a waiver must continue to determine the total number of VA and non-VA students and compute the ratio.  The school certifies on each VA Form 22-1999, Enrollment Certification, that all the 85-15 ratio requirements have been satisfied.  The ELR and ECSS will check the school's compliance with the 85-15 ratio requirements during compliance surveys.





	g.  Ratio Exceeds 85 Percent.  The ELR must suspend enrollments and reenrollments effective the date that the ratio exceeds 85 percent VA students when notified by the school.





	(1)  Notify School.  The ELR must notify the school by letter that further enrollments are suspended, and not to submit enrollment certifications for VA students enrolling or reenrolling on or after the effective date of the suspension.  The ELR must send a copy of the letter to the SAA.





	(2)  Notify RPO.  The ELR must notify the [RPO’s CELO (Chief Education Liaison Officer) and request the CELO] to notify the Adjudication Division of the suspension.





	(3)  Amend OLAF.  [The] ELR must place an asterisk beside the name [of the course] and indicate in [the program] Remarks [field] that enrollments and reenrollments in the course have been suspended and [enter] the effective date.  [ ]





	h.  Affect on VA Students.  Adjudication should not authorize benefits for VA students enrolling or reenrolling on or after the date the enrollment exceeded 85 percent unless the student is continuously enrolled in the same program.  Adjudication may authorize awards for VA students receiving benefits under chapters 31 and 35 or section 901 of Public Law 96-342  who enroll or reenroll on or after the date the enrollment exceeded 85 percent.





	(1)  School Organized on a Term, Quarter, or Semester Basis.  Students with running awards who remain continuously enrolled will not have their benefits suspended even if the percentage of VA students exceeded 85 percent at the time of their enrollment.  Students enrolled in a school organized on a term basis do not have to attend summer sessions or interim sessions to be considered to be continuously enrolled.  For example, a school has two semesters, a summer session, and an interim session between the fall and spring semester.  VA students choose not to attend the interim and the summer session.  For 85-15 percent ratio purposes, the students are considered to be continuously enrolled.





	(2)  School Not Organized on a Term, Quarter, or Semester Basis.  At a school not organized on a term basis, breaks during the summer or at any time while school is in session constitutes a break in training, unless the break was due to circumstances beyond the student's control.  An enrollment is considered to be continuous, if a break in enrollment is wholly due to circumstances beyond the student's control





	i.  Reinstatement After Exceeding 85 Percent.  When the school certifies that its courses no longer exceed 85 percent VA students, the ELR must take the following steps:





	(1)  Notify School.  The ELR must notify the school by letter that the suspension has been lifted and the effective date [of the action].  The effective date is the date the course(s) no longer [exceed] 85 percent.    The ELR must send a copy of the letter to the SAA.





	(2)  Notify RPO.  The ELR must notify the [RPO’s CELO and request the CELO] to notify the Adjudication Division that the suspension has been lifted.





	(3)  Amend OLAF.  [The ELR must modify the program] Remarks [field] to show that the suspension has been lifted and [enter] the effective date.





9.16  LIAISON VISITS, SEMINARS, AND INFORMATION DISSEMINATION





	a.  Information Dissemination





	(1)  Required.  The ELR must provide all approved IHLs and NCDs (Noncollege Degree), regardless of size, with a set of the 21.4000 series of title 38 CFR and all [ ] changes.  Distribute the other series of regulations, e.g., 21.5000 for chapter 32, if the school specifically requests them.  The ELR must mail circulars or letters discussing circulars as indicated by the RCS (Records Control Symbol) number on the last page of the circulars.  If the ELR is receiving too many or too few copies of VA regulations, he or she should contact the Education Service [Policy Staff at 202-273-7187], and request that the number be adjusted.





