Income Classification and Counting Procedures
Instructor Lesson Plan

Time Required: 2.5 Hours

Table of Contents

1Table of Contents


2Lesson Description


4Introduction to Income Classification and Counting Procedures


6Topic 1: Income Classifications


6Countable Income Refresher


6Income Classifications


8Topic 2: Income Counting Procedures


8Income Counting Procedures


8Nonrecurring Income


8Recurring Income


9Discussion


9Irregular Income


10Short-term Income


10“Hard to Classify” Income


12Income May Be Reclassified


12Date of Receipt Not Known


12Additional Information


12Job Aid


14Practical Exercise


15Lesson Review, Assessment, and Wrap-up




	Lesson Description

	The information below provides the instructor with an overview of the lesson and the materials that are required to effectively present this instruction.

	TMS #
	3834221

	Prerequisites
	Prior to this lesson, the PMC Veteran Service Representatives (VSRs) should have completed the following lessons:

· Acronyms and Terminology

· Structure of VA

· Life of A Claim

· C&P Homepage and References

· Introduction to Disability Pension

· Power of Attorneys and Service Organizations

· Introduction to Computer Programs

· End Products & Claim Recognition

· Claims Establishment
· Types of Income

	target audience
	The target audience for Income Classification and Counting Procedures is PMC VSR. 

Although this lesson is targeted to teach the PMC VSR employee, it may be taught to other VA personnel as mandatory or refresher type training.

	Time Required
	2.5 hours

	Materials/
TRAINING AIDS
	Lesson materials:

· Counting Income and Income Adjustments PowerPoint Presentation

· Counting Income and Income Adjustments Student Handout Packet

	Training Area/Tools 
	The following are required to ensure the students are able to meet the lesson objectives: 

· Classroom or private area suitable for participatory discussions

· Seating, writing materials, and writing surfaces for trainee note taking and participation 

· Trainee Handout Packet, which includes a practical exercise

· Large writing surface (easel pad, chalkboard, dry erase board, overhead projector, etc.) with appropriate writing materials

· Computer with PowerPoint software to present the lesson material

Students require access to the following tools: 

· VA TMS to complete the assessment

	Pre-Planning 


	· Become familiar with all training materials by reading the Instructor Lesson Plan while simultaneously reviewing the corresponding PowerPoint slides. This will provide you the opportunity to see the connection between the Lesson Plan and the slides, which will allow for a more structured presentation during the training session. 

· Become familiar with the content of the trainee handouts and their association to the Lesson Plan. 

· Practice is the best guarantee of providing a quality presentation. At a minimum, do a complete walkthrough of the presentation to practice coordination between this Lesson Plan, the trainee handouts, and the PowerPoint slides and ensure your timing is on track with the length of the lesson. 

· Ensure that there are copies of all handouts before the training session.

· When required, reserve the training room.

· Arrange for equipment such as flip charts, an overhead projector, and any other equipment (as needed).

· Talk to people in your office who are most familiar with this topic to collect experiences that you can include as examples in the lesson. 

· This lesson plan belongs to you. Feel free to highlight headings, key phrases, or other information to help the instruction flow smoothly. Feel free to add any notes or information that you need in the margins. 

	Training Day 


	· Arrive as early as possible to ensure access to the facility and computers. 

· Become familiar with the location of restrooms and other facilities that the trainees will require. 

· Test the computer and projector to ensure they are working properly. 

· Before class begins, open the PowerPoint presentation to the first slide. This will help to ensure the presentation is functioning properly. 

· Make sure that a whiteboard or flip chart and the associated markers are available.

· Provide a sign in sheet and at the conclusion of the session, ensure that all trainees sign in. 


	Introduction to Income Classification and Counting Procedures

	INSTRUCTOR INTRODUCTION
	Complete the following:

· Introduce yourself

· Orient learners to the facilities

· Ensure that all learners have the required handouts

	time required
	2.5 hours

	Purpose of Lesson

Explain the following:

	This lesson is intended to instruct the students on how to properly classify and count income for VA purposes. This lesson will contain discussions and exercises that will allow you to gain a better understanding of: 
· Income Classifications
· Income Counting Rules

	Lesson Objectives

Discuss the following:
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 Handout 2
	In order to accomplish the purpose of this lesson, the PMC VSR will be required to complete an assessment that covers the following lesson objectives: 

The PMC VSR will be able to:  

· Given references and the Student Handout Packet, identify the four income classifications, with 85% accuracy.

