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Lesson Overview
	Topic
	Description

	Time Estimate:
	1 hour

	Purpose of the Lesson:
	The purpose of this lesson is to provide the Regional Processing Offices (RPO) the procedures needed to review Colmery Housing Relief claims under a consolidated equitable relief package and submit approvals to the Secretary of Veterans Affairs (SecVA) for consideration.

	Prerequisite Training Requirements:
	None

	Target Audience:
	This lesson is designed for the following audiences:
· Veterans Claims Examiners 

	Lesson References:
	· Procedural Advisory: Colmery Housing Relief for Section 501

	Lesson Objectives:
	After you have completed the Processing Housing Relief Requests for Colmery Cases Presentation, you will be able to:
· Identify and process claimants who have submitted a request for Colmery Housing Relief under Section 501/107
· Submit approvals via SharePoint to the Quality Assurance Team (QAT) in Education Service for consideration by the Secretary of Veterans Affairs (SecVA).
· If denied, notify the claimant of denial of their housing relief request. 
· If approved by the SecVA, process the approval and notify the claimant of the approval.

	What You Need:
	Processing Housing Relief Requests for Colmery Cases Training Presentation

	Post Training Requirements:
	Upon completion of the classroom portion of the lesson, participants are required to complete an online lesson assessment and survey in Talent Management System (TMS). 
To demonstrate successful completion of the lesson participants must pass the assessment with a score of at least 80%.
Participants must also complete the online survey to earn credit for completion of the lesson.

























	PowerPoint Slides
	Instructor Activities
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	DISPLAY slide 1. “Processing Housing Relief Requests for Colmery Cases”
INTRODUCE yourself as the instructor and fellow instructors (if any).
INTRODUCE the lesson.
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	DISPLAY slide 2. “Overview”
EXPLAIN The purpose of this lesson is to provide the Regional Processing Offices (RPOs):
· Procedures for processing Colmery Housing Equitable Relief requests;
· Documentation to be submitted to Education Service after processing is completed;
· Procedures for paying the request upon approval by the Secretary of the VA; and 
· Guidance on the notification to beneficiaries regarding the decision. 
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	DISPLAY slide 3. “Lesson Objectives”
EXPLAIN That you will go over how to:
· Identify beneficiaries who have submitted a request for Colmery Housing Equitable Relief under Section 107/501.
· Process and submit housing equitable relief requests via SharePoint to the Education Service Quality Assurance Team (QAT) for consideration by the Secretary of Veterans Affairs (SecVA).
· Process the equitable relief housing payment once approved by the SecVA
· Notify the claimant of the decision in response to the housing equitable relief request.
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	DISPLAY slide 4. ”Background”
INFORM the class that the per Procedural Advisory “Colmery Housing Relief for Section 501” LTS was modified to reflect DoD rates as a result of Section 501 of the Colmery Act
EXPLAIN this change resulted in some claimants seeing their MHA decrease 
EXPLAIN this program is a temporary plan to assist the claimants transition from the old MHA rate to the new rate based on the Colmery change
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	DISPLAY slide 5 “Application Process”
SHOW the class what the Colmery Housing Request form looks like 
EXPLAIN that a Colmery Housing Request should be completed on this Housing Relief Request Form (VA Form 22-10204)
REMIND the class that a request can only be processed if the VA Form 22-10204 is on file
INFORM the class that this form can be submitted through three different possible sources:
· The GI Bill Oracle System (formerly Right Now Web (RNW))
· The Education Call Center 
· Forms mailed directly to the RPOs and received by Upstream for intake. 
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	DISPLAY slide 6 “Claim Process”
EXPLAIN that you will now be going over the steps that need to be taken once a VA Form 22-10204 is received
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	Display slide 7 “Claim Process”

EXPLAIN that once a request has been identified as a Housing Relief request, the following steps should occur:
· Request captured into TIMS and labeled COLEREL using the description “Colmery MHA Relief Request” in the Remarks Field
· The token should then be routed to the EQRCOLMERY queue either manually or by TIMS
EXPLAIN that a specialized team should process these requests 
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DISPLAY slide 8 “Claims Process”

