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CHAPTER 6.  CENTRAL PROCESSING UNIT PROCEDURES


This chapter covers all procedures for the CPU (Central Processing Unit) at the Muskogee RO (Regional Office), except for veteran eligibility issues which are covered in chapter 4.

SUBCHAPTER I.  GENERAL

6.01  GENERAL


a.  Overview.  Many aspects of SMOCTA (Service Members Occupational Conversion and Training Act) processing are centralized at the CPU.  CPU will determine veteran eligibility in many cases, process NOIs (Notices of Intent to Employ a Veteran) and COTs (Certificates of Training), make payments, and control accounts receivable.  Hines Finance will handle program accounting.  CPU must be familiar with the overall process.  If procedures are not specified, see paragraph 6.05 for contact points to obtain necessary procedures.  


b.  Coordination with Employment Service.  In this chapter and elsewhere, CPU is instructed to send copies of letters to the Employment Service (Job Service).  The list of the Employment Service addresses will be furnished separately.


c.  Letters.  Target should generate the notification letters specified in paragraph 2.11.  These letters are sent to the employer or to the Employment Service SCPC (State Central Point of Contact).  However, CPU must produce these letters if the Target letters are not operational.


d.  Inquiry Resolution.  See paragraph 3.05.


e.  Hourly Rate Discrepancy Resolution.  CPU reviews the SM3 screen when processing an NOI.  For each case, the wage rate shown must be within 10% of the hourly rate shown on the SM3 screen.  (See the example in par. 6.06d.)  Once CPU sets the hourly rate, the rate can only be adjusted downwards.  (Also, see the NOTE in par. 6.09d reference COT processing.)


f.  Coordination with ELRs.  In many instances, CPU will have to coordinate with the ELR (Education Liaison Representative) having jurisdiction over the employer's program.  (See ch. 5.)  Each item coordinated should be controlled for reply from the ELR.   


g.  Payment of Education Assistance After Termination of SMOCTA.  A veteran may indicate (either on his or her application, the employer's NOI, or COT, or on a letter) his or her desire to receive educational assistance after the termination of SMOCTA training.  See paragraph 6.10c, Note for procedures.

6.02  TOOLS


a.  General.   See paragraphs 1.06d(7), 1.12j and 5.06 for general background on the "tools" issue.  The CPU must refer any questions concerning tools and other work-related materials to the ELR having jurisdiction over the program.  


b.  Review for Lists of Tools and Other Work-related Materials.  When the CPU processes an NOI for a program with tools shown on Target, CPU obligates $500.  The ELR (Education Liaison Representative) should have sent the list of tools from the approval at the time of approving the program.  If necessary, CPU will followup after receiving a COT and request (by electronic mail) that the ELR send this list.  CPU should specify on the followup request that the ELR send the list via fax and include the fax telephone number.


c.  Reimbursement of Tools and Other Work‑related Materials.  To claim reimbursement, the employee must submit a copy of the receipt received for the purchase of the tools and other work‑related materials purchased.  This receipt must specifically list each tool or other work‑related material purchased, the cost of each item, as well as the date of purchase.  The purchase will be certified by the employee on the COT.  The employer must certify, on the same COT, the amount of the reimbursement made to the employee.  The original receipt will be kept by the employer in the employee's file.  CPU will review the COT and the copy of the receipt.  If CPU considers the claim for tools to be probably valid (i.e., necessary for the program and at a plausible price), payment will be processed.  "Plausible price" means that, in the judgment of CPU, the price is within a reasonable range.  If, on the other hand, CPU has a reasonable doubt as to the purchase of the tool or other work‑related material, CPU will contact the ELR having jurisdiction over the training program.  That ELR is responsible for resolving the issue.  The ELR must document how the issue is resolved and send a copy of the documentation to the CPU.  CPU will then process payment for the item in question and retain the ELR's documentation to support payment.  If the ELR determines that the item being questioned is not necessary for the employee's participation in the job training program, the ELR should notify CPU.  The ELR is responsible for handling disagreements on the issue of tools (see par 6.21).  The above procedure is intended to screen out clearly questionable claims (such as a $400 hammer).

6.03  LIMITATION OF FUNDS


a.  General


(1)  Only limited funds have been made available for SMOCTA.  Once funds are exhausted, veterans may only be placed into training when "recycled" funds become available.  This happens when veterans who are currently in training fail to complete their programs.  CPU must deobligate the funds remaining for these veterans and thus have funds available for additional trainees.  Because funds for SMOCTA are limited, commitment of funds will be controlled at CPU and Hines Finance Division.  Target will provide an up-to-the-minute accounting of available funding as funds are committed.

EXAMPLE:  $10,000 was obligated for a veteran named Carolyn Jones.  With 25% of the $10,000 being withheld, only $7,500 is allocated for this veteran's training.  Carolyn Jones terminated training after completing one half of her program.  Carolyn's employer received $3,750.  (The initial payments did not include the 25% withheld.)  The difference can now be obligated for another veteran.


(2)  At the beginning of each workday, the CPU Coordinator will review the previous day's ending balance to determine the amount of available funding for SMOCTA commitments.  This will determine whether any NOIs can be processed.  


b.  CPU Employer Notification Actions if Funds Become Limited.  In the event that a lack of funds prohibits approval of the veteran's entry into the training program, CPU must notify the employer of this fact to ensure compliance with the law.  

(1)  If funds are not available, VA must transmit a notification of denial within 14 days after the employer has transmitted the NOI.  "Transmitted" in this sense means the date of post mark.  


(2)  CPU must always check the postmark to ensure the response is within 14 days.  To ensure that the 14‑day deadline is met, CPU will establish a 6‑day time limit from the date of receipt in the VA until the date of sending the letter to the employer.

(3)  CPU will notify the employer using the wording shown in figure 6.01.


c.  Other CPU Actions if Funds Become Limited


(1)  If funds are limited or not available, CPU will establish a waiting list.  CPU will place a veteran on the waiting list when an employer submits an NOI.  All NOIs which cannot be processed due to funding limitations will be maintained in a pending file in order of receipt.  The NOI reflecting the earliest date stamp will receive priority when funding becomes available.  Once funds become available, CPU will first process the NOI with the earliest date of receipt and notify the employer by telephone that a dollar commitment can now be made for the hiring of a specific eligible veteran for the specified training program. 





IN REPLY REFER TO:





FILE NUMBER:





EMPLOYER NUMBER:

     Job Training, Inc.

     Street Address

     City, State, Zip Code


[We received your VA Form 22-8930, Notice of Intent to Employ a Veteran (under the Service Members Occupational Conversion and Training Act), on (INSERT DATE OF RECEIPT) for (INSERT NAME OF VETERAN).  (To complete the letter, select either option 1, 2, or 3 below.)


Option 1 (Use while veteran has a chance on the waiting list):


     We regret we do not have sufficient funds currently available to reimburse you for this veteran's training.


However, we are placing his or her name on a waiting list for funding.  Right now it is taking XX days


(INSERT CURRENT NUMBER OF DAYS) on the waiting list to receive funding.


If funding becomes available, we will notify you by telephone.  You could then receive any payment due for 


training you have provided this veteran.


The law does not permit us to approve entry into training after September 30, 1995.  We will let you know


if it appears we will not reach this veteran on the waiting list before September 30th.


Option 2 (Use when waiting list is probably hopeless):


     We regret we do not have sufficient funds currently available to reimburse you for this veteran's training.


We are placing his or her name on a waiting list for funding.  Right now it is taking about XX days


(INSERT CURRENT NUMBER OF DAYS) on the waiting list to receive funding.  The law does not permit 


us to approve entry into training after September 30, 1995.


Based on the length of the waiting list and the September 30 ending date, there is a strong likelihood


that funding will not be available for this veteran.


However, if funding becomes available, we will notify you immediately by telephone.  


You could receive any payment due for training you have provided this veteran.


Option 3 (Use after September 30, 1995):


     We regret that funds are not available to make payments under this program and 


no additional funds are anticipated.]

     Director

Figure 6.01.  Sample Waiting List Letter 


(2)  CPU will establish a Target record for payment using the SM2 SMOCTA Financial Information screen (see ch. 2 and fig. 6.03).  Written notice will be sent to the employer acknowledging receipt of the NOI and indicating that the veteran has been approved to enter the program.  The employer will be furnished the required number of COTs for use in reporting hours worked by the veteran.

6.04  FOLDER ESTABLISHMENT AND DEVELOPMENT ACTIONS


a.  General.  CPU will establish the following folders:


(1)  Claims Folders.  CPU will establish a claims folder for each case needing development for determining the veteran's character of discharge, if a claims folder has not previously been established.  CPU also will establish a claims folder when a Notice of Disagreement is received.  (See M21-1, pt. II, ch. 1.)


(2)  Temporary Folders.  CPU will establish a temporary (manila) folder for each case needing development (other than character of discharge).  This includes development concerning the veteran's eligibility or the employer's eligibility.


(3)  SMOCTA Folders.  CPU will establish a lightweight yellow SMOCTA folder if no such folder already exists and an NOI is ready to be processed (see ch. 4).  CPU will also establish a JOBS folder in BIRLS when the NOI is received.  (See subpar. b below.)  The Muskogee RO should requisition the yellow folders (Stock Number NSN 7530‑00-761-4110).  CPU must establish a VA Form 3025, File Charge Card, for each SMOCTA folder.  Annotate the File Charge Card with "SMOCTA."  Store the SMOCTA folders separately in CPU. 


b.  BIRLS


(1)  BIRLS (Beneficiary Identification and Records Locator Subsystem) may have no information on the veteran.  CPU should create a BIRLS record for these veterans using the BADD (BIRLS ADD) command using the veteran's social security number as the file number.  (See M21-1, pt. II, ch. 6.)  While the physical folder will show "SMOCTA", CPU will update BIRLS to show a JOBS folder.  To create a JOBS folder in BIRLS, use the BFLD (BIRLS FOLDER) command to establish the folder using the veteran's social security number.  Set the VERIFIED indicator to "Y" only if the evidence contains a certified DD Form 214.  (See M21‑1, pt. III, par. 1.05 for information as to certified photocopies.  An individual must have CADJ (Claims Adjudication) or CAUT (Claim Authorization) authority to have BIRLS retain the "Y" in the VERIFIED field.)  If a JOBS folder was established in error, contact the BIRLS Adjustment Unit at the RPC in St. Louis, MO, and have that unit do a RDEL (Record Delete) to eliminate that folder from BIRLS.


