Demystifying the Certificate Of Eligibility

Instructor Lesson Plan
Time Required: 2.5 Hours
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	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 #
	3845226

	Prerequisites
	Prior to this lesson, the Loan Specialist requires no prior experience in processing Certificates of Eligibility (COE). Trainees should also have VA Manual M26-1, Pamphlet 26-7, VA Lender’s Handbook and the lesson handouts.

	target audience
	The target audience for Demystifying the COE is any Loan Specialist in a Regional Loan Center who issues COEs. 

Although this lesson is targeted to teach the Loan Specialist 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:

· Demystifying the COE PowerPoint Presentation

· Demystifying the COE Student Handout Packet
· Demystifying the COE Job  Aid

	Training Area/Tools 
	The following are required to ensure the trainees 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 

· Student 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
Trainees 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 student 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 Student Handout, 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 Demystifying the COE

	INSTRUCTOR INTRODUCTION
	Complete the following:

· Introduce yourself
· Orient learners to the facilities

· Ensure that all learners have the required handouts

	time required
	.25 hours

	Purpose of Lesson
Explain the following:

	This lesson is intended to give a brief overview of the eligibility requirements for the VA home loan benefit and how to interpret basic military discharge documents. This lesson will contain discussions and exercises that will allow you to gain a better understanding of: 
· How does an Active Duty member or Veteran qualify for a COE

· What documents does VA need to make a determination

· Making the eligibility determination

	Lesson Objectives

Discuss the following:
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	In order to accomplish the purpose of this lesson, the Loan Specialist  will be required to complete an assessment that covers the following lesson objective: 
· Given a Service Member’s information typically found within military documents, the Loan Specialist will be able to interpret and apply the general rules for Eligibility to determine the suitability of the Service Member for receiving a Certificate of Eligibility with at least 80% accuracy.

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

	Motivation
	To accurately issue COEs to eligible veterans so that they use their benefit to purchase a home or to refinance and existing mortgage loan.


	Loan STAR Error code(s)
	· None

	References


	Explain where these references are located in the workplace.
· Manual M26-1- Every employee should have a copy


	Topic 1: General Rules for Eligibility

	Introduction
	This topic will allow the trainee to become familiar with the length of service (LOS) and character of service (COS) guidelines that pertain to home loan benefit eligibility

	Time Required
	.5 hour

	OBJECTIVES/
Teaching Points

	Topic objectives: 

· Learn general rules for eligibility

· Identify types of military service

The following topic teaching points support the topic objectives: 

· Active duty service member (ASDM) and discharged ASDM

· Active Reservists/National Guard (RNG)

· Discharged RNG

· Special categories-Cadets, Surviving spouse



	Active Duty Service Member (ADSM)
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Handouts
General Rules of Eligibility, #s 1-6
Handouts

Reserve/National Guard, #s 7-9 as well as GRE above, #4
	· 90 days

· Discharged: 24 months and other than Dishonorable COS

General Rules for Eligibility

· Minimum Service Requirements Chart-#1

· Statement of service-#2

· DD Form 214-Eligible Veteran-#3-4

· DD Form 214-ADT-