EXPLAIN that before processing the request, the “Section 501 Overpayment All” spreadsheet should be reviewed to see if claimant’s name is on it

EXPLAIN that if the claimant’s name is on the list, it is okay to process the request for equitable relief

EXPLAIN that if the claimant’s name is not on the list, VCE must determine if the criteria for a 501 adjustment has been met. If so,  VCE can continue with processing the request
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DISPLAY slide 9 “Claims Process”

EXPLAIN how claimants not on the “Section 501 Overpayment All” spreadsheet could still be entitled to housing relief if they meet the criteria found on this slide
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	DISPLAY slide 10 “Claims Process”

INFORM the class that if the claimant cannot be identified as having been affected by a 501 adjustment, deny their request. 

Do not grant appellate rights. 
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	DISPLAY slide 11 “Claims Process”

EXPLAIN this is a sample copy of the denial letter that is sent if the claimant does not meet the eligibility requirements for housing relief.
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	DISPLAY slide 12 “Claims Process”

EMPHASIZE that appellate rights should not be given.  

INFORM the class no EP credit should be taken but that they can deduct the time they took for processing the denial. 
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	DISPLAY slide 13 “Claims Process”

EXPLAIN If a request for housing equitable relief is received, but there is no Spring 2020 enrollment is on file, the claimant must be advised no action can be taken on their request.

REMIND the class not to give appellate rights and no EP credit can be taken.

EXPLAIN Deductible time may be granted with supervisory approval for the processing of the delay. 
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	DISPLAY slide 14 “Claims Process”

EXPLAIN this is a sample copy of the letter that is sent when the claimant’s Spring 2020 term has not been processed yet. 
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DISPLAY slide 15 “Claims Processing”

EXPLAIN that if the claimant has multiple or overlapping Spring 2020 terms, only the first one will be considered

INFORM the class that this provision ends July 31, 2020 and after this date, claimants will no longer receive the higher “protected” rate 
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DISPLAY slide 16 “Claims Process”

INFORM the class that once it is determined the claimant has been affected by the 501 housing change, they would need to complete a Calculations Audit Sheet using their available audit worksheet

EXPLAIN that the worksheet will need to be used to compare the new housing rate vs. the prior housing rate. 
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DISPLAY slide 17 “Claims Process”

DISCUSS what information should be input on the audit worksheet 

ADVISE the class that the information on the spreadsheet is then added to the Colmery Tracker that will be forwarded to Education Services and that a copy of the spreadsheet should captured into the claimant’s TIMS file

EXPLAIN That the Tracker that needs to be updated will be labeled as “Colmery Tracker – Updated 022420”
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DISPLAY slide 18 “Knowledge Check”

INFORM the class that you will now have a knowledge check to go over what they have learned so far.
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DISPLAY slide 19 “Knowledge Check”

ASK class, based on the scenario on this slide, what enrollment period would be eligible for Colmery Relief? 



	[image: ]
	
DISPLAY slide 20 “Knowledge Check”

DISCUSS the answer to the Knowledge Check

ASK if there are any questions about what has been discussed so far before moving on to the next topic
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DISPLAY slide 21 “Example”

EXPLAIN that you will now go over an example case where the claimant is eligible for Colmery Relief
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DISPLAY slide 22 “Example”

DISCUSS why the claimant is entitled to Colmery Relief based on the scenario shown on this slide. 
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DISPLAY slide 23 “Example”

DISCUSS what actions the student should take after determining the claimant is entitled to Colmery Relief. 

	[image: ]
	 
DISPLAY slide 24 “Example”

DISCUSS what action should be taken after the spreadsheets are completed. 