(2)  When establishing a JOBS folder, note if BIRLS shows any other folders on the LOC (Location) screen.  Those other folders should be an indication as to whether other education benefits are or were being paid to the veteran.  


c.  Development Actions.  For development actions, CPU must establish a temporary folder.  Control those development actions by using either VA Form 693, Local Diary or a local program on a personal computer.  CPU should generally afford employers and veterans 30 days to submit necessary information and evidence.  If the necessary information or evidence is not received by the end of the 30 day time limit, CPU should disallow the claim or take no further action.  Development actions should advise claimants of this requirement.

6.05  CENTRAL OFFICE ASSISTANCE


See paragraph 1.23.

SUBCHAPTER II.  NOI PROCESSING

6.06  NOTICE OF INTENT PROCESSING—GENERAL


a.  General.   An employer who decides to hire a veteran in an approved program of job training under SMOCTA will forward an NOI to CPU.  CPU will take the actions specified in the remainder of this paragraph before entering information from this form to create a payment record.  CPU will review the NOI to ensure its completeness.  Omissions or inaccuracies may require further development and all should be identified on initial review to avoid piecemeal development.  Public Law 103-446, effective November 2, 1994, limited the maximum amount that an employer can receive for training a veteran in two or more programs to $10,000 ($12,000 for a veteran with service-connected disabilities that are rated as 30% or more disabling).


b.  Funding Limitations.  Limitation of funds is the first issue in NOI processing.  The CPU Coordinator will access the SM2 screen and review the DOLLARS REMAINING IN THE PROGRAM field to determine whether any NOIs can be processed.  See paragraph 6.03.


c.  Review of SM1 Screen.  Next,  always review the SM1 SMOCTA Employee Information screen.  


(1)  Verify that the veteran is eligible to participate in a program of job training under SMOCTA.  If the veteran has been disallowed (has no eligibility), inform the employer.   If the SM1 screen shows that the veteran is enrolled in a SMOCTA program and the NOI shows a different program (possibly with the same employer), see paragraph 4.19.

NOTE:  If the SM1 screen shows that the veteran previously participated in a program of job training under SMOCTA with the same employer, notify the veteran and the employer of the limitation of $10,000 ($12,000 for a disabled veteran) for all training.  (See par. 6.08.)


(2)  If Target does not show the veteran's record (i.e., Target returns a message, "NO RECORD FOUND"), review the file number to ensure that it was entered correctly.  Also, process a BIRLS inquiry (BINQ), if necessary.  


(3)  If a veteran's Target record still cannot be located, CPU will search for the veteran's application.  If the application cannot be located at CPU, contact the employer and have the veteran submit another application directly to the CPU.  Control the case for 30 days.  If the application is not received by the end of the control period, return the NOI to the employer.  Upon receipt of the application, CPU may continue processing the NOI.  If the veteran has been disallowed (has no eligibility), CPU should so inform the employer.  


d.  Review of SM3 screen.  Review the SM3  SMOCTA Employer Information screen.


(1)  The employer's record should then be accessed, using the SMIN (SMOCTA INquiry) command, by entering the employer number in the FILE NUMBER field of the Target Ready screen.  Ensure that the program described on the NOI corresponds to an approved program shown on the SM3 screen.


(2)  If an employer's record cannot be located, call the ELR who assigned the employer number.  The station number can be determined by the first two digits of the employer number, found in item 3B of the NOI.  The reason for no employer record appearing in Target will dictate the reason for returning, if proper, the employer's NOI.


(3)  If a record appears, compare the information on the form with that which is shown on the screen.  The name of the veteran's program and the starting hourly wage are the only entries common to both the SM3 screen and the NOI.


(a)  The program names must be identical to verify the approval of a program.  (Ignore the numerical designation shown after the name of the program.  It refers to the number of positions that the employer anticipated filling.)


(b)  The wage rate provided on the NOI must be within 10 per cent of the hourly wage shown on the SM3 screen.  If zeros appear in this field or this field is blank on the SM3 screen, contact the ELR to obtain the exact hourly wage from the listing of that employer's training sites or from a range of wages for a particular site.  (See par. 5.07d(15).)  If the entries in either item on the form do not agree with the SM3 screen entries (or conform with the 10% parameters outlined above), call the ELR with responsibility for the employer's program approval.  Once resolved, processing at CPU may continue.  The wage rate can never be lower than the Federal minimum wage.

EXAMPLE:  If the SM3 screen shows an hourly wage of $5, an entry of any figure between $4.50 and $5.50 would be acceptable.


(c)  If the entries match, the program is approved.  Press the print key to obtain a print of the SM3 screen and circle all the information pertaining to that program.  CPU will use information on this print to make entries on the SM2 screen.


e.  Review of NOI Form.  See paragraph 6.07.


f.  Application Retrieval.  The veteran's application must be retrieved for review.  This application may have been stored manually at CPU, or stored on a CD-ROM (Compact Disk - Read Only Memory) system at CPU.  If stored manually, retrieve the application from storage.  If stored on CD-ROM, print out the application for the necessary review.  If CPU cannot locate the application but the SM1 screen shows that a C/E (Certificate of Eligibility) has been issued, continue processing the NOI, but request that the veteran complete a new application for record purposes.  If CPU cannot locate the application and the SM1 screen does not show that a C/E has been issued, return the NOI to the employer and state that no application has been received from the veteran.  Inform the employer to resubmit the NOI when the veteran files an application.


g.  Filing the Application and Other Documents.  Place the veteran's application, the NOI and all other SMOCTA documents in the SMOCTA folder.  See paragraph 6.04 for folder establishment and BIRLS processing.


h.  Review for Prior Credit.   CPU will review the NOI, the veteran's application, and the evidence of record to determine if the veteran is already qualified by reason of previous training or experience for the occupational objective of the training program.  An employer who is training a veteran who is partially qualified by reason of previous training or experience should appropriately reduce the length of the veteran's job training program.  When prior training is considered, call the ELR and determine if the program is approved under 38 USC 3687.  Calculate the reduction for prior credit on the approved length of the training program under title 38.  If the ELR states that a training program is approved under 38 USC 3687 for 48 months, calculate the reduction from 48 months.  When the employer grants credit for training, the SMOCTA period of training approvable is restricted to a maximum of 18 months from the point at which the eligible person enters the program.  If the training program is approved for 18 months or longer, the 4‑month waiting period for the incentive payment begins after the 18th month.  (See par. 1.12c for information on incentive payments.)


(1)  Already Qualified.  See M22-4, part III, chapter 7, subchapter II.  If CPU makes a preliminary determination that the veteran is already qualified for the occupation for which he or she is being trained, CPU will take the following actions:


(a)  CPU will notify the employer, with a copy to the veteran and the SCPC, that no payments will be made pending a final determination on the issue.  The letter will invite the employer and the veteran to submit evidence which would show that the veteran is not already qualified by reason of previous training or experience.  Control the case for 30 days.  


(b)  If no additional evidence is received during the 30 days, notify the employer that the decision has become final.  Afford the employer with the right to a personal hearing and administrative review.  


(c)  If additional evidence is received during the 30 days which justifies a reversal of the previous determination, CPU will begin payments to the employer.  The employer and veteran will be notified of the revised decision. 


(d)  If additional evidence is received but no change is warranted in the previous determination, CPU will notify the employer of the final decision.  Afford the employer with the right to a personal hearing and administrative review.   


(2)  Partially Qualified.  If CPU reviews the veteran's qualifications as shown on DD Form 214 and the application and makes a preliminary determination that the veteran appears to be partially qualified for the occupation for which he or she is being trained but the employer does not show any (or insufficient) credit for previous training, CPU will take the following actions:


(a)  CPU will notify the employer, with a copy to the veteran and the SCPC, that payments for one half of the reported training will be made pending a final determination on the issue.  The letter will invite the employer and the veteran to submit evidence which would show that the veteran is not already partially qualified by reason of previous training or experience.  Control the case for 30 days.  


(b)  If no additional evidence is received during the 30 days, notify the employer that the decision has become final.  Afford the employer with the right to a personal hearing and administrative review.   


(c)  If additional evidence is received during the 30 days which justifies a reversal of the previous determination, CPU will adjust payments for the entire length of the program to the employer.  The employer and veteran will be notified of the revised decision. 


(d)  If additional evidence is received but no change is warranted in the previous determination, CPU will notify the employer of the final decision.  


i.  Review for Concurrent Education Benefits Being Paid.   CPU will take the following actions to ensure that the veteran is not receiving benefits at the same time that an employer receives benefits under SMOCTA. CPU will review Target screens (see M22-4, pt. II, chs. 3, 4, and 5) to determine if educational benefits or subsistence allowance are currently being paid to the veteran.  The prohibition against payment of dual benefits includes those veterans who are pursuing an educational objective at an educational institution during other than employment hours.  At a minimum, review the chapter 30, 31, 32 and 106 benefit records.  

NOTE:  Veterans who are service-connected for a disability can receive necessary equipment from a VA Medical facility.   As long as the employer does not also claim reimbursement for this necessary equipment, the equipment is not a duplication of benefits.  


(1)  For this review, use the SINQ (System INQuiry) and TINQ (Treasury INQuiry) commands.  The SINQ command allows CPU to review all existing master records (see M22-4, pt. II, par. 3.03b).  The SINQ command has a default processing; this processing first returns a PIF (Pending Issue File) if one exists in that region before looking for a master record.  If no master records are located, SINQ processing next searches for a BIRLS record.  If the SINQ command returns a pending master record, CPU should use the TINQ command to obtain information on individual education checks that VA recently issued.  (See M22-4, pt. II, par. 8.12.)  


(2)  If the above review shows that the veteran is receiving educational benefits, coordinate with the appropriate Adjudication Division to have those benefits terminated with a "NONE" date equal to the date the SMOCTA training begins.  If the above review shows that the veteran is receiving vocational rehabilitation benefits, coordinate with the appropriate VR&C Division to have those benefits terminated with a "NONE" date equal to the date the SMOCTA training begins (for chapter 31, see par 7.06).  


(3)  If the veteran has received educational assistance (but is not currently receiving benefits when CPU processes the NOI), send an Optional Form 41 to notify the AO (Adjudication Officer) to "flash" the folder to indicate that SMOCTA benefits are being authorized.  Alternately, send electronic mail to the AO (VR&C Officer for chapter 31) to this effect.  The AO (VR&C Officer for chapter 31 cases) should have the file pull indicator set to "Y" to ensure that duplicate benefits are not paid.  For chapter 30, the AO should have an appropriate message (RECEIVING SMOCTA) inserted into the MSG (Message) line of the master record.  