· Given references Student Handout Packet, correctly count income based on its classification, with 85% accuracy.

	Explain the following:
	Each learning objective is covered in the associated topic. At the conclusion of the lesson, the learning objectives will be reviewed. 

	Motivation
	A Veteran who was in receipt of non-service connected pension benefits and had a running award since 2005 was being paid benefits based on $0 IVAP. The Veteran submitted a claim to inform the VA that he was now working and he earned $8.00 an hour. The VSR did not have enough information to adjust his benefit so she called the Veteran to find out the following:

· When he was first paid

· How many hours he work per week

The VSR intended to use this information to determine the effective date to begin counting the Veteran’s wages on an on-going, open-ended basis. When the VSR spoke with the Veteran, she discovered the Veteran was no longer working. The Veteran indicated that he only worked for two months. The VSR confirmed the Veteran was first paid on 03-05-11 and was last paid on 05-20-11 and his total gross wages for that period was $2,560. The VSR adjusted the Veteran’s benefit effective 04-01-11 to calculate his IVAP at $2,560 and removed this income effective 04-01-12 since the Veteran was no longer working.

It is important to consider the Veteran’s employment status and all forms of income when counting income and determining the need for adjustments. This will ensure the Veteran receives the proper payments in a timely manner. 

	STAR Error code(s)
	The Systematic Technical Accuracy Review (STAR) Program reviews cases and considers them either “accurate” or “in error” for the purpose of measuring technical accuracy. The following are examples of errors called during the 2011 STAR review.

Please discuss the common errors with the students:

· Income incorrectly counted



	References
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 Handout 3
	Explain where these references are located in the workplace.
· 38 CFR 3.271 – Computation of Income

· 38 CFR 3.272 – Exclusions from Income

· M21-1MR.V.iii.1.E.32-34 – Basic Rate Determinations

· Rate Table

· Types of Income training materials


	Topic 1: Income Classifications

	Introduction
	This topic will allow the student to gain a better understanding of the requirements to properly classify various types of countable income.

	Time Required
	.75 hours

	OBJECTIVES/
Teaching Points


	Topic objective:

· Given references and the Student Handout Packet, identify the four income classifications, with 85% accuracy.
The following topic teaching points support the topic objectives: 

· Countable Income Refresher

· Income Classifications

	Countable Income Refresher 

Slide 4
	38 CFR 3.271(a) states:

Payments of any kind from any source shall be counted as income…unless specifically excluded under 38 CFR 3.272.

	Check Comprehension
Slide 5
	Ask students the following questions to get them thinking about countable income. This should be a brief discussion. 

1. Name two types of income that is countable.

2. Name two types of income that is not countable.

	NOTE(S)
	Inform the students that the Types of Income training materials contain additional information on countable income.

	Income Classifications
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Handout 4
	The four classifications of income are:

· Nonrecurring Income

· Recurring Income

· Irregular Income

· Short-Term Income

	Nonrecurring Income 
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Handout 4
	Nonrecurring income is a one-time receipt of income.

Examples:

· Lump sum Social Security retroactive payment

· Inheritance 

· Gambling winnings

	Recurring Income
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Handout 4
	Recurring income is received on a regular basis, in regular amounts. 
This income must be counted for at least 12 months on the award to be classified as recurring income.

Examples:

· Social Security benefits

· Civil Service benefits

· Wages

· Military Retired pay benefits

	Irregular Income
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Handout 4
	Irregular income is income that is received several times during an income reporting period. It is usually in irregular amounts and at irregular intervals.

Examples:

· Interest income

· Wages from odd jobs (e.g. babysitting, grass-cutting)

	Short-Term Income
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Handout 5
	Short-term income is a type of income that is not counted on the VA award for at least 12 months.

Example: The Veteran has wages and is laid off after working only 6 months.



	Exercise
Handout Attachment A



	Allow the students 10 minutes to complete Attachment A: Exercise 1 in the Student Handout Packet. Review the correct responses. 
Response

Type of Income

Definition/Description

B

Nonrecurring Income

The Veteran earns wages from a job but is laid off after only 3 months on the job.
C

Recurring Income

The Veteran’s mother passes away and he receives a one-time, lump sum payment.
D

Irregular Income

The Veteran receives a monthly social security check. 
A

Short-Term Income

The Veteran is a handyman but works only when his neighbor needs her garage cleaned out or shelves installed.