	(2)  Optional.  If requested by [them,] the ELR should provide [those] schools that do not receive the AACRAO (American Association of Collegiate Registrars and Admission Officers) manual through AACRAO, with the manual and its changes.  Schools can view the AACRAO manual by accessing [the Education Service home page at www.va.gov/education].  If schools desire, they may download the manual to their personal computers and print it.  If the school does not have access to [the Home Page], they should contact the ELR and request a copy of the manual.  The ELR can request additional copies of the AACRAO manual by writing to [Director,] Education Service [ ].  The ELR may provide schools with copies of M22-4, part IX, if they request it.





	b.  Mailing Labels.  OLAF can produce mailing labels.  (See par. [8.11] for additional information.)





	c.  Records.  The ELR may find it [useful to] to keep records for 3 years, of all regulations and circulars mailed to schools and job training facilities and the date they were mailed.  {The ELR is not required to do this.]  File copies in loose leaf binders and annotate them with the date mailed.  As an alternative, the ELR may keep a listing of publications and the date they were mailed.  The ELR is required to retain for 3 years, copies of information letters, bulletins, and newsletters, filed by the date they were mailed.  These records are helpful when a school states it was never advised of procedures or policies.  It is helpful to review information letters previously sent when preparing to send another letter.





	d.  Liaison Visits.  The ELR should conduct a liaison visit when needed to ensure the accurate and timely submission of reports to VA.  The ELR may conduct liaison visits with federal or state agencies, schools, or job training establishments.  The visits may be conducted at the RO or at a location that is convenient for the person(s) with whom the ELR is meeting.  Meetings with other VA employees are not liaison visits.  The ELR should conduct liaison visits with each new certifying official at large schools, or OJT or apprenticeship establishments.  The visits may not be necessary if the previous certifying official is available to train, advise, and review the work of a new official.  The ELR may conduct liaison visits by telephone if travel funds or time constraints prevent personal visits.  The entire liaison visit does not have to be conducted during a single telephone conversation.  It may be beneficial to have several conversations over time that will be conducive to comprehension of the information.  Document the topics covered on VA Form 119 and annotate the EPC in the lower right hand corner.





	e.  Seminars





	(1)  Seminars are an efficient and effective way to provide information to a large number of certifying officials at one time.  Seminars are an effective method of training new certifying officials (even if they [ ] have had liaison visits) and providing information on new policies and procedures to experienced certifying officials.  Personal contact every year or so is good public relations.





	(2)  The ELR may hold one seminar for all schools, or conduct several seminars at geographically convenient locations throughout the state.  The ELR should hold one seminar for schools offering programs leading to standard college degrees and another seminar for schools offering programs leading to certificates or diplomas.  An alternative is to hold a morning session covering the information pertinent to both types and separate sessions in the afternoon.  Another alternative is to have the degree course session on one day and the nondegree course session on the following day.





	(3)  The ELR must keep copies of the agendas for 3 years to document the information covered in the seminars.





	f.  Content of Liaison Visits, Seminars, and Information Dissemination Letters or Bulletins





	(1)  The ELR is responsible for disseminating information to school officials on a periodic basis.  The following table contains a listing of topics to be covered with title 38, CFR and M22-4 cross-references.








TOPIC


�



38 CFR�



M22-4�
�



Updating and Changing Approvals


�
�
�
�



Branches, other off-campus sites.


�



21.4251(f)


21.4266


�



[Part IX, 8.04]�
�



Catalogs and calendars.�



Accredited


�



21.4253(d)(1)�



Part IX, 2.03�
�
�



Nonaccredited


�



[21.4254(b)(3)]�



Part IX, 2.04�
�



Changes in ownership and location.


�



21.4251(e)�



[Part IX, 2.13]�
�



Cooperative training.


�



[21.4233(a)]


�



Part IV, 7.08�
�



Independent Study.


�



21.4267�



Part IV, 6.07�
�



TOPIC


�



38 CFR�



M22-4�
�



Updating and Changing Approvals [(Continued)]


�
�
�
�



New courses.


�



21.4250(a)�



[Part IX, 2.09 & 2.10]�
�



One year retroactive time limit on awards.