6.07  NOTICE OF INTENT PROCESSING - REVIEW OF FORM

NOTE:  See figure  6.02.


a.  If either item 1 or 2 (Name of Veteran or VA File Number) is missing, CPU should try to identify the veteran through BIRLS by using the BINQ (BIRLS INQuiry) command.  If identification still cannot be accomplished, return the document to the employer, or place a phone call if the employer's phone number is entered in item 13.  Use of the telephone, whenever possible, is the preferred method for contacting the employer.


b.  If item 3B (Employer Number) is missing, call the ELR at the RO most likely to have approved the employer's program.  Use the employer's address (city and state) for a good indication of the station of jurisdiction.  This situation should not routinely occur, since all ELRs have been instructed to complete item 3B before the NOI is mailed to the employer with the notification of approval.


c.  If item 4 (Name of Approved Job Training Program) is missing an entry, resolve it by calling the employer or the ELR.  


d.  If item 5 (Beginning Date of Training) is missing, call the employer.


e.  If item 6 (Starting Hourly Wage) is missing, call either the employer or the ELR.  


f.  If item 7 (Date Veteran's Certificate of Eligibility Issued) is missing, resolve it by reviewing the SM1 screen.  



Figure 6.02.  VA Form 22-8930

NOTE 1:  CPU will review item 7 on the NOI to ensure that the veteran's C/E had not expired before the date the veteran entered training.  If a C/E had not been renewed within 180 days, and the veteran requested reinstatement of eligibility by signing the NOI, CPU must update the SM2 screen by entering the reapplication date.  If the C/E had expired, but the veteran did not request reinstatement of eligibility, CPU will not process the employer's NOI and will return it to the employer for the veteran's signature.

NOTE 2:  If the veteran previously was in a SMOCTA training program (but did not complete that program), CPU must have a letter from the DOL (Department of Labor) case manager before taking any further action on the NOI.  If the veteran previously was in a SMOCTA training program (and did complete that program), CPU cannot take any further action but must deny the NOI.  (Completion of a program precludes the payment of any further SMOCTA assistance.)  (Also see par. 6.24 for waiver of case manager.)


g.  Item 8 (Date Training Program Was Approved) will require close review.  It is important to remember that no reimbursement can be made for any training which was conducted before the effective date of approval of the program, or October 23, 1992, whichever is later.


(1)  If the date is missing, or it is less than one week (7 calendar days) before the date shown in item 5 (Beginning Date of Training), call the appropriate ELR for verification and annotate the correct date.


(2)  If the date is after the date shown in item 5, the veteran's beginning date must be the date in item 8, since this is the earliest date from which VA can reimburse the employer for any training conducted.  Contact the appropriate ELR to verify the date of approval in this situation.


h.  If "YES" is checked in item 9, the veteran's training program must be reduced by the number of months indicated in item 10.  (See par. 6.06h.)


i.  If item 11 (Employer's Signature) is missing, the document must be returned.  Place a red check in this item (and any other item requiring completion by the employer) and photocopy the NOI.  Send the original back to the employer with a letter requesting proper completion.  Retain the copy in a temporary folder until the properly signed original is returned, at which time the copy can be discarded.


j.  If item 14A (Veteran's Signature) is missing, compare the beginning date of training in item 5 with the date in item 7 (Date Veteran's Certificate of Eligibility Issued).


(1)  If the date in item 5 is within 6 months from the date in item 7, the veteran's signature is not required.


(2)  If the date in item 5 is not within 6 months from the date in item 7, the C/E has expired and the veteran's signature is required.  If the veteran's signature is not shown on the NOI, the form must be returned to the employer for the veteran's signature.  

6.08  NOTICE OF INTENT PROCESSING - TARGET REVIEW AND ENTRY


a.  General.  CPU will access the veteran's record using the SMUP command.  See figure 6.03.


(1)  During NOI processing, CPU must access the employer information (the SM3 screen) established by the ELR in the RO having jurisdiction over the employer's address.  If coordination is necessary concerning this information, CPU must contact that ELR.


(2)  For those cases where the veteran was previously employed under SMOCTA, the veteran is required to submit a letter from the Employment Service (Job Service) so that further SMOCTA assistance can be granted.  The veteran may have submitted this letter if he or she was actually issued a second or subsequent C/E.  However, if the veteran requests a recertification by signing the bottom of the NOI, CPU must have this letter before taking further action on the NOI.  If this letter is not submitted, CPU must request that the veteran submit it.  Send a copy of the development letter to the employer and the Employment Service (Job Service).


(3)  For those cases where the veteran was previously employed under SMOCTA and employed by the same employer, Public Law 103-446, effective November 2, 1994, limits the maximum reimbursement an employer can receive for training a veteran in 2 or more programs to $10,000 ($12,000 for training a veteran with service-connected disabilities that are rated as 30% or more disabling).  CPU must notify both the veteran and employer of this restriction set by law.


b.  Entering the Commitment and Approval Information.  The SM2 screen will be used to enter the commitment and program approval information.  Fields and required entries are discussed in detail below.  It is important to remember that Target entries, or changes to the master record under SMOCTA, are updated immediately, as opposed to the periodic changes which take place under normal batch processing used by the chapter 34/35 Target system.  


(1)  FILE NUMBER and NAME.  These two fields are shown from the SM1 screen and cannot be changed by CPU personnel.


(2)  UPDATE.  Because information is being added to a veteran's master record (i.e., a record is being "updated"), a "Y" or "C" must be placed in this field.  The "Y" entry is required for each employer's NOI received for the veteran, and the "C" entry is for corrections required for the existing employer's NOI information.  The information entered in the other fields will not be accepted and stored unless a "Y" or "C" is in this field before the Enter key is pressed.


(3)  STATION.  This field is a non-entry field.


(4)  STATUS.  The status of any record can be changed by Target or CPU processing.  CPU personnel may only enter codes 4 through 8, or the alpha code "A."  Enter a "4" to process an NOI.  Appendix A contains a complete list of all applicable status codes used in the processing of claims under SMOCTA.


(5)  PROGRAM REAPPLICATION DATE.  (This field on the SM2 screen is the same as the COE REAPP DATE field on the SM1 screen.  If a date had been entered on the SM1 screen, that date will display on the SM2 screen)  Enter the date of reapplication, if applicable, from the NOI.  Any entry in this field will be edited to ensure that the previous training program has been terminated and funds deobligated before creating a new Intention to Employ Record.


(6)  CERTIFICATE OF TRAINING INFORMATION.  Entries in this segment of the screen will be made ONLY after receipt of the COT, which cannot be processed before receipt of the NOI.


(7)  FILE TOTALS.  These are non-entry fields which show cumulative totals for FY Payments, 25% Withheld, Tools Payment, Total Proceeds, and Total A/R's (Account Receivables).


(8)  DOLLARS REMAINING IN PROGRAM.  This is a non-entry field which is used by Target and immediately updated when commitments have been made or changes/corrections have been updated.  Although the computations are immediate, they are not seen on the screen when the Enter key is pressed.  Target will show the new totals when the SM2 screen is accessed on the next master record.


(9)  EMPLOYER NAME and EMPLOYER NUMBER.  Enter the employer's name and number as shown on the Target print of the SM3 screen.


(10)  DOT CODE.  Enter the DOT code as it appears on the print of the SM3 screen.


(11)  HOURLY RATE.  Enter the beginning hourly rate of wages to be paid the veteran.  This amount is shown on both the SM3 screen and the NOI.  (See subpar. 6.06d(3)(b) for resolving discrepancies.)

SM2                                       SMOCTA FINANCIAL INFORMATION                             10-05-93    

   FILE NUMBER  123-45-6789 00             UPDATE  Y            NAME R B REEDI 

STATION NUMBER 351   STATUS 6 PAYMENT MADE            PROG REAPP DATE 

CERTIFICATE OF TRAINING:  HOURS 178                TOOLS 246.56 

BEGINNING DATE 09-01-93      ENDING DATE 10-01-93      TERMINATE 

YEAR    JAN   FEB   MAR   APR   MAY   JUN   JUL   AUG   SEP   OCT   NOV   DEC 

1993                                                                            88      178     178 

1994 

1995 

FILE TOTALS:  DOLLARS REM IN PROG 70,006,387.88          PAYMENTS    64,212.08                             

             25% WITHHELD                                14,556.57                 TOOLS              3,212.54                

             TOTAL PROCEEDS                                                           TOTAL ARS

                                                        INTENTION TO EMPLOY 

EMPLOYER NAME  YOKUM TOOL AND DIE              EMPLOYER NUMBER 540000125 

DOT CODE       666666666              HOURLY RATE  8.56          MAX MONTHLY HOURS  208 

BEGINNING DATE 07-19-93         ENDING DATE  04-30-94   TOTAL MONTHS  10 TOT DOLLARS OBLIG  8,902.40  TOOLS OBLIG  500.00        TOTAL HOURS OBLIG  2080 

TOT DOLLARS PAID   853.86       TOOLS PAID                       TOTAL HOURS PAID   266 

25% WITHHELD   284.62                PAY MONTHLY  Y            TAX ID NUMBER 

AR INFORMATION                       PROCEEDS     

THIS IS A 50 CHARACTER FREE TEXT FIELD                                   NEXT SCREEN
Figure 6.03.  SM2 Screen


(12)  MAXIMUM MONTHLY HOURS.  This field represents the maximum number of hours VA will reimburse an employer in any given month for a veteran's training.  CPU will compute this field by multiplying 4.6 by the hours in the standard work week (taken from the SM3 screen).  Round up the answer to the next whole hour; enter the rounded figure in this field.


(13)  BEGINNING DATE and ENDING DATE.  Enter the beginning date from which VA can pay benefits in the first field and the projected ending date, based on the number of months in the veteran's program, in the second field.  These entries are in standard date format.  The beginning date may not necessarily be the date in item 5 of the NOI.  The beginning date will be determined in accordance with instructions in chapter 1 (see pars. 1.02 and 1.08b and c).


(14)  TOTAL MONTHS.  Enter the total number of months for the training program shown on the NOI.


(15)  TOTAL DOLLARS OBLIGATED.  Entry in this field is based on CPU computation by multiplying 1/2 the "Hourly Rate" by the "Total Hours Obligated."  This field will be updated by CPU when commitments are made, veterans terminate their programs, or corrections are made to the Intention to Employ fields, "Hourly Rate" or "Total Hours Obligated."  The computations are immediate, and will be shown on the screen when the Enter key is pressed.  This field will be edited to ensure that the TOTAL DOLLAR OBLIGATED amount will not exceed $10,000 for non-disabled veterans and $12,000 for qualified disabled veterans.  When a master record is terminated or purged, zeros must be entered in this field.

NOTE:  If the employer previously received reimbursement for training the same veteran in a previous program of training, enter the amount in TOTAL DOLLARS OBLIGATED representing the difference between $10,000 for non‑disabled veterans and the amount previously paid.  (Limit the amount in this field to the difference between $12,000 for disabled veterans and the amount previously paid.)  


(16)  TOOLS OBLIGATED.  Entry in this field is based on the employer having been approved for reimbursement for tools.  The initial entry is $500.00 if the program is approved for tools or zeroes if the program is not approved for tools.