EXPLAIN if the claimant is not eligible for Colmery Relief, there is a separate tab on the Colmery Tracker that needs to be completed. 
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DISPLAY slide 25 “Example”

EXPLAIN this is a sample of the Colmery Tracker that is to be completed and forwarded to Eductation Services on a bi-weekly basis

NOTE that eact RPO has their own tab to complete and that all denials will be input on the same tab
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DISPLAY slide 26 “Scenarios”

EXPLAIN that these next several slides will go over different scenarios that the processor may come across. 
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DISPLAY slide 27 “Scenarios”

DISCUSS the scenario found on this slide

EXPLAIN how the decision was reached
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DISPLAY slide 28 “Scenarios”

DISCUSS the scenario found on this slide

EXPLAIN how the decision was reached
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DISPLAY slide 29 “Scenarios”

DISCUSS the scenario found on this slide

EXPLAIN how the decision was reached
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DISPLAY slide 30 “Scenarios”

DISCUSS the scenario found on this slide

EXPLAIN how the decision was reached
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DISPLAY slide 31 “Scenarios”

DISCUSS the scenario found on this slide

EXPLAIN how the decision was reached
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DISPLAY slide 32 “Scenarios”

DISCUSS the scenario found on this slide

EXPLAIN how the decision was reached
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DISPLAY slide 33 “Scenarios”

DISCUSS the scenario found on this slide

EXPLAIN how the decision was reached
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DISPLAY slide 34 “Final Steps”

EXPLAIN that you will now discuss what happens after the Colmery Tracker is completed and forwarded to Education Services
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DISPLAY slide 35 “Final Steps”

EXPLAIN that since no actual award action has been taken yet, no EP credit can be taken and the processor will need to deduct the amount of time they spent working on the project. 

EXPLAIN that once the Secretary of the VA approves the cases, the processors who work the awards in BDN, will then be able to take End Product credit for the station and themselves. 
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DISPLAY slide 36 “Final Steps”

EXPLAIN what information needs to be captured into TIMS. 
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DISPLAY slide 37 “Final Steps”

EXPLAIN that the person assigned to submit the Tracker to CO will be required to do it via SharePoint

REMIND the class that the tracker needs to be uploaded to the RPOs respective folder  
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DISPLAY slide 38 “Education Service Process”

EXPLAIN That you will now be going over the process Education Services will take once they receive the Tracker from the RPOs
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DISPLAY slide 39 “Education Service Process”

LIST the steps that will be followed by Education Service after they have received the trackers from the RPOs
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DISPLAY slide 40 “Education Service Process”

CONTINUE listing the steps that Education Services will follow after the tracker is received. 
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DISPLAY slide 41 “Flow Chart”

SHOW the flow chart of the Colmery Relief Process

INFORM the class that the bottom half of the flow chart is on the next slide
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DISPLAY slide 42 “Flow Chart”

DISCUSS the bottom half of the Colmery Relief Flow Chart.
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DISPLAY slide 43 “Important Links”

EXPLAIN that this slide contains links to the SharePoint site where each RPO can submit their bi-weekly tracker. 
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DISPLAY slide 44 “Important Links”

EXPLAIN that processers can find the Colmery Relief Granted and Denial letter as well as procedures to follow by clicking on the link on this slide. 
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DISPLAY slide 45 “Returned SecVA Colmery Relief Requests”

EXPLAIN that these next several slides will be going over how to process Colmery Housing Relief requests that have been reviewed by the SecVA, approved, and returned for processing. 
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DISPLAY slide 46 “Returned SecVA Colmery Relief Requests”

EXPLAIN You will be going over the procedures of awarding housing relief benefits after they have been approved by the SecVA

	[image: ]
	
DISPLAY slide 47 “Returned SecVA Colmery Relief Requests”

INFORM the class that once the returned requests are received, RPOs must process payments and send the claimant an award letter advising them of the decision and the amount they will receive.



	[image: ]
	
DISPLAY slide 48 “Processing SecVA Approved Colmery Relief Requests”

EXPLAIN that you will be now be going over the steps that the class will take to process the relief payments in LTS. 
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DISPLAY slide 49 “Processing SecVA Approved Colmery Relief Requests”

EXPLAIN that by processing the manual awards in LTS, the RPOs will be able to make the payments directly to claimants
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	DISPLAY slide 50 “Processing SecVA Approved Colmery Relief Requests”

DISCUSS the first step that will be taken to process the relief payment in LTS.
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DISPLAY slide 51 “Processing SecVA Approved Colmery Relief Requests”

DISCUSS the next two steps that will be taken to process the relief payment in LTS.
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DISPLAY slide 52 “Processing SecVA Approved Colmery Relief Requests”

DISCUSS the final step that will be taken to process the relief payment in LTS.
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DISPLAY slide 53 “Processing SecVA Approved Colmery Relief Requests”

EMPHASIZE that the award requires two signatures. They must verify that the amount to be paid is correct and listed on the Colmery Housing Relief Housing spreadsheet and that the request has been approved for payment.