�



[21.4131(a)(2)]�



Part IV, 1.16b(2)�
�



Open circuit television.


�



[21.4233(c)]


�



Part IV, 6.07�
�



Practical training.


�



21.4265�



Part IV, 7.06�
�



Remedial courses.


�



[21.4200(t)]


�



Part III, 7.16�
�



Two-year period of operation requirement.


�



21.4251�



[Part IX, 2.13]�
�



VA Form 27-8206, Statement of Assurance of Compliance with Equal Opportunity Laws.


�



[ ]�



[M27-1, Chapter 13]


�
�



VA Form 22-8794, Designation of Certifying Official(s).


�
�



Part IV, 1.27c�
�
�
�



TOPIC


�



38 CFR�



M22-4�
�



Reporting Requirements


�
�
�
�



Accelerated payment and nonstandard terms.


�



21.4272(g)�



Part IV, 6.05�
�
�
�



TOPIC


�



38 CFR�



M22-4�
�



Reporting Requirements (Continued)


�
�
�
�



Advance pay.


�



[21.4138(d)]


21.7140(a)


21.7640(d)


�



Part IV, 10.02�
�



Advertising.


�



[21.4252(h)]


�



[Part IX, 2.10b(10)]�
�



Annual reporting fee payments.


�



[21.4206]


�



Part IX, 9.08�
�



Audited courses.


�



[21.4252(i)]


�



Part IV, 11.06b(2)�
�



Calendar month breaks.


�
�



Part IV, 8.01c�
�



Certifying credit for prior training.�



Accredited


�



21.4253(d)(3)�



Part IV, 1.15�
�
�



Nonaccredited


�



21.4254(c)(4)�
�
�



Certifying only courses required for completion.


�



21.4230(a)(1)�



Part III, Chapter 6�
�



Concurrent enrollments.


�



[21.4233(b)]


�



Part IV, 1.09�
�



Confirmed enrollments.


�
�



Part IV, 1.27�
�



Correct beginning dates.


�



[21.4131(b) & (c)]


�



Part IV, 1.16�
�






TOPIC


�



38 CFR�



M22-4�
�



Reporting Requirements (Continued)


�
�
�
�



Definition of a clock hour 


(NCD clock-hour courses only).


�
�



Part IV, 7.01�
�



Dependency.  Verification of dependency documents for chapter 30, category II, students.


�



3.205


through


3.211


�



Part IV, 9.03�
�



Drop period.


�



[21.4200(l)]�



Part IV, 11.06b(1)�
�



Enrollment limitations.


�



[21.4254(c)(2)]�



[Part IX, 2.10b(11)]�
�



Furnishing students copies of the course outline, schedule of tuition, fees, and other regulations pertaining to attendance, grading policy, conduct, and rules of operation (nonaccredited courses).


�






21.4254(c)(5)�






[Part IX, 2.10b(5)]�
�



Matriculated versus nonmatriculated students.


�



21.4252(l)�



Part IV, Chapter 1,


Subchapter III


�
�



Mitigating circumstances.


�



21.7020(b)(19)


21.7520(b)(14)


�



Part IV, 11.07�
�



Nonpunitive grades.


�



[21.4203(c)


21.4252(j)]


�



Part IV, 11.06b(3)�
�



Power of attorney.


�



[21.4146]�



[Part IX, 2.18]�
�






TOPIC


�



38 CFR�



M22-4�
�



Reporting Requirements [(Continued)]


�
�
�
�



Pro rata refund policy (nonaccredited courses).


�



21.4255�



[Part IX, 2.10b(12)]�
�



Refresher training.


�



[21.4203(d)(2)]





�



Part III, 7.17�
�



Reporting terminations and changes within 30 days from the last day of attendance or change in enrollment.


�






[21.4203(c)(1)]


�






Part IV, 11.08�
�



Reporting unsatisfactory progress within 30 days from the date grades are due or within 60 days from the end of the term, whichever is earlier.


�






[21.4203(h)]





�






Part I, 7.15�
�



Tutorial Assistance.