(17)  TOTAL HOURS OBLIGATED.  Entry in this field is computed based on the information on the NOI and information on the SM3 screen.  Do not enter a number greater than the corresponding number shown on the SM3 screen.  (The maximum hours obligated is 3120 hours.  This is based on a standard work week of 40 hours per week, 4 1/3 weeks per month for 78 weeks which equals 18 months.  Also see par. 5.05d for examples for other than 40 hours weekly.)


(18)  TOTAL DOLLARS PAID.  Entry in this field is required only if a change is being made.  Otherwise, the amount is computed when a COT for hours is processed for payment during the payment processing run.


(19)  TOOLS PAID.  Entry in this field is required only if a change is being made.  Otherwise, the amount is computed, if applicable, when a COT for tools is processed for payment during the payment processing run.


(20)  TOTAL HOURS PAID.  Entry in this field is required only if a change is being made.  Otherwise, the total hours are computed when processing a COT for hours.  Enter the total hours certified as shown on the COT.


(21)  25% WITHHELD.  Entry in this field is required only if a change is being made.  Otherwise, the amount is computed when a COT for hours is processed for payment during the payment processing run.  This field is also updated when a master record is terminated for reason G (Release 25 Percent Withheld).  This will release the 25% of the obligations originally withheld.  When a master record is terminated for reason H (Terminate and De‑Obligate the 25% Withheld), CPU must enter zeroes in this field.  


(22)  PAY MONTHLY.  If the employer has been permitted to submit monthly certifications (as reflected by the entry of a "Y" in the CERTIFY MONTHLY field on the SM3 screen), enter a "Y" in this field.  Otherwise, no entry is required (leave blank) to show that monthly payments are not authorized.


(23)  TAX ID NUMBER.  Entry to this field is currently prohibited.


(24)  AR INFORMATION and PROCEEDS.  These fields represent any debt owed by either the employer or veteran (or both) for training or tools, and proceeds due the employer.  The format for entry is either whole dollars, or dollars and cents (both decimal places).  See paragraph 6.12 for detailed instructions.


(25)  Free Text Data.  A 50-character free text information data field provides CPU to enter a message similar to the chapter 30 Target system.


(26)  NEXT SCREEN.  Allowable entries are "SM1". "SM3", 'END", "RES", and leaving the field blank.  If a review of the SM1 or SM3 screen is desired after updating a record, enter "SM1" or "SM3" in this field.  After the Enter key is pressed, Target shows a message "FINANCIAL DATA UPDATED‑HIT ENTER TO CONTINUE."  When the Enter key is pressed again, Target shows the SM1 or SM3 screen.  If all actions are complete and there is no need to review the SM1 or SM3 screen, update the record by leaving this field blank (or entering "END") and pressing Enter.  Target will show the message "FINANCIAL DATA UPDATED-START NEW COMMAND ON THIS READY SCREEN" to indicate that all entries have been accepted.  Enter "RES" to have all entries deleted and the screen restored with information that existed before any entries. 


(27)  Editing the Entries.  Entries which do not pass standard edits, or those which do not compute correctly, will be highlighted with an appropriate message shown.  The entries must be corrected before pressing Enter again.


(28)  Printing the Screen.  After the Enter key has been pressed and both editing and updating have been successful, Target will print two tearsheets.  One tearsheet will show the master record as it existed before the update and the second tearsheet will show the master record after the update.  File these tearsheets in the SMOCTA folder to serve as documentation for each completed action.


c.  Authorizing the Completed Actions

(1)  The preparer will initial each screen completed and incorporate each document in the SMOCTA folder, which will be given to an authorizer.


(2)  The authorizer will verify the correctness of all computations and Target screen entries.  THE IMPORTANCE OF THIS REVIEW CANNOT BE OVEREMPHASIZED.  For example, entry of an incorrect employer number, if not detected, could result in payment being issued to the wrong employer.  The signature of the authorizer and the date will be placed in the lower right margin as confirmation of this authorization action.


(3)  If the authorizer determines that the completed action was erroneous, the authorizer will access the master record the same day that the erroneous action was taken and enter the correct information.  

NOTE:  CPU will send the employer an appropriate letter with the appropriate number of COTs following authorization of the NOI.  Target will generate a letter to the SCPC.  (See par. 2.11d.)


d.  Updating the Intention To Employ Field Entries.  To summarize, update the INTENTION TO EMPLOY field entries on the SM2 screen, using the following procedures:


(1)   Enter "Y" in the UPDATE field.


(2)   Enter "4" in the STATUS field.


(3)   Enter a date in the PROG REAPP DATE if more than one program approved.


(4)   Enter appropriate data in the EMPLOYER NAME field from NOI.


(5)   Enter EMPLOYER NUMBER data from NOI and SM3 screen.


(6)   Enter DOT CODE data from NOI and SM3 screen.


(7)   Enter HOURLY RATE data from NOI and SM3 screen.


(8)   Enter MAXIMUM MONTHLY HOURS calculated data from NOI.


(9)   Enter BEGINNING DATE data from NOI.


(10)  Enter ENDING DATE data from NOI.


(11)  Enter PAY MONTHLY data from SM3 screen.


(12)  Enter TOTAL DOLLARS OBLIGATED calculated data from NOI.


(13)  Enter TOTAL HOURS OBLIGATED calculated data from NOI.


(14)  Enter $500.00 in TOOLS OBLIGATED, if employer approved for tools.


(15)  Press the Enter key.


e.  Correcting the Intention To Employ Field Entries. To correct the INTENTION TO EMPLOY field data previously entered on the SM2 screen, use the following procedures:


(1)  Enter "C" in UPDATE field.


(2)  Enter "4" in STATUS field.


 (3)  Enter data in the INTENTION TO EMPLOY field(s) that require correction.


(4)  Press the Enter key.

SUBCHAPTER III.  CERTIFICATION PROCESSING

6.09  CERTIFICATION - GENERAL


a.  General

(1)  An employer will periodically (monthly or quarterly, as appropriate) submit a COT showing the number of hours worked by a veteran participating in a program under SMOCTA.  (See fig. 6.04.)  The COT will provide the information needed to authorize the release of payment to the employer.  The COT will normally be processed without the veteran's folder.  However, if there are any discrepancies or inconsistencies, the folder must be reviewed before proceeding.  


(2)  CPU will enter information from the COT into Target on the SM2 screen.  Target will release payment during the next payment processing run.  Twenty five percent (25%) of each payment due the employer will be withheld.  This amount will be paid to the employer four months from the approved program "Ending Date".  Target will generate the final COT to the employer requesting verification that the veteran is still employed.  When the final COT is received in CPU indicating that the veteran is still employed, the 25% withheld will be paid to the employer.  The COT has to be signed by the veteran (see subpar. b).  However, if the veteran was not employed for the four month period, the 25% withheld will be deobligated (added back to the Dollars Remaining in Program).


(3)  If a COT is submitted showing the veteran has terminated training for other than satisfactory completion, any unused funds, including the 25% withheld, will be deobligated.


(4)  Entry of the hours worked is the action which ultimately results in the release of payment.  Access the SM2 screen by using the command SMUP, password, and the veteran's file number on the Ready screen.  The SM2 screen is automatically printed as it existed before an operator changed or added any entries.


b.  Reviewing for Completion.  Review the COT for the following items:


(1)  The lack of either the veteran's signature (item 8) or employer's signature (item 11) will prohibit further processing of this form, with one exception.  If the veteran is not available for signature and the employer provides a satisfactory explanation, processing may proceed as long as the employer has signed the form.


(2)  Resolve other missing items through a telephone call to the employer.  The phone number should appear in item 11C of the COT or on the SM3 screen.


(3)  Items 5 and 6 on the COT are not required entries unless this is the first COT submitted on behalf of the veteran.  A review of the SM2 screen will be necessary before this determination can be made.


c.  Totaling the Hours Worked.  Add the hours worked for each month being certified (found in item 4B).  (The instructions on the COT specify that the hours in item 4B should not include overtime, sick, or vacation hours.)  This total, with the person's initials and date, should be placed in the area provided at the bottom right hand side of the COT.


d.  Comparing Information on the COT with the SM2 Screen.  Before entering the certification information, ensure that all previous information is still accurate.




Figure 6.04.  VA Form 22-8929


(1)  REPORTING PERIOD (item 3)


(a)  The beginning date should not be earlier than the beginning date of the program, as shown in the INTENTION TO EMPLOY segment of the SM2 screen.  If it is, review the SM3 screen to ensure that the date is not earlier than the date the program was approved.  It may be necessary to correct the date in the BEGINNING DATE field in the INTENTION TO EMPLOY segment.  Also, the date should not be in a month for which payment has already been made.


(b)  If the ending date is later than the program's projected ending date, enter the new program ending date in the INTENTION TO EMPLOY segment.  This will have no impact on the total amount paid the employer.  It will merely serve to extend the time in which to use this amount.


(2)  BEGINNING DATE OF PROGRAM (item 5).  This entry is required on the initial COT only.  See subparagraph (1)(a) above for entering the adjusted date, if necessary.


(3)  HOURLY WAGE RATE (item 6).  This entry is also required only on the initial COT.  (CPU resolves any discrepancy at the time of processing the NOI.  See par. 6.06d(3)(b) and the EXAMPLE.)  Compare this entry with the wage rate shown on the SM2 screen.  Do not accept a rate higher than the corresponding rate shown on the SM2 screen.  If a higher rate is reported, ask the ELR to amend the SM3 screen if appropriate for the initial COT.  

NOTE:  For subsequent COTs, adjust to pay a lower wage rate if a lower rate is reported.  Also, adjust for an increased wage rate if the increased wage rate is less than the initial wage rate reported (review the veteran's records for the initial wage rate.  Call the ELR if the veteran's records do not show this initial wage rate.)


(4)  MONTHS TO BE CERTIFIED (item 4A).  If a month appears in this block and the record shows that payment has already been made for it, circle that month and the corresponding hours worked and do not include them in this processing action.  Development to the employer will be necessary to ascertain the reason for the discrepancy if there is a discrepancy in hours worked for that month.  When resolved, an adjustment can be processed at a later date to issue payment for the proper amount of training.


(5)  EMPLOYER CERTIFICATION (item 9).  The box checked in this portion of the COT will dictate whether this form should be processed as a final certification for this veteran's record.

6.10  TARGET PROCESSING


a.  Entering the Training Information Via Target  


(1)  UPDATE.  Enter a "Y" in this field to enter data not previously entered and update the master record.  Enter "C" in this field to correct data previously certified, or when processing a termination.


(2)  STATUS.  Enter a "5" in this field.  This is the ONLY status code that will generate payment and indicate that a COT was received.