REMIND the class that once the payment has been authorized, a letter advising the claimant of the action taken will need to be sent out. 
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DISPLAY slide 54 “Processing SecVA Approved Colmery Relief Requests”

EXPLAIN that this slide shows what the final award letter looks like. 

REMIND the class that because this an equitable relief claim, the claimant is not  given appellate rights.
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DISPLAY slide 55 “Summary”

SUMMARIZE what was discussed in training today
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DISPLAY slide 56 “Questions”

ASK if there are any questions regarding this training.
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DISPLAY slide 57 “TMS Assessment and Survey”

INFORM the class that they will need to go to TMS to take the assessment and survey to get credit for this training.
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Overview of Today’s Training

The purpose of this lesson is to provide the Regional

Processing Offices (RPOs):

« Procedures for processing Colmery Housing Equitable
Relief requests;

« Documentation to be submitted to Education Service
after processing is completed;

« Procedures for paying the request upon approval by the
Secretary of the VA; and

+ Guidance on the notification to beneficiaries regarding
the decision.
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Lesson Objec

At the end of this lesson, you will be able to:

« Identify beneficiaries who have submitted a request for
Colmery Housing Equitable Relief under Section
107/501.

« Process and submit housing equitable relief requests
via SharePoint to the Education Service Quality
Assurance Team (QAT) for consideration by the
Secretary of Veterans Affairs (SecVA).

« Process the equitable relief housing payment once
approved by the SecVA

« Notify the claimant of the decision in response to the
housing equitable relief request.

Processing Housing Relef Requests for Colery Cases
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« Procedural Advisory: Colmery Housing Relief for
Section 501 dated January 28, 2020, states effective
December 1, 2019, the Long Term Solution (LTS) was
modified to reflect the Department of Defense (DoD)
monthly housing allowance rates as a result of Section
501 of the Harry W. Colmery Veterans Educational
Assistance Act.

« This change resulted in a decreased Monthly Housing
Allowance (MHA) for some beneficiaries.
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n Process

VA Form 22-10204 will be used to apply for Housing Relief
based on Colmery Sections 107/501.

HOUSING RELIEF REGUEST

T T OO T

T I T T TTTTT
O« OO o

Note: A 119 is not an acceptable form to begin this process. Requests
for housing relief must be on a VA Form 22-10204.

Processing H





image6.png
Claim Process
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Claim Process

1. Once a VA Form 22-10204 is received, it will be:

« Captured into TIMS, either electronically or scanned in,
and labeled as COLEREL with the description
“Colmery MHA Relief Request”.

* Routed to the EQRCOLMERY TIMS queue.

Note: The review and processing of these requests should be
done by a specialized Colmery MHA Relief Team at each
RPO.
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Claim Process

2. Review the “Sec 501 Overpayment All" Excel spreadsheet
found on the Quality Assurance (222B) SharePoint Site, to
determine if the claimant is on the list.

sn Frsthame  widdie Name. Lasthame usadgy

2000000C Ima Veteran

If their name is on the list, continue processing their request
for housing equitable relief.

Note: The “Sec 501 Overpayment All"” spreadsheet can be found
Equitable Relief - Colmery Equitable Relief folder found on the Quality

Assurance (222B) SharePoint Site..

col
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Claim Process

Beneficiaries who are impacted, but their name is not on the
list may still be eligible for housing equitable relief if they meet
the following criteria:

« Received housing for the Fall 2019 term which spanned
December 1, 2019, and their housing rate decreased due
to the 501 change.