�



[21.4236]


�



Part III, 10.03�
�



85-15 percent ratio requirement.


�



[21.4201]�



Part IX, 9.01�
�



TOPIC


�



CIRCULAR�



TRAINING GUIDES�
�



VACERT (Electronic Education Certification Program) [DOS Version]


�



22-95-2�



20-91-1, Revised


20-91-2, Revised


�
�



[VACERT for Windows


�
�



22-98-2]�
�



	(2)  The ELR must distribute information on the topics in the above table to school certifying officials at every approved school every 18 months.  In addition, the ELR should discuss the time it takes to process applications, enrollment certifications, and monthly certifications of enrollment.  The ELR should be aware that these times may vary during the year.  The [CELO] will keep the ELRs [in] the RPO's jurisdiction advised of fluctuations in the RPO's processing time.  The ELR may use any combination of liaison visits, seminars, and information dissemination letters or bulletins to ensure that the topics are covered.





	(3)  The ELR is responsible for disseminating information on the topics in the above table to a new school's certifying official or a new certifying official.  During the initial contact with a newly approved school, the ELR should determine if the school wants to participate in advance payment.





9.17  COMPLAINTS AGAINST A SCHOOL OR JOB TRAINING ESTABLISHMENT





	a.  Referral to SAA.  The ELR [ ] with jurisdiction over a school or job training establishment is responsible for handling a complaint against or from a school or job training establishment.  If the complaint involves approval criteria, the ELR must refer it to the SAA and request a reply within 30 days.  The ELR must follow up if the SAA does not reply within 30 days.  The ELR or ECSS must investigate an Equal Opportunity complaint according to M27-1, part III, section III.





	b.  Referral to Another [ELR].  If the school or job training establishment is under the jurisdiction of another [ELR,] the ELR must refer the complaint to the [ELR of jurisdiction,] advise the complainant(s) in writing that it was necessary to refer the complaints to the [ELR of jurisdiction,] and provide the address of the other [ELR.]





9.18  MASS CHANGES OF ENDING DATES





	a.  General.  Whenever there is a mass change in ending dates, all the awards need to be adjusted.   This situation can occur if the SAA withdraws the approval of a school or job training establishment or VA discontinues payments.





	b.   Request From School.  The ELR may also request a mass ending date change when a school changes the ending dates of a term, quarter, or semester.  The new ending date may be before or after the old ending date.





	c.  Alternatives





	(1)  VA Forms 22-1999b, Notice of Change of Student Status, Submitted by School.  Due to the amount of time necessary to process a mass ending date change, it is usually preferable for the school to submit VA Form 22-1999b, [ ] or for the ELR to use the Compliance Survey Listing to notify the RPO of records requiring termination.  If the SAA withdrawal or VA discontinuance is an adverse action, the school or job training establishment may not be willing to cooperate.  The ELR should suggest to the school or job training establishment that it is in its best interest to cooperate and avoid school liability.  Due to the notification requirements when VA suspends or discontinues payments, it may be difficult to time the discontinuance of payments to occur after the students have received the 30-day notice and in time to prevent the release of payments for periods after the 30-day notification period has expired.  Before requesting a mass ending date change, the ELR should consult with the Adjudication Division at the RPO to determine the most beneficial method of making the change.





	(2)  Request to Hines.  The ELR must recognize that there are two major limitations that may limit the usefulness of this alternative.  First, all the records to be changed must have one common ending date.  For example, the school's spring semester was scheduled to end on May 10, 1996.  The school extends the date until May 17, 1996, to accommodate a week they were closed due to inclement weather.  Students were certified with the May 10th ending [date.  No] students have [ ] been certified for the summer sessions.  The second limitation is the time limit.  The ELR must send [an e-mail to "VAVBAHIN/BDC/CUSV or] a letter requesting the change in the ending date to the Hines BDC.  The [e-mail or] letter must reach the Hines BDC before the month preceding the month of the change.  Using the dates in the above example, the [e-mail or] letter must be received by Hines by April 1st.  The Hines BDC must receive the [e-mail or] letter before [ ] the "BDC cutoff:  Mass ending date and school code changes" date on the chapter 35 schedule of operations.  Send the letter with the following information to:





						Director, (201/33F)


						VA Hines Benefits Delivery Center


						Lock Box 66303


						AMF O’Hare, IL  60666





	(a)  The old ending date (no pay date);





	(b)  The new ending date (no pay date); and





	(c)  The school's facility code and the full name of the school.





	d.  Impact on Continuous Enrollments.  It may not be necessary to change the ending date for students who remain enrolled through the end of the term and who are entitled to payment for the break between terms.  For example, a school has certified students for the academic year, excluding summer term.  The school changes the ending date of the spring term.  During [the] spring term the school must question students regarding their intentions for enrollment during summer, as they would have if there had not been a change in the ending date of spring term.  For those students continuing, the schools must submit VA Form 22-1999, Enrollment Certification, with the information on the summer term.  For those students who will not be attending [the] summer term, the schools must submit VA Form 


22-1999b to change the ending date for [the] spring term.





9.19  SCHOOL CLOSINGS





	a.  Delegation.  The Secretary granted the RPO [Directors] the authority to invoke the payment provisions of 38 U.S.C. 3680(a), 38 CFR 21.4203(b)(1), 38 CFR 21.4205(c)(1), 38 CFR 21.7140(d), and 38 CFR 21.7640(b).  The RPO [Directors] may authorize Adjudication to pay students during periods when a school is temporarily closed under established policies based upon an executive order of the President or due to an emergency situation.





	b.  RPO Director Determinations.  The RPO [Directors] must determine if the school is or will be temporarily closed under established policies based upon an Executive Order of the President or due 


�
to an emergency situation.  The determination should generally be based upon evidence submitted by the school.





	(1)  Executive Order 12020.  The President signed Executive Order 12020 to authorize the payment of benefits to veterans and their dependents when a school is temporarily closed to conserve energy.  A determination under Executive Order 12020 must be based upon showings by the school that energy consumption will be abnormally high during the winter months or that available energy supplies will be inadequate to meet the needs of the school.  The school's plans to close must be due to an interest of energy conservation.





	(a)  Limitations.  Periods of payment may not exceed 45 days.  Breaks must be between quarters or semesters to invoke Executive Order 12020.  However, the authority of the RPO Directors to authorize Adjudication to pay benefits during other types of emergencies may be used to justify payments.  Executive Order 12020 may be exercised only once by a school during a 12-month period.





	(b)  Types of Evidence.  Types of evidence submitted by a school requesting consideration under Executive Order 12020 must include, but is not limited to the following:





	1.  Copies of official school records that reflect abnormally high energy usage during past winters or letters from energy suppliers that indicate inadequate supplies to meet the school's needs; and





	2.  Letters from the school president or other appropriate school officials stating that the school is closing in the interest of energy conservation.





	(2)  Emergency Situations.  Emergency situations include, but are not limited to, energy shortages, severe weather, and strikes by school's faculty or staff.  The RPO Director's determination should generally be made after the emergency situation exists.  However, if a school preschedules a closing during a period other than between quarters or semesters (a situation not covered by Executive Order 12020) there must be a strong showing by the school that there was an impending emergency situation.  Just the possibility of an emergency situation existing is not sufficient to allow continued payments under the emergency situation provisions of 38 U.S.C. 3680(a).





	(a)  Limitations.  When a school closes due to a strike by its faculty or staff, the RPO Directors may authorize Adjudication to continue payments for 30 days.  Three workdays before the end of the 30 day period, the ELR must provide the Education Service with a full assessment of the current strike situation.  Continue to pay benefits beyond the 30 day period unless advised by Education Service to terminate benefits.