(3)  HOURS.  Enter the total hours worked during the period being certified.  The monthly hours should have already been totaled and placed in the block at the bottom of the COT.  This field will be edited with the master record "Total Dollars Obligated" balance to ensure that the payment for hours worked will not exceed the obligated limit.  If the "Hours" entered, when computed, will exceed the program obligated amount, Target will issue a reject message.  The message will indicate the remaining amount obligated for payment.  

NOTE:  If this message is issued, advise the employer that the funds committed for the veteran have been exhausted, with the exception of the 25% withheld.  CPU should inquire if the veteran has satisfactorily completed training.  If the employer indicates that the veteran has satisfactorily completed training, CPU should annotate the COT and update the veteran's master record.  If the employer indicates that the veteran has not completed training, CPU should diary the case for the end of the approved program (not to exceed 18 months).  Advise the employer to submit a final COT to the effect that the veteran completed training (item 9B on the COT) after the veteran completes the SMOCTA training.  The employer is due the final 25% four months following this date if the veteran is still employed in that same position as of that date.


(4)  TOOLS.  See paragraph 6.02.  This field will be edited with the tools amount obligated to ensure that payments for tools will not exceed the obligated limit of $500.00.  If payments exceed the amount obligated, Target will show a reject message of "TOOLS PAYMENT EXCEEDS OBLIGATED AMOUNT".  Target will show the remaining tools amount in the Intention to Employ, "Tools" field.


(5)  BEGINNING DATE and ENDING DATE.  Enter the beginning date and ending date, taken from the COT, in these fields.  Enter in standard date format.


(6)  TERMINATE


(a)  If this is the final certification, a code indicating the reason for termination must be entered in this field.  This form will be considered a final certification if the employer has indicated in item 9 of the COT that the veteran is no longer training, or if entitlement will be exhausted by the payment generated from processing this certification.


(b)  The individual codes to be entered for indicating the reason for termination are reflected by the following:



A - SATISFACTORY COMPLETION



B - UNSATISFACTORY PERFORMANCE (fired)



C - VOLUNTARY WITHDRAWAL



D - ALREADY QUALIFIED



E - LAYOFF



F - OTHER



G - RELEASE 25% WITHHELD



H - DE-OBLIGATE 25% WITHHELD (non-entitlement)


(c)  When the payment processing is run, the master record STATUS will change from "5" to "8".  If entry is "A" through "F", zeroes must be entered in the "Total Dollars Obligated" field.  If entry is "A" through "F", zeroes must be entered in the "Tools Obligated" field.  If entry is "G", the 25% withheld will be paid to the employer during the next payment processing run.  If entry is "H", zeroes must be entered in the 25% withheld field.


(7)  YEAR and JAN through DEC.  Enter the year (if not already entered) in which the hours were worked and the hours worked in the corresponding month field(s).  The only acceptable entries in YEAR are 1992, 1993, 1994, 1995, or 1996.  The format for hours is XX or XXX.


(8)  Editing the Entries.  When all necessary entries have been made, press the Enter key.


(a)  Entries which do not pass standard edits, or those which do not compute correctly, will be highlighted and "INVALID DATA" will be shown.  For example, an edit is failed if the individual monthly hours worked do not equal the entry made in the TOTAL HOURS field of the CERTIFICATE OF TRAINING segment.  All necessary corrections must be made before pressing the Enter key again.


(b)  Successful processing will result in Target showing the message, "FINANCIAL DATA UPDATED - START NEW COMMAND."  Target will print two tearsheets for documentation purposes; one tearsheet will show the master record as it existed before the processing and one tearsheet will show the master record as it exists after the processing.


b.  Authorizing the Completed Actions.  CPU does not have to authorize the completed actions but will use single signature authority.  File the screen print and COT in the SMOCTA folder.


c.  Processing Final Certifications.  The procedure for processing a final certification is the same as the procedure for routine certification processing with the addition of several steps.


(1)  Before pressing the Enter key, a termination reason code must be entered in the TERMINATE field.  This will cause the status to be updated to "8-RECORD TERMINATED" during payment processing.


(2)  Enter the termination date (i.e., the last date the veteran worked, as shown on the COT) in the ENDING DATE field in the INTENTION TO EMPLOY segment and press the Enter key.


(3)  After pressing the Enter key, a message, "VERIFY OBLIGATED FIELDS" will be shown at the bottom of the screen.  Press the Enter key again to complete processing and receive the Target generated tearsheet.


(4)  After each payment processing run, COIN EDU-650, SMOCTA TERMINATED RECORDS, will be issued to CPU.  This report will contain a list of every record that has been terminated.  The final column will show the dollar difference between the amount committed in each record and the amount actually paid.

NOTE:  The veteran may wish to receive VA education benefits following the termination of SMOCTA.  If education benefits were previously terminated because of SMOCTA, notify the Adjudication Officer (notify the VR&C Officer for chapter 31 benefits) of the date when SMOCTA is terminated.  Payment to the veteran under a benefit (such as chapter 30) may begin effective the day after the employer is no longer entitled to payment for training (end of program or 3120 hours, whichever is earlier).  The veteran does not need to wait until after the employer has been paid the 25% withheld.  For example, if a 36-month apprenticeship program approved under 38 USC 3687 was also approved under SMOCTA, the beginning date of the 18-month SMOCTA program might be January 1, 1994 and the ending date June 30, 1995.  The beginning date of another education program for this apprenticeship program would be July 1, 1995. 


d.  Target Entries.  To summarize, the following are data entries for COTs:


(1)  SM2 screen field entries for hours worked ONLY:


(a)  Enter "Y" in the UPDATE field.


(b)  Enter "5" in the STATUS field.


(c)  Enter hours reported in the HOURS field.


(d)  Enter date reported in the BEGINNING DATE field.


(e)  Enter date reported in the ENDING DATE field.


(f)  Enter appropriate code based on final certification in the TERMINATE field.


(g)  Enter data in the YEAR & JAN through DEC fields.


(h)  Press the Enter key.


(2)  SM2 screen field entries for tools ONLY:


(a)  Enter "Y" in the UPDATE field.


(b)  Enter "5" in the STATUS field. 


(c)  Enter tools reimbursement amount in the TOOLS field.


(d)  Press the Enter key.


(3) SM2 screen field entries for hours worked and tools:


(a)  Enter data in all fields reflected in (1) and (2) above.


(b)  Press the Enter key.

Example 1:  Payment to the employer for the month of March 1993 was based on a report that the veteran worked 160 hours.  However, the employer reports that the veteran actually worked 180 hours in March.  Payment can be made for those 20 hours.


Enter "Y" in the UPDATE field.


Enter "5" in the STATUS field.


Enter "20" in the HOURS field.


Enter "03-01-93" in the BEGINNING DATE field.


Enter "03-31-93" in the ENDING DATE field.


Enter "20" in the MAR field located in the YEAR & JAN through DEC fields.


Press the Enter key.


Diary the case for the first workday following payment processing.


Request the SM2 screen.


Enter "C" in the UPDATE field (to correct data previously entered).


Enter "6" in the STATUS field (as payment was previously issued).


Change the hours reflected in the 1993 MAR field from "20" to "180".


Press the Enter key.

Example 2:  Payment to the employer for the month of March 1993 was based on a report that the veteran worked 180 hours.  However, the employer reports that the veteran only worked 160 hours in March after payment was generated.


Enter "C" in the UPDATE field.


Enter "6" in the STATUS field.


Enter "160" in the MAR field located in the YEAR & JAN through DEC fields.


Enter computed overpayment in AR INFORMATION field.


Press the Enter key.

6.11  DELINQUENT CERTIFICATION PROCESSING


a.  General.  It is anticipated that most employers will submit required certifications in a timely manner, either monthly or quarterly, as appropriate.  If a certification is not processed on a record within 90 days after one is due, however, that record will be listed in a report, COIN EDU-649, SMOCTA DELINQUENT CERTIFICATIONS OVER 90 DAYS DELINQUENT.  Target will issue letters to the employer (and the SCPC) requesting that the certification be submitted as soon as possible.  These letters will be sent when the record is listed on the COIN EDU‑649 (see pars. 2.11 f & g).  When received, these certifications will be processed routinely.

NOTE 1:  In some of the longer programs, the funds obligated will be expended before the completion of the program.  In these instances, the employer may be listed on the COIN EDU 649 list.  Review the TOT DOLLARS PAID field on the SM2 screen.  If the total amount obligated has been paid but the program not completed, continue these accounts in suspense.  Do not terminate these accounts using the delinquent certification processing described in subparagraph b below.  Control these cases; when the ENDING DATE in the INTENTION TO EMPLOY portion of the SM2 screen matures, send the employer a certification to submit if the veteran has completed the program.

NOTE 2:  Individuals are not precluded from taking time off from a SMOCTA training program.  If the trainee wants a two week leave of absence, the employer should simply send a COT for the month(s) involved, reporting the actual number of hours worked.  The employer can report the leave of absence in the remarks section.  If the employer keeps the employee on the rolls for an extended leave of absence, do not terminate these accounts using the delinquent certification processing described in subparagraph b below.  CPU should develop, if required.  Suspend these cases using reason code 7.  When the employee returns to work following any leave of absence, adjust the length of the program to exclude the time taken for personal reasons.


b.  Delinquent Certification Processing.  CPU will use the COIN EDU‑649 report as a data source for contacting employers.  If the employer does not respond to the first letter (the letter issued by Target), CPU should terminate the record effective the date last paid and send the employer a termination letter 30 days after that first letter.  This termination letter (see fig. 6.05) must inform the employer of the following items:


(1)  That VA has terminated the SMOCTA assistance effective the date that the employer was last paid for such assistance;


(2)  That the employer has, by law, 2 years after the date of training to submit certification for such training;


(3)  That any such assistance will only be restored if funds are available for such assistance and the employer will be placed on a waiting list and paid when such funding is available.





IN REPLY REFER TO:





      FILE NUMBER:


Since we have not received any certification from your firm recently for the training of (INSERT NAME OF VETERAN).   We have terminated this training assistance effective (Insert Date Last Paid).  


Because we have terminated the training assistance, all monies previously set aside for this veteran have been returned to the general pool of money available to train additional veterans.  If you file an additional Certification of Training for this veteran, funds must be available.  Any certification must be received within two years from the date of such training for assistance to be authorized.  Funds must be available when any certification is received.  If funds are not available, assistance cannot be made until the necessary funds become available. 


Basic Rights.  You have certain basic rights you may exercise.  These rights consist of the right to a personal hearing and the right for an administrative review.