	Topic 2: Income Counting Procedures

	Introduction
	This topic will allow the student to properly count income based on its classification.

	Time Required
	1 hour

	OBJECTIVES/
Teaching Points


	Topic objective:

· Given references Student Handout Packet, correctly count income based on its classification, with 85% accuracy.

The following topic teaching points support the topic objectives: 

· Incoming Counting Procedures
· Nonrecurring Income
· Recurring Income
· Irregular Income

· Short-term Income

· “Hard to Classify” Income

	Income Counting Procedures
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Handout 6
	Income is annualized to determine the Veteran’s entitlement to pension benefits. Generally, income must be counted for at least 12 months.  

1. First, classify the income.
2. Second, determine how to count it based on the classification.

	Nonrecurring Income
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Handout 6
	To count nonrecurring income, do the following: 
Count for 12 months from the 1st of the month after receipt.



	Discussion
Slide 12-13
Handout 6
	Allow the students a few moments to read the example and then conduct a discussion to ensure the students understand how to count nonrecurring income. 

Example:  A surviving spouse received a Social Security lump sum retroactive payment on 10-15-11. 
Explanation: This income is countable effective 11-01-11. Remove this income effective 11-01-12.

	Recurring Income
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Handout 6
	Count recurring income on an open-ended basis from the first day of the month after the month, which the recurring income was first received.

	Discussion

Slide 14-15
Handout 6


	Allow the students a few moments to read the example and then conduct a discussion to ensure the students understand how to count recurring income. 
Example 1: The Veteran began receiving monthly retirement income of $550 effective 06-03-12. 
Explanation: Recurring income is countable effective 07-01-12. 

Example 2: A surviving spouse reports that she began working a part-time job on 3-5-12 and works 10 hours per week @ 7.50 per hour. She received her first check on 3-19-12. Recurring income of $3,900 is countable effective 4/1/12. 

Explanation: $7.50 hr x10 hrs/wk x 52 wks/year = $3,900.

	Stop Receiving 
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Handout 6
	If the beneficiary has been in receipt of recurring income for more than 12 months and that income is stopped, we remove the income the first of the month after the income stopped. 



	NOTE(S)
	Remind the students of the definition of recurring income as it relates to “stop receiving”. 

	Discussion
Handout 6

Slide 16-17
	Allow the students a few moments to read the example and then conduct a discussion to ensure the students understand how to count recurring income. 

Example 1: The Veteran has been working for two years and earns $7,000 annually. He reports on 10-15-12 that he quit his job. 

Explanation: Remove the recurring income of $7,000 effective 11-1-12

	Irregular Income
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Handout 6
	Irregular income is counted over the duration of the EVR reporting period.

However, there are additional rules to consider:

· When irregular income is initially received, count it for 12 months from the first of the month after the month it was initially received.

· Count the lesser amount during any overlapping periods. 

	Short-term Income
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Handout 7
	To count short-term income, do the following

Count for 12 months from the 1st of the month after the month in which it was received.

	Discussion
Slide 19-20
Handout 7
	Allow the students a few moments to read the example and then conduct a discussion to ensure the students understand how to count short-term income. 

Example: A Veteran with a running award started receiving wages of $400 per month effective 09-03-11. The Veteran has no other income. The Veteran’s award was adjusted effective 10-01-11 to count $4,800 on an open-ended basis. The Veteran  loses his job and he states that he was terminated and his last check was received on 06-03-12. He earned a total of $2,800.

Explanation: Count $2,800 effective 10-01-11 and remove this income effective 10-01-12.

	“Hard to Classify” Income
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Handout 7
	Not all income will fit neatly into one of the four income classifications. When this occurs, it is considered, “Hard to Classify” Income. 



	Discussion
Slide 22
Handout 7
	Allow students a few moments to read the example and then conduct a discussion to ensure the students understand how to count hard to classify income. 

Example: A surviving spouse does occasional seasonal labor and receives four $800 checks during the 12-month reporting period. Is it counted as 4 instances of nonrecurring income with 4 separate income adjustments? Or is it lumped together and counted as irregular income for the EVR period?

	Discussion – (Continued)
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Handout 7
	Explanation: It is your judgment call. The important principle to remember is that all income must be counted for at least 12 months. 