« Attended between August 1, 2018, and December 1, 2019,
was affected by the 501 housing rate change, but has a
spring 2020 term where the rate would be the lower DOD
rate with an end date no later than July 31, 2020.
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Claim Process

Colmery Housing Equitable Relief Denial:

If it is determined the claimant has not been affected by the
501 housing change for one of the following reasons, send
a denial letter;

+ Their term does not span December 1, 2019 or;

+ The claimant has a fall enrollment and was paid on or
after 12/1 and received the correct rate.
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Clai

‘ocess

Colmery Housing Equitable Relief Denial:
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Claim Process

Colmery Housing Equitable Relief Denial:
« DO NOT give appellate rights

+ No EP Credit is Authorized

+ Deductible time may be granted with supervisory
approval for the processing of the denial.
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Claim Process

Colmery Housing Equitable Relief Delay:

If a request for housing equitable relief is received,
however, no Spring 2020 enrollment is on file, the claimant
must be advised no action can be taken on the request.

« DO NOT give appellate rights

+ No EP Credit is not Authorized

+ Deductible time may be granted with supervisory
approval for the processing of the delay.
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Colmery Housing Relief Spring Enroliment Not Processed:

Spring Enrollment Not Processed yet

col

Reque:

y e





image15.png
Claim Process

Additional Information:

« If the Spring term has multiple OR overlapping periods,
and claimant is eligible for MHA, only the first Spring
period will be considered for relief.

« This provision ends on July 31, 2020. As of that date,
the higher “protected” rate will no longer be applicable.
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Claim Process

If it is determined the claimant has been affected by the
501 housing change, then complete a Calculations Audit
Sheet using an audit worksheet.

Processing Housing Relef Requests for Colery Cases
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Claim Process

« Only enter the initial term where housing decreased on
December 1, 2019, and the first spring term (multiple
terms are not considered).

« Once completed, capture the audit worksheet into TIMS,
label it as a MISC document and annotate in remarks
“Colmery MHA ER Calculation”.

Note: The difference in the housing paid to the claimant will be
added to the Colmery Tracker on SharePoint.

Processing Housing Rellef Requests for Colmery Cases
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Knowledge Check




image19.png
Knowledge Check

Question:

Aclaimant is certified for consecutive terms that are both
eligible for housing. The claimant is certified for the period
January 5, 2020, through February 15, 2020, and the
period February 20, 2020, through April 2, 2020.

Which enroliment period should be considered for Colmery
Housing Equitable Relief?

A.The period January 5, 2020, through February 15, 2020
B. The period February 20, 2020, through April 2, 2020
C.BothA&B
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Knowledge Check

Answer: A

In this case, the claimant may only be eligible for Colmery
Housing Equitable Relief for the period January 5, 2020,
through February 15, 2020.
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Example
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A claimant received an MHA rate of $1,200 for the Fall 2019
term which ended on December 14, 2019. Due to the
Section 501 housing update, the MHA rate decreased to
$1,117 effective December 1, 2019.

The claimant was also certified for the Spring 2020 term
from January 20, 2020, to May 14, 2020, currently receiving
an MHA rate of $1,117.

Since the MHA decreased from $1,200 to $1,117 on
December 1, 2019, the VA may pay the difference between
the two rates if Colmery Housing Equitable Relief is
approved.
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Action to Take:

« Enter the periods when housing was decreased,
December 1, 2019, through December 15, 2019, and the
period, January 20, 2020, to May 15, 2020, onto the audit
worksheet.

« Enter the rate of $1,117 in the “Amount Paid” section of
the audit worksheet and the rate of $1,200 in the
“Amount Due” section.

« The difference would be the amount the claimant is due.
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Upon completion:

+ Route to the appropriate Auth Queue at your RPO for
review.

« Once it is determined the information is correct, the
Reviewer will update the appropriate Tab on the Colmery
Tracker found on SharePoint and save it.

« There is a separate tab on the tracker for denials.

Note: Consult your supervisor for your RPO’s local process for
adding this information and the individuals authorized to update

the Colmery Tracker.
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Below is a template of the tracker which contains a
separate tab for each RPO.
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Scenarios
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+ Scenario: A Fall 2019 enroliment spans December 1, 2019,
and the claimant is enrolled for the Spring 2020 term. The
claimant was paid for the Fall 2019 term and certified for the
Spring 2020 term prior to the December 1, 2019,
adjustment. The claimant was eligible for MHA for both
terms.

« Decision: The claimant would be eligible for Colmery
Housing Equitable Relief for the period December 1, 2019,
to the end of the term and for the Spring 2020 term.