Personal Hearing.  If you desire a personal hearing to present evidence or argument on any point of importance in your case, notify our office and we will arrange a time and place for the hearing.  This hearing can be held at an Veterans Administration Regional Office near your location.  You may bring witnesses if you desire and their testimony will be entered into the record.  VA will furnish the hearing room, provide hearing officials, and prepare a transcript or summary of the proceedings.  VA cannot pay any other expenses of the hearing, since a personal hearing is held only upon your request.


Right for Administrative Review.  You have the right to an administrative review of this decision by the Director, Education Service (22) in VA Central Office, Washington, DC.  

Director

Figure 6.05.  Sample Delinquent Certification Termination Letter 

NOTE:  The employer has the right to a hearing and administrative review.  This is not a notice of procedural and appellate rights.  (See par 6.21.) 

SUBCHAPTER IV.  FINANCE PROCEDURES

6.12  ACCOUNTS RECEIVABLE PROCESSING


a.  General.  CPU is responsible for establishing, controlling, and collecting accounts receivable under SMOCTA.  These receivables can be against an employer, a veteran, or both.


b.  Establishing Receivables.  Upon receipt of evidence of an A/R (Accounts Receivable), CPU will:


(1)  Create an Accounts Receivable Record (either VA Form 4-1103A or a PC application record), on the debtor(s).  This record will be completed using either the employer number or the veteran's file number, as appropriate.


(2)  Complete the AR INFORMATION field (type, status, and amount) on the SM2 screen.  At the same time, check the PERCENT OF DISABILITY field on the SM1 screen.  If the receivable is against a veteran who is receiving compensation benefits, record this information on the Accounts Receivable Record.


(3)  The following information reflects all applicable accounts receivable type/status codes and corresponding descriptions:


                        ACCOUNTS RECEIVABLE TYPE AND STATUS CODES
TYPE

(First Character)
DESCRIPTION

1
Employer's Debt (solely at fault)

2
Veteran's Debt (solely at fault)

3
Employer's/Veteran's Debt (both at fault)

4
Tools Overpayment - Employer's Debt

STATUS

(Second Character)
DESCRIPTION

A
Collectable A/R

B
Deduction From Employer Payments on Same Record

C
Deduction From Veteran's Benefit

D
Repayment Plan Established/Cash Collection

E
Waiver/Dispute Pending

F
Appeal Pending With BVA

G
Referred to U.S. Attorney

H
Referred to District Counsel

I
Deduction From Employer's Payment on Other Record

J
Debt Recovered

K
Uncollectable A/R - Reported to GAO

L
Uncollectable A/R - Not Reported to GAO

M
Debt Waived

N
Debt Compromised

O
Collection Action Terminated

P
Undistributed Benefit Payment


(4)  Record the amount of the receivable on the Daily Control Sheet.  See figure 6.06.  Record appropriate cost code data.  Cost code 34 is for benefit payments and cost code 35 is for tools payments.


(5)  Retain the Accounts Receivable Record until after the next day's receivable reconciliation is completed.


c.  Changing Receivable Amounts (No Collections).  Changes in receivable amounts will be posted to the veteran's or employer's A/R Record.  The SM2 screen will be updated by entering the new receivable amount.  The change will also be recorded on the Daily Control Sheet.


d.  Processing Collections.  Accounts receivable actions will depend upon the type and status of the receivable.  Different collection procedures will be followed depending upon the circumstances and against whom the receivable is established:


(1)  Employer (Continuing to Receive Payments).  If an employer is continuing to receive payments on behalf of the same veteran or on behalf of another veteran, these payments may be withheld and applied to any receivable against the employer.


(a)  To effect withholding, change the nine-digit EMPLOYER NUMBER field on the SM2 screen, in the appropriate master record, to "999999999".  This will cause release of a check to the Agent Cashier at the Muskogee RO for the account of the veteran.  No change will be made at this time to the AR INFORMATION field, and no entry will be made on the Daily Control Sheet.  However, the A/R Record will be annotated.


(b)  A letter will be sent to the employer explaining the reason for the withholding and providing dispute rights.


(c)  Shortly after payment processing (around the 15th and the last workday of each month), the Muskogee Agent Cashier will receive a check for each withholding.  Each check will be made payable as follows:



Agent Cashier



A/C (Veteran's Name)



VARO Muskogee



P.O. Box 8484



Muskogee, OK  74402-8484


(d)  All such checks will be deposited on a separate SF 215, Deposit Ticket. 


(e)  If only part of the check is to be applied to a receivable and the remainder is to be refunded, it will be deposited in the station suspense account (36F3875).


(f)  A copy of the original and the confirmed copy of the SF 215 will be forwarded to Hines Finance Division (047F4).  Copies of the original VA Form 4-1027, Field Service Receipt, will be forwarded to CPU.  These forms will be disposed of in accordance with MP-4, Part X, item 5-1c.

                                  Daily Control Sheet




Date________

SF 215 No ___________

SF 1081 No __________

--MASTER RECORD DATA---      --------------------------------------------CHANGES--------------------------------------------------------------

 








       --------OFFSET--------------

 


               COST                                AR DEC

         CASH        EMPLOYER
VET

FILE NUMBER EMPLOYER ID  CODE  AR EST  AR INC (ERROR) WAIVER WRITEOFF COLL  PYMTS PROCEEDS 

Figure 6.06.  Sample Daily Control Sheet


(g)  Match VA Forms 4-1027 to the applicable SM2 screen.


1.  If the A/R amount shown on the appropriate SM2 screen is equal to or greater than the amount shown on VA Form 4-1027, reduce the A/R amount shown on the SM2 screen by the VA Form 4-1027 amount.  Also, enter the amount on the Daily Control Sheet as an A/R decrease due to payment offset, and reduce the receivable on the A/R Record.  If the A/R amount is reduced to zero, change the A/R status to "J" (Debt Recovered).


2.  If the A/R amount is less than the amount shown on VA Form 4-1027, reduce the A/R amount on the SM2 screen to zero, change the A/R status to "J" (Debt Recovered), enter the reduction amount on the Daily Control Sheet as an A/R decrease due to payment offset, and reduce the receivable on the A/R Record.


3.  If the A/R amount was reduced to zero, overlay the "999999999" employer number with the correct employer number shown on the SM2 screen. 


4.  Any withholding amount remaining in 36F3875 after the A/R amount is reduced to zero will represent payment due the employer and will be released in accordance with instructions contained in MP-4, Part V, Chapter 12.

NOTE:  The A/R type and status indicators shown on the SM2 screen should never be deleted when the debt is fully recovered.

(2)  Employer No Longer Receiving Payments.  If the employer is no longer receiving payments on behalf of any veteran, collection action will be taken in accordance with instructions contained in MP-4, Part VIII.


(3)  Veteran Receiving VA Benefits.  If a liable veteran is receiving any type of VA benefit, this benefit may be withheld and applied to a receivable against the veteran because of participation in a job training program under SMOCTA.


(a)  The debtor will be sent FL 4-489, First Demand Letter for All Debts, and the receivable record (VA Form 4‑1103A) will be diaried for 45 days for further action.  A copy of the FL 4-489 will be sent to the RO having jurisdiction over the veteran's claims folder for filing.


(b)  If the debtor responds within 45 days, follow instructions in MP-4, Part I, Chapter 5 before offset.


(c)  If there is no response from the debtor, the receivable will be offset from payments due.  Offset procedures are as follows:


1.  CPU will request the RO having jurisdiction over the claims folder, or the RPO (Regional Processing Office) having jurisdiction over the chapter 30 folder  to process a 63C deduction.


2.  When that RO (or RPO) receives the deduction from Hines, it will be transferred via VA Form 4-4564, Transfer of Disbursing Authority, to RO Muskogee.  This form will be disposed of in accordance with MP-4, Part X, item 2-8.


3.  CPU will apply the withholding to the receivable.  The A/R amount on the SM2 screen will be reduced by the withholding amount.  Enter the collection on the Daily Control Sheet under "Offset, Veteran's Benefits" and reduce the receivable on VA Form 4-1103A.  CPU will prepare VA Form 4-4564 and send the completed form to Hines Finance.


(4)  Veteran Not Receiving VA Benefits.  If the veteran is not receiving benefits under any VA benefit program, collection action will be taken in accordance with instructions contained in MP-4, Part VIII.


(5)  Employer and Veteran Both Liable.  Collection action will be taken simultaneously against both the veteran and the employer.


e.  Processing Cash Collections.  All cash collections on receivables under SMOCTA will be deposited on a separate SF 215, which will be forwarded to Hines Finance.  The individual receipts (VA Form 4-1027) will be used as the source for input in the master record.


(1)  CPU will reduce the receivable on the A/R Record, reduce the amount shown on the SM2 screen in the AR INFORMATION field, and change the status shown in that field, if appropriate.  The DOLLARS REMAINING IN PROGRAM field will be increased by the same amount.


(2)  CPU will then post an entry to the Daily Control Sheet in the Cash Collections column.

6.13  RETURNED CHECK AND PROCEEDS PROCESSING


a.  Establishing Proceeds.  Hines Finance Division will receive a separate SF 1098, Schedule of Canceled Checks, and a listing of returned checks under SMOCTA.  Upon receipt of the SF 1098, Hines Finance Division  will post general ledger entries.  Upon receipt of the returned check listing, Hines Finance Division will take the following actions by the end of the next workday:


(1)  If the SF 1098 equals the returned check listing, record the "proceeds" amount in each master record.  Enter the "proceeds" in each individual master record in the PROCEEDS field, change the status of the record to Code "7" (Suspended), record the date processed on the returned check listing, and note any existing receivable on the returned check listing.  SF 1098 and the returned check listing will be disposed of in accordance with MP‑4, Pt. X, item 5‑1c.  A copy of the returned check listing will be forwarded to CPU.


(2)  SF 1098 and Returned Check Listing not Equal:  Upon receipt of the returned check listing, determine if the total of the list agrees with the recorded SF 1098.  If the listing is less than the SF 1098, prepare and post a Journal Voucher for the difference.  If the returned check listing exceeds the amount of the SF 1098, prepare and post a Journal Voucher for the difference.


(3)  Returned Check Not Applicable to SMOCTA:  If the returned check listing includes a check which is not applicable to funds under SMOCTA, prepare and post a Journal Voucher for the amount of the check.


(4)  Receivable Existing in Master Record:  If there is a receivable existing in the master record at the time that the proceeds amount is input, record that information on the returned check listing.  CPU will apply the proceeds to the receivable, if appropriate.


b.  Processing Proceeds.  Hines Finance Division will send the returned check listing to CPU.  Upon receipt of the returned check listing, CPU will review each record to determine the reason that the check was returned and if payment is proper.  The record will remain in suspense until after new address information or other appropriate information is determined.  If the SM3 screen must be updated, this will be done by the ELR at the station where the employer number was established before clearing the proceeds.


c.  Clearing Proceeds.  CPU will take the following actions to clear proceeds:


(1)  If there is not a receivable existing in the master record, CPU will make any necessary changes to the SM2 screen.  The STATUS field will also be changed from "7" to "5."