But there is an exception to the general rule that income must be counted for at last 12 months. For example, 


When a dependent with income is removed from the award, the dependent’s income is removed with the dependent even if this means that the income is counted for fewer than 12 months.

	Check Comprehension
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	Allow students a few moments to read the scenario, and then ask the questions below. 

Scenario 1:

Veteran with a running award, reports that his monthly Social Security benefits are starting effective 11-27-11.

1. What type of income is this?  

2. Response: Recurring income

3. When do you start counting this income? 

Response: 12-01-11
4. When is this income removed? 
Response: It is not removed. It is counted on open-ended basis.

	Check Comprehension
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	Allow students a few moments to read the scenario, and then ask the questions below. 

Scenario 2:

A surviving spouse with a running award, reports that she received an inheritance of $2,000 on 09-03-12.

1. What type of income is this? 

2. Response: Nonrecurring income

3. When do you start counting this income? 
Response: 10-01-12
4. When is this income removed? 
Response: 10-01-13

	Check Comprehension
Slide 25
	Allow students a few moments to read the scenario, and then ask the questions below. 

Scenario 3 

Surviving spouse reports that she began working on 6-03-13 and she earns $400 per month. She also reports that she received her first check on 6-17-13.

1. What type of income is this?
Response: Recurring income

2. When do you start counting this income? 
Response: 7-01-13

3. What amount do you count? 
Response: $4,800

4. When do you remove this income? 
Response: Counted on a open-ended basis

	Income May Be Reclassified
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Handout 6
	The most common instance of when income may be reclassified is:

Income that is initially classified as recurring income may be reclassified as irregular after the fact.

	Discussion
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Handout 7-8
	Allow students a few moments to read the example and then conduct a discussion to ensure the students understand how to reclassify income.  

Example: A surviving spouse's original award is payable from 11-27-11. The surviving spouse reports anticipated earnings of $500 per month. The award is made based on IVAP of $6,000 (recurring income). On 05-10-12, the surviving spouse calls in to report the following: 

· She was terminated on 01-11-12 and she earned a total of $1,000 from her job. 

· She began receiving unemployment benefits on 02-06-12  in the amount of $500 per month 

· On 04-01-12, her unemployment benefits were terminated and she received a total of $1,000 in unemployment benefits 

· She earned a total of $400 for a babysitting job she worked from 04-13-12 through 05-06-12 and,

· Effective 05-07-12, she is presently unemployed. 

· Total income from 11-27-11 through 05-06-12 was $2,400.

	Discussion

Slide 28
	Explanation: Reclassify the recurring income to irregular income and do the following: 
1. Change the IVAP to $2,400.00 effective 12-01-11 and 
2. Remove this income effective 12-01-12.

	Date of Receipt Not Known
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Handout 8
	For original and reopened awards, if the date of receipt of income is not known, count the income from the effective date of the award.

For running awards, we need to know at least the month during which the income started, stopped, or changed. 

	Additional Information
Slide 30


Handout 8
	When counting income, remember the following: 

· Income received before the date of entitlement is not countable.

· In death cases, income received before the date of the Veteran’s death is not countable. 


	Job Aid

Handout 9
	Inform the students that the Job Aid: Classification & Counting Chart in the Student Handout Packet can be used as a quick reference guide when they return to the workplace. 

	Regional Office Specific Topics
	At this time add any information pertaining to:

· Station quality issues with this lesson

· Additional State specific programs/guidance on this lesson


	Practical Exercise

	Time Required
	.50 hours

	EXERCISE
	Instructions: Have the students answer the questions.

· Walk around the room and provide feedback and guidance as required. 

· Review the correct responses.

Ask if there are any questions about the information presented in the exercise, and then proceed to the Review.


	Lesson Review, Assessment, and Wrap-up

	Introduction

Discuss the following:


	The Income Classification and Income Counting Procedures lesson is complete. 

Review each lesson objective and ask the trainees for any questions or comments.

	Time Required
	.25 hours 

	Lesson Objectives
	You have completed the Income Classification and Counting Procedures lesson. 

The students should be able to:  

· Given references and the Student Handout Packet, identify the four income classifications, with 85% accuracy.

· Given references Student Handout Packet, correctly count income based on its classification, with 85% accuracy.

	Assessment 


	The assessment will allow the participants to demonstrate their understanding of the information presented in this lesson.

Remind the students that they will not receive credit for this lesson until the Level 1 and Level 2 assessments have been completed in the TMS. 
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