Processing Housing Relief Requests for Colmery Cases
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Scenarios

+ Scenario: Atrainee is certified in an OJT/APP program
which began prior to December 1, 2019. Itis a 2 year
program and is not scheduled to end until 2021. The
claimant is eligible for MHA and their housing rate was
affected by the update to LTS.

« Decision: The trainee would be eligible for Colmery
Housing Equitable Relief from December 1, 2019,
through July 31, 2020.

Processing Housing Relief Requests for Colmery Cases
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Scenarios

« Scenario: There is a Fall 2019 enrollment on file which
spans December 1, 2019. The claimant was paid prior to
the December 1, 2019, adjustment. There is no Spring
enrolliment in the file. The claimant is eligible for MHA.

« Decision: The claimant is eligible for relief from
December 1, 2019, to the end of the Fall 2019 term.
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+ Scenario: There is a Fall 2019 term which was paid prior
to December 1, 2019, and spanned December 1, 2019.
The claimant was enrolled in all in-residence hours during
the term. During the Spring 2020 term, the claimant was
enrolled in all distance learning hours. The claimant is
eligible for MHA.

« Decision: Since there was a change from in-residence to
distance for the Spring term, the only term affected by
Section 501 was the Fall 2019 term. The claimant would
receive an adjustment for the period of December 1, 2019,
through the end of the Fall 2019 term.

Processing Housing Relief Requests for Colery Cases
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« Scenario: The Fall 2019 term was paid prior to
December 1, 2019, and spanned December 1, 2019. A
Spring 2020 term is received and shows the claimant
changed schools. The claimant is eligible for MHA.

« Decision: Since the claimant changed schools for the
Spring 2020 term, the claimant may receive payment
from December 1, 2019, to the end of the term. The
Spring 2020 term would not qualify for Colmery Housing
Equitable Relief.

Processing Housing Relief Requests for Colmery Cases
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Scenarios

« Scenario: The claimant withdrew from the Fall 2019 term
prior to December 1, 2019.

« Decision: Since the withdrawal occurred prior to
December 1, 2019, the claimant is not eligible for relief for
the Fall term. However, if the claimant is enrolled for the
Spring 2020 term, he/she may qualify for relief.

Processing Housing Relief Requests for Coimery Cases
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Scenarios

« Scenario: An enroliment for Fall 2019 term was received
after December 1, 2019, and claimant was paid the
current monthly housing rate as of that date.

« Decision: No relief is warranted in this case. Since the
claimant's award was processed after December 1, 2019,
the claimant received the updated rate and was notified
accordingly. Their rate was not affected by the change in
law.

B e et Cohwery Caves




image34.png
Final Steps
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Deductible time may be granted with supervisory approval for
the identification, auditing and tracking of each approved claim
for Colmery Housing Equitable Relief.

End Products (EP):

Per the Updated Procedural Advisory: Colmery Housing Relief
Payments dated January 28, 2020 payments will be manual
awards in LTS which will require a second signature. The claims
processor may PCLR an EP400 and the authorizer may PCLR
an EP350.

Note: EPs should only be taken after the ER cases is approved
by the SECVA and returned to the RPO for processing.

Requests for Col

y e
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The below information must be captured in the
claimant’s TIMS file:

« A Completed Housing Relief Request, Colmery Act
Sections 107/501 (VA Form 22-10204).

« A copy of the AUDIT WORKSHEET showing the file
number, name of claimant, relevant terms, the amount(s)
paid, the amount(s) due and the difference.

Note: The difference on the calculations sheet should be the
same as the amount requested for the claimant on the tracker.
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Colmery Housing Equitable Relief must be submitted to the
Education Service Quality Assurance Team via SharePoint:

« The approved tracker spreadsheet will include all
individuals identified by the RPOs and contain the
aggregate dollar amount of the relief requested.

«+ Upload the tracker to the Colmery Equitable Relief Share
Point site in the respective folder for your RPO.

« The tracker must be submitted by COB every other
Friday.
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Education Service Process
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Education Service Process

* The QA team will review the packages submitted by
each RPO.