	(b)  Types of Evidence.  Types of evidence submitted by a school requesting consideration under emergency situations might include, but are not limited to the following:





	1.  Letters from the school president or other appropriate school officials that outline the emergency situation and other pertinent facts supporting the necessity for the school's closing.





	2.  Other evidence that factually establishes the existence of an emergency situation.





	c.  Administrative Review.  The RPO Director must advise the school of its right to an administrative review by Director, Education Service when the RPO Director notifies the school of an adverse decision.  Any request for an administrative review must be made through the RPO Director who will review any additional information submitted before sending it to the Education Service.





	d.  Notification to VA Students.  Adjudication must notify all affected VA students that they may conserve entitlement by electing not to receive payment for periods when a school is closed.  Vocational Rehabilitation and Counseling must notify chapter 31 students that extensions of their entitlement will be determined on an individual basis and will depend on whether they can complete their rehabilitation programs on the date scheduled in their rehabilitation plans.  Adjudication must determine whether an overpayment will be created if a student elects to conserve entitlement.  If an overpayment will be created, Adjudication must notify the student that the overpayment will be subject to collection in the usual manner.





9.20 MONITORING SCHOOL LIABILITY CASES





	The ELR must notify the General Counsel of any new developments concerning a school that has a school liability case that has been appealed or is in litigation.  The ELR must advise the General Counsel of plans to conduct a compliance survey or liaison visit, the results of the compliance survey, and the subjects discussed during the liaison visit.  (See pt. I, ch. 7, for additional information.)





9.21  EQUAL OPPORTUNITY RESPONSIBILITIES





	See M27-1, part III, chapter 13, for the ESU's responsibilities for VA's equal opportunity program.





9.22  ANNUAL REPORTING FEE PAYMENTS





	a.  General.  Title 38, US Code, section 3684, authorizes payment of a reporting fee of $7.00 to schools and JATCs (Joint Apprenticeship Training Committees) for each VA student in training on October 31.  For each student in training on October 31 for which VA made an advance payment for the fall term, the school receives an additional $4.00.  Effective January 1, 1990, schools or JATCs are entitled to reporting fee payments for chapter 31 trainees.  Schools that provide Special Restorative Training, Independent Living, Extended Evaluation, and Special Improved Rehabilitation Potential evaluations are not entitled to reporting fees for students receiving these services.  The law does not permit payment to individualized instructors.  [Public Law 105-368, the Veterans Programs Enhance- ment Act of 1998, amended 38 U.S.C. 3684(c) to require VA to base the reporting fee on the number of VA students who enroll in a school during the entire calendar year.  This provision is effective with calendar years beginning after December 31, 1998.  The first payments under the new calculation method [were] issued in January 2000.





	b.  Change in Reporting Fee Month.  A school or JATC may request that the annual reporting fee payment be based on a month other than October.  [ ]  ELRs should inform school or JATC officials who request a change in the reporting fee month about the change in the calculation [method effective January 1, 1999.]





	c. Facilities Not Eligible for Payments.  Reporting fees are not payable to training facilities that are subdivisions of the federal government, including VA facilities.  The ELR should establish a bar to payment (code A) on the Institution Processing Modify – Page 2 screen if training is other than OJT or apprenticeship.  Otherwise, a payment would be released.





	d. School Liability Withholding.  The Chief, Finance activity, must notify the ELR when with- holding the annual reporting fee payments is necessary in cases of uncontested school liability and contested school liability when a final decision has been made.  The ELR must establish a bar to payment (code D) on the Institution Processing Modify – Page 2 screen. Hines BDC automatically lifts the payment bar each March. Each April, the ELR should consult with the Chief, Finance activity, to determine if the payment bar should be reestablished.





	e. Hines Processing.  In [December,] the Hines BDC will process a Full-File Pass to identify all students who were enrolled during the [current] year.  The run will also identify those students who were enrolled in more than one school or JATC during the year. Checks should be released [in January of the following] year.  A list of payments made and a list of students for whom payment could not be made, will be sent to each RO's Finance activity.