(2)  If there is a receivable reflected in the AR INFORMATION field on the SM2 screen that is equal to or less than the amount shown in the PROCEEDS field, reduce the PROCEEDS amount by the A/R amount, reduce the A/R amount to zero, and change the A/R status to "J" (Debt Recovered).  Change the master record STATUS field to "5."


(3)  If the receivable shown in the AR INFORMATION field is more than the amount shown in the PROCEEDS field, reduce the PROCEEDS amount to zero and reduce the A/R amount by the PROCEEDS amount.


(4)  In all cases, post the amount of proceeds applied to the A/R to the Daily Control Sheet and reduce the receivable on VA Form 4-1103A by the same amount.


(5)  Any proceeds shown in the master record on active cases (STATUS "5") will be automatically paid during payment processing.  Proceeds amounts in the master record will be converted to zero by Target.  The amount of proceeds released will be shown on the COIN EDU-640, SMOCTA PROGRAM LISTING OF A/R'S AND PROCEEDS, under "PROCEEDS RELEASED".

6.14  FINANCIAL REPORTS


a.  Manual Reports.  CPU will prepare the reports listed below:


(1)  Quarterly, CPU will summarize the receivable activity for that quarter, showing the number and amounts of outstanding receivables and the number and amount of adjustments, including:  establishments, increases, decreases, cash collections, offsets, waivers and write offs.  These summaries will be developed from the Daily Control Sheets and mailed to VA Central Office, Debt Management Division (047G7), by the tenth work day after the end of the quarter.


(2)  Quarterly, CPU will submit a Report of Aging on Receivables to VA Central Office (047G7).


(3)  Quarterly, CPU will prepare a Quarterly Report of Indebtedness, RCS 04-0455 (VA Form 4-6494), SMOCTA receivables, per instructions in MP-4, Part VIII, Appendix U.  The report will be sent to VACO (047G7).


(4)  Quarterly, CPU will prepare a Department of Justice Debt Collection Report, VA Form 4-5320a, SMOCTA receivables referred to the Department of Justice, per instructions in MP-4, Part VIII, Appendix W.  The report will be sent to VACO (047G7).


(5)  Quarterly, CPU will prepare a Department of District Counsel Debt Collection Report, VA Form 4‑5320b, SMOCTA receivables referred to District Counsel, per instructions in MP-4, Part VIII, Appendix W.  The report will be sent to VACO (047G7).


b.  Automated Reports.  Target will generate the reports listed below after each payment processing run.  Hines will distribute them to CPU and Hines Finance.


COIN EDU 640 - SMOCTA PROGRAM LISTING OF A/R'S AND PROCEEDS


COIN EDU 641 - SUSPENDED MASTER RECORDS FOR SMOCTA


COIN EDU 645 - PAYMENT OVER $2,500 FOR SMOCTA


COIN EDU 646 - SMOCTA MONTHLY PAY STATUS BY EMPLOYER NUMBER


COIN EDU 649 - SMOCTA DELINQUENT CERTIFICATIONS OVER 90 DAYS

                                         DELINQUENT


COIN EDU 650 - SMOCTA TERMINATED RECORDS


COIN EDU 652 - SMOCTA MONTHLY STATUS REPORT


COIN EDU 653 - VETERAN'S SMOCTA COMMITMENTS BY REGIONAL OFFICE


COIN EDU 654 - VETERAN'S SMOCTA COMMITMENTS BY STATE.

6.15  RECONCILIATIONS


a.  Daily Reconciliations.  The Daily Control Sheet will be completed by CPU personnel for submission to Hines Finance Division.


(1)  Whenever an entry is made on the SM2 screen to the AR INFORMATION (amount only) or PROCEEDS fields, this change must be posted to the Daily Control Sheet.  Each column on the control sheet will be totaled daily.


(2)  A copy of the Daily Control Sheet will be E-Mailed to Hines Finance at the end of the day.


(3)  The net daily change in receivables obtained by cross totaling the columnar totals on the Daily Control Sheet will be added to or subtracted from the TOTAL A/RS field shown on the SM2 screen.  This total should equal the TOTAL A/RS field on the SM2 screen at the end of the current day.  If not, CPU will reconcile the accounts.


b.  Monthly Reconciliations.  CPU is responsible for reconciling the individual A/R Records with COIN EDU‑640, SMOCTA PROGRAM LISTING OF A/RS AND PROCEEDS.  If the total of the A/R Records does not equal the total A/R amount shown on the COIN EDU-640, individually review the A/R Records against the listing.


(1)  If the A/R Records are in error, make the necessary corrections.


(2)  If the SM2 screen(s) are incorrect, make the necessary Target adjustments.


(3)  If any adjustment affects an amount previously reported on a Daily Control Sheet, it must be reported to Hines Finance so that any necessary adjustments can be made to the general ledger accounts.

6.16  VERIFICATION OF PAYMENTS


a.  Any payment of more than $2,500 issued to an employer on behalf of a veteran will require verification by CPU for correctness before  releasing the check.


b.  Hines Finance (as well as CPU) will receive COIN EDU-645, PAYMENTS OVER $2,500 FOR SMOCTA.  Upon receipt of this report, CPU will verify any payment(s) listed as being proper for release, if appropriate.


c.  Positive verification of payment must be received by Hines Finance from CPU within the time specified in the data transmission request for verification, or the check will be automatically released.


d.  CPU will annotate their copy of COIN EDU-645 showing actions authorized.  The following assigned reason codes will be used to identify the basis upon which the check is authorized to be released or held:



CODE                               REASON 



    0                   Release check - Payment proper



    1                   Hold check - Payment amount incorrect



    2                   Hold check - Overpayment exists



    3                   Hold check - Other reason 


e.  Any necessary corrections will be made to the SM2 screen.

6.17  FINANCIAL QUALITY REVIEWS


a.  To ensure that changes are not made to a master record without appropriate documentation and approval, records will be selectively reviewed by supervisory CPU personnel.


b.  CPU personnel will review the COIN EDU-649 report.  This report will list (by file number) every master record, reflecting an active status, but which has had no payment released for five months (or three months in the case of monthly certification).  CPU records will be reviewed to determine if there has been a processing error.  If no processing error is evident, the employer will be contacted to determine if the veteran is still employed.  Any necessary corrections will be made to the master record.

SUBCHAPTER V.  MISCELLANEOUS PROCEDURES

6.18  DETERMINATION OF LIABILITY (VETERAN, EMPLOYER OR BOTH)


a.  General.  CPU is responsible for determining whether an overpayment should be created against the veteran, the employer, or both.  The overpayment may be created for several different reasons, including that the veteran is already qualified for the occupation.  If the evidence shows that the veteran withheld or misrepresented information, the overpayment will be created in the veteran's account.  If the evidence shows that the employer's certification was incorrect, the overpayment will be created in the employer's account.  If it is determined that both the employer and the veteran are at fault, the overpayment will be charged against both.  (NOTE:  If the evidence is inconclusive as to whether the overpayment should be created in the veteran's account or against the employer, CPU will request additional information from the RO.  CPU can request that the RO conduct a compliance survey before making the final determination.) 


b.  Administrative Decision.  The determination as to whether an overpayment will be charged against the employer or the veteran (or both) will be made by CPU in a formal administrative decision.  The administrative decision will be prepared by CPU for approval by the equivalent of a section chief and will follow the format shown in M21-1, part IV, paragraph 11.29. 


c.  Notification.  Both the veteran and the employer will be notified of an unfavorable determination.  The veteran is eligible for full appellate rights while the employer only has the right for an administrative review and a personal hearing.  (See par 6.21.)  See chapter 9 for the rights of the veteran and the employer to request a waiver of indebtedness. 

6.19  NOTIFICATION TO EMPLOYERS

CPU will notify all employers (with a copy of each letter being sent to the SCPC) of appropriate issues, including but not limited to the following:


a.  If a veteran is already qualified for the program, including prior training.  (See par. 6.06.)


b.  If a veteran is being placed on a waiting list.  (See par. 6.03.)


c.  If a debt is being created.  (See par. 6.18.)


d.  If training assistance is being discontinued due to delinquent certification.  (See par. 6.11.)

6.20  QUALITY REVIEW 


a.  General.  The reason for the quality review procedures described below is to give the CPU a tool for identifying opportunities for improving the service it provides to the customers (both veterans and employers) of the SMOCTA program.  The CPU may wish to use the data provided from the review to design and conduct an SAO (Systematic Analysis of Operations) for SMOCTA claims processing procedures.  The goal of the quality review is to provide an environment that will encourage the continuous improvement of the quality of the CPU's work.


b.  Case Selection.  A quality review will be conducted on a monthly basis.  Five SMOCTA issues will be randomly selected each week using the Target QCRE system to obtain the monthly sample.  Every issue shown on the QCRE listing should be reviewed.  The review for each month should be completed by the end of the following month.


c.  Case Review

(1)  A separate checklist will be completed for each issue (see figure 6.07).  The checklist is divided into three sections, Identification Information, Administrative Issues, and Customer Services Issues.  The Identification Information section will be completed for all issues reviewed.  Both questions in the Administrative Issues section will be completed for all issues.  In the Customer Services Issues section, answer the questions that apply to the issue under review with a "Yes" or "No" answer.  Questions should be marked "N/A" rather than "No" if they do not apply to the issue under review.


(2)  A "Discussion" paragraph will be inserted after any question that receives a "No" answer.  This paragraph should briefly explain what the error was and describe what the correct action should have been.


d.  Review Procedures.  Additional information about some of the checklist questions is provided as follows:


(1)  The question concerning proper development should be answered "Yes" if the issue did not require development and no development was undertaken.  The development action will not be considered proper, however, unless the appropriate controls were established for the pending development.  The review should include both development by letter and by telephone.


(2)  The question concerning the veteran's eligibility applies only if the issue under review concerns a veteran's application for SMOCTA.


(3)  For the funds availability question to be answered "Yes", the proper waiting list procedures must have been followed.  This question applies only if the issue under review concerns a NOI.


(4)  The payment issue concerns both NOIs and COTs.  It also includes claims for the reimbursement of tools.


(5)  If a claim was disallowed, the eligibility question, the notification question, and the timeliness question should be answered.


e.  Determining the Success Rate

(1)  The success rate for each issue will be computed by dividing the number of questions answered "Yes" by the total number of questions answered either "Yes" or "No".  For example, if five questions were answered "Yes", two questions were answered "No", and two questions were answered "N/A", the success rate would be determined by dividing five by seven.  (The "N/A" answers would not be included in the computation.)