~If everything is in order, the package will be prepared
for submission to the Secretary of Veterans Affairs
(SecVA) for approval. The package should include:

o Memo of the facts and circumstance
o Executive Summary
o All VA forms associated with the request

~If there are any errors on the Colmery Tracker, the
package may be returned to the RPOs for corrections.
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Education Service Process

+ The memo is then signed by the SecVA with the total
dollar amount listed.

* The QA Team will notify the RPOs of their approved
Colmery Housing Equitable Relief cases via email. Once
notified, the RPO will be responsible for releasing the
Colmery Housing Equitable Relief approval letter to the
claimant.

« Denials of these requests will be handled at the RPO
level and should not be submitted for approval.

Note: Appellate rights may not be given.
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Flow Chart

]
st v
|
| <[]
ey mn
T
[ e ey
s om0

Processing Housing Relief Requests for Colmery Cases




image42.png
Flow Chart
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Important Links

Education Service has established a SharePoint site for
submissions. Each RPO has a link to submit their bi-weekly
tracker. Click on the appropriate RPO to access the tracker:

« Buffalo RPO

 Muskogee RPO
« St. Louis RPO
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Important Links

Procedures for processing these claims as well as letter
templates can be found in the Equitable Relief - Colmery
Equitable Relief folder found on the Quality Assurance

222B) SharePoint Site.
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Returned SecVA Colmery Relief
Requests
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%¢<)) Returned SecVA Colmery Relief Requests

This section of the training presentation provides the
procedures for issuing Colmery Housing Equitable Relief
payments once the claim has been approved by the
SecVA.
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%¢<)) Returned SecVA Colmery Relief Requests

RPOs must process payments for Colmery Housing
Equitable Relief claims and send the claimant an award
letter.

The letter advises the claimant they were approved for
Colmery Housing Equitable Relief and the amount of the
payment.
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Processing SecVA Approved Colmery
Relief Requests
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+,, Processing SecVA Approved Colmery Relief
>’ Requests

RPO personnel will make Colmery Housing Equitable
Relief payments by processing manual awards in LTS.

The following outlines the procedures RPOs must follow.
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+,, Processing SecVA Approved Colmery Relief
2’ Requests

1. Open a new work product in LTS and in the “Date
Received” field, input the day the claim is being
processed.

The description field should be labeled “Colmery
Housing Relief". Click “Create Work Product”.

Create a New Work Product
B A— [ ——

e
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+,, Processing SecVA Approved Colmery Relief
2’ Requests

2. Advance to the “Work Product Summary” screen. Be
sure the “Authorize and Pay Automatically” button is
checked under the LTS banner in the “Payments and
Authorization” section.

3. Scroll to the end of the “Work Product Summary” to the
“Manual Awards” section and click “Add Manual Award”.

Manust Avards

o e R
[ — [
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N Processing SecVA Approved Colmery Relief
>’ Requests

4. The “Add/Edit Manual Award” box will appear. Select
“Housing One-Time Adjustment” from the drop-down
menu, enter the amount due in the “Amount” box and
the date payment was input in the “Effective Date” box.
Enter “Colmery Housing Relief” in the “Description”,

click *Save’.
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« The manual award requires two signatures. Both claims
processors must verify the amount is the amount listed
on the Colmery Relief Equitable Housing spreadsheets
and the request has been approved for payments.

« Once the payment has been authorized, the VCE will
need to suppress the LTS letter and create the Equitable
Relief Colmery letter and send it to the claimant. The
letter informs them of the amount due based on their
Colmery Housing Equitable Relief request.
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In this this lesson, we discussed:

+ How to identify and process claims for Colmery
Housing Equitable Relief.

+ How to submit a housing relief request to the QAT via
SharePoint for consideration by the SecVA.

+ How to notify the claimant of the decision regarding
their housing equitable relief request.

+ How to issue payments after the housing equitable
relief requests have been approved and returned by
the SecVA.
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MS Assessment and Survey

*The assessment and survey have been assigned to you in
TMS.

*The assessment is comprised of multiple choice or true
and false questions.

*The questions are based on the information you learned
today.

+You should be able to complete the assessment and
survey within a half hour.

+Be sure to complete both the assessment and the survey
in TMS to receive credit for this training.
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