CODE�
REASON�
�
A�
School address incomplete or too long for check.�
�
B�
Bar to payment set.�
�
C�
Approved for Chapter 31 only.�
�
L�
School liability exists.�
�
M�
Manila RO to authorize payment.�
�
N�
School not approved.�
�
R�
No state name in address.�
�
S�
Facility code in master record does not match any code in the facility file.


�
�



	f. "Pay List."  The Hines BDC sends each ELR a "Pay List" each January with a gummed address label for each facility.  The "Pay List" is arranged alphabetically by student name and shows the file number and amount of the payment made for each VA student counted in the reporting fee computation. The ELR must send a copy of the list to the school or JATC for arrival as close as possible to the date that the facility receives the payment.





	g. Requests From School or JATC for Additional Payments.  If a school or JATC identifies students not on its lists who were enrolled, the school or JATC may request additional payments for those students.  Students do not have to have running awards on December 31, for the school or JATC to be entitled to the payment.  Students must actually be in training during the previous year.





9.23  SPECIAL AUDIT OF SCHOOL CODES





	a.  General.  The Hines BDC generates the Special Audit of School Codes each month.  It is a list of records with type "A" (running award) master records during the month, and facility codes that were not in the Hines Facility File.  The ELR should consult the chapter 35 Schedule of Operations to determine when Hines generated the list.





	b.  Changing Facility Codes.  The following procedures will help keep the number of cases on the school code audit to a minimum:





	(1)  When a facility code is changed, the ELR should modify the OLAF record by entering the new facility code and the statement:  "FACILITY CODE CHANGED — OLD FACILITY CODE WAS X-X-XXXX-XX" in the Remarks field.





	(2)  The ELR must send an e-mail message to the RPO’s CELO when a facility code is changed.  This is important because adjudicators often make awards for IHLs without reviewing OLAF.  This is especially true when students reenter the same schools in the same programs.  (See par. 7.16 for additional information on changing facility codes.)





	c. CELO Responsibility.  The CELO or his or her designee will review OLAF and e-mail messages from ELRs to determine why facility codes are on the list.  The CELO or his or her designee should line through those codes that ELRs do not need to review and forward a copy of those pages to the ELR who assigned the facility code.





	d. ELR Responsibility.  Using the chapter 35 Schedule of Operations, the ELR must clearly annotate the list to identify new facility codes that were not entered in OLAF before Hines generated the list.  Corrective action is not necessary in these cases.  The problem will correct itself when the Hines BDC updates the facility file.





	e. Annotating Listing.  If in the remaining cases there are large blocks of cases with the same facility code, it is usually because the ELR changed the facility code.  The ELR should annotate the lists with the new facility code.





	f. Records.  The ELR will keep a copy of the list and send the original to the CELO for corrective action.





	g. Referral to Adjudication.  After the ELR and the CELO or his or her designee have reviewed and annotated the lists with the correct facility codes, the lists will be sent to the RPO Adjudication Division for master record corrections.





	h. Adjudication Corrective Action.  Adjudication should take corrective action, annotate the lists with the action taken and the date of the action, and return the lists to the CELO within 30 days from date of receipt by Adjudication.





9.24  PAY LISTING





	a.  General.  The Hines BDC generates a pay listing for each processing cycle on the chapter 35 Schedule of Operations for schools that request the listing.  The listing is in numerical order by RPO number, VA eight-digit claim number, and social security number.  The listing contains the RPO number, the VA claim number, the amount paid, the period covered, the training time, any accounts receivable deducted, the veteran's name and address, the Zip code, and the benefit.  [If students are receiving payments via EFT (Electronic Fund Transfer), the legend "EFT" appears in lieu of the student's address.]





	b.  Turning the Listings On and Off.  [ ] ELRs should check the pay listing field on the Institution Processing Modify – Page 2 screen if a school is receiving the pay listing.  [Effective April 1, 2001, the] pay listing processing [was] redesigned to use the pay listing field to turn the listings on and off.  [ ]
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