(2)  The success rates for the individual issues will be totaled and divided by the number of QCRE issues reviewed for the month to determine the monthly success rate.  A comparison of the monthly success rates should help the CPU determine if quality improvement efforts are trending in a positive direction.

6.21  APPEALS - CPU ACTIONS


CPU will handle all appeals except for review of program approval decisions and disagreements on tools.  ELRS will handle appeals on these issues.  Employers do not have the same procedural and appellate rights as veterans; they are limited to having the right to a personal hearing and the right for administrative review by the Director, Education Service (225). 

6.22  MASTER RECORD CHANGES


a.  General.  CPU can only purge (delete) a master record in certain circumstances.  See subparagraph b below.  CPU must coordinate directly with ROs, when appropriate, for purges.  CO approval is not necessary for these adjustments.  CPU must only notify affected veterans and employers when making these adjustments affects the veteran or the employer as well.

QUALITY CHECKLIST

(SMOCTA ISSUES)

I.  IDENTIFICATION INFORMATION

A. Station  xxx
B. C# xxx xx xxxx
C. Date on QCRE  xxxxxx
D. End Product  xxx
E. Review Date  x/93
F. Employer #          
G. Reviewer  XXX
               II.  ADMINISTRATIVE ISSUES (NOT SCORED)

Yes
  No 
             N/A

A.  Was the action document of record?



             
B.  Was the end product properly claimed?


             
III.  CUSTOMER SERVICES ISSUES (SCORED)

A.  Was development done properly?



             
B.  Was the correct decision made about the veteran's

eligibility for SMOCTA benefits?



             
C.  Was the funds availability determination correct?


             
D.  Was the decision about veteran's employment in

an approved program correct?




             
E.  Was the decision about credit for the veteran's

prior training correct?





             
F.  Were concurrent education benefits issues

properly resolved?






             
G.  Was the payment (amounts and dates) correct?

             
H.  Were the veteran, employer, and other interested

parties properly notified about the decision?

             
I.  Was the claim processed within seven calendar

days of: the receipt of the claim; the receipt of

an acceptable reply to required development; or

the suspense date (if developed and no reply is

received)?






             
Figure 6.07 Sample SMOCTA Quality Checklist


b.  Veteran Record Purges.  CPU should request that Education Systems Staff (224A) purge a veteran's master record.  CPU should see paragraph 1.23 for any purge requests.


(1)  CPU should only purge a SMOCTA master record when it is created in error or under the wrong file number, and only then if payments have not been made under that file number.  In this event, CPU will then establish a record under the correct file number.  If the veteran has an unexpired C/E and has not been employed (these cases would show a status code of "2-CERT/ELIG ISSUED), CPU will advise the veteran by letter to change the file number on the C/E.  If the status code is "4-INTENT/EMPL RECVD" or "5-COT RECVD", CPU must advise both the veteran and the employer to use the correct file number.


(2)  CPU cannot purge a SMOCTA master record when it is created in error or under the wrong file number if payments have been made under that file number.  In this event, CPU will then continue to use the record under the incorrect file number and will advise the veteran and the employer to continue to use the incorrect file number.


c.  Employer Record Purges.  CPU (or an ELR) can request that Education Systems Staff (224A) purge an employer's master record (SM3 screen) if that employer's master record was created in error.  CPU (or an ELR) should see paragraph 1.23 for any purge requests.

6.23  CONTACTS WITH PRIVATE ATTORNEYS


a.  General.  In some cases, a power of attorney may restrict VA's right to communicate directly with the veteran.  See M21‑1, part III, paragraphs 12.23 and 12.24.  The following are different ways CPU may learn that contact is restricted:


(1)  The attorney can submit a declaration of representation with the veteran's Application for a Certificate of Eligibility or at any other time.


(2)  The CPU is prevented from processing a COT  or NOI because  Target has a level  8 security level.  


b.  CPU Actions.  CPU may be prevented from contacting the veteran directly due to the private attorney's declaration of representation.  However, most CPU contacts are not with the veteran but with the veteran's employer.  Also, the Certificate of Eligibility is a "decision notification" as stated in M21-1, paragraph 12.23.  CPU should be sure to send a copy of the Certificate of Eligibility to the veteran's private attorney.


(1)  If CPU is prevented from processing a COT or NOI because Target has a security level 8, CPU should contact the Muskogee station security and obtain level 8 access.  


(2)  After receiving this access, review the veteran's Target records and determine what regional office has jurisdiction over the claims, education,  or chapter 30 folder.  Contact that office and determine the reason for the sensitive level 8.  If the reason for the sensitive level 8 is a restrictive power of attorney, have that office fax a copy of the declaration of representation.  Having a copy of this declaration in the JOBS folder should prevent contacts with the veteran for a restrictive power of attorney.  Also, enter "PRIVATE ATTORNEY CASE" into the message field in the bottom of the SM2 screen.


(3)  If a restrictive power of attorney exists, send any letters to the veteran to the private attorney.  However, send decision letters to both the veteran and the private attorney.


(4)  During normal review while processing a Certificate of Eligibility, NOI, or COT, CPU may notice a Compensation and Pension Target record showing a power of attorney code 66.  This power of attorney code also can represent a restrictive power of attorney (the Target record may not have to have a sensitive level 8).  If CPU determines that a master record has power of attorney code 66, follow the procedures specified in subparagraph (2) above except for the sensitive level 8 procedures.  


c.  Coordination.  If CPU encounters a case involving restricted contact of a veteran due to the private attorney's declaration of representation, and the above procedures are not sufficient to deal with this very complex area, CPU should call the Education Procedures Staff (224B).

6.24  WAIVER OF CASE MANAGER 


a.  General.  Paragraph 1.14 contains information concerning the requirement for assigning a case manager to each SMOCTA trainee.  This paragraph also lists when assignment of a case manager is not necessary.  VA can accept the recommendation of a DVOP (Disabled Veterans' Outreach Program specialist) or LVER (Local Veterans' Employment Representative).  VA may also determine that a case manager is not required if the employer has an appropriate and effective employee assistance program or if the success rate of the employers' training program is 60% or higher.  


b.  DVOP/LVER Request Waiver.  If a DVOP/LVER feels that a particular individual does not require a case manager, the DVOP/LVER must originate the request, must state positively that "there is no need for a case manager", and submit a short statement to support the recommendation.  The DVOP/LVER must also submit supporting documentation as stated in paragraph 1.14.


c.  Point of Contact for DVOP/LVER Requesting Waiver.  The DVOP/LVER may send a request for waiver of a case manager to the CPU or to the local ELR.  CPU or the local ELR may grant or deny the waiver.  If any necessary development is necessary, CPU will coordinate with the local ELR.  In this instance, the ELR will make the waiver decision after receipt of information from the development action.


(1)  If the DVOP/LVER submits the recommendation directly to CPU and CPU grants the waiver, CPU files the recommendation in the veteran's SMOCTA folder.  CPU will then advise the appropriate ELR that the veteran has been recommended for training without a case manager and request that the ELR note this in the program approval file.


(2)  If the DVOP/LVER submits the recommendation directly to the ELR at the local regional office, and the ELR grants the waiver, the ELR annotates the recommendation as approved, notes it in the program approval file and forwards the documents to CPU for filing in the veteran's SMOCTA folder.


d.  Granting of Waiver.  If CPU receives a request for waiver of a case manager from DVOP/LVER personnel, the CPU will grant it unless CPU has evidence that refutes the DVOP/LVER's recommendation.  If the ELR receives a request for waiver of case manager from DVOP/LVER personnel, the ELR will grant it unless the ELR has evidence that refutes the DVOP/LVER's recommendation.  Send a copy of the notice granting the waiver to the address shown in subparagraph f.


e.  Denial of Waiver.  If CPU receives a request for waiver and , after reviewing the evidence, determines that a case manager may not be waived, CPU must immediately notify the DVOP/LVER who requested the waiver.  Send a copy of this denial notice as stated in subparagraph f.


f.  Notice of Granting or Denial of Waiver.  The approving authority (CPU or the ELR) will send a copy of the letter granting or denying a waiver to the SCPC.  Also send a copy to DOL at the following address:

Assistant Secretary for Veterans' Employment and Training

ATTN: Office of Veterans' Employment, Reemployment and Training

United States Department of Labor

200 Constitution Ave., NW

Washington, DC 20210

STATUS CODES

The following is a list of all applicable status codes for SMOCTA.  When attempting to change the status of any record, CPU must be certain that the change is proper.

0-DISALLOWED
If the veteran does not meet the


requirements of the law, Target will assign


this code to the record.  CPU personnel are


prohibited from making any entries to the


STATUS field if this code is shown.

1-APPL/RENEW RECVD
If applicable, Target will assign this code


immediately when the SM1 screen is


entered.  This code indicates that Target


will issue a C/E to the veteran during the


next weekly batch processing.

2-CERT/ELIG ISSUED
Bi-weekly batch processing will issue


C/E's.  During this run, any record in status


code 1 will have a C/E issued.  Target will


then change the status code from 1 to 2.

3-CERT/ELIG EXPIRED
180 days after issuance, the C/E will expire.


During scheduled payment processing, any


record in status code 2 for more than 180


days will be automatically converted to


status code 3 to reflect expiration of the


C/E.

4-INTENT/EMPLOY RECVD
Whenever an NOI is approved and


processed at CPU, the individual


completing the SM2 screen will enter code


4 in the STATUS field.

5-COT RECVD-ACTIVE
Upon receipt and processing of the COT at


CPU, the individual completing the SM2


screen will enter code 5 in the STATUS


field.  This is the ONLY status code which


will generate payment to the employer.


CPU personnel will be prohibited from


changing this field if code 5 is shown.

6-PAYMENT MADE
The payment processing run will look for


any record in status code 5.  Payment will


be generated and the code will be converted


to 6.  CPU may also enter code 6 if


correction is being made to existing hours


which will result in the creation of an


overpayment.

7-RECORD SUSPENDED
CPU and Hines Finance personnel may


find it necessary to place a record in


suspense to prevent further payment.


Likewise, field station personnel may wish


to have a record suspended for various


reasons (e.g., veteran already qualified,


employer approval questioned, etc.).  Field


station personnel will contact CPU and


request that a record be placed in suspense.


CPU will enter code 7 in the STATUS field to so 
indicate.

8-RECORD TERMINATED
This code can either be generated by Target


or entered by CPU.  If there is an alpha


character (A through H) in the


TERMINATE field during scheduled


payment processing, Target will update the


record to status code 8.  CPU may also


enter a code 8 to terminate a record when a


termination is in order and no further


payment is due the employer.

A-PURGE RECORD
Only CPU personnel will have the


authority to purge a record.  A record


CANNOT be purged if a payment has been


made on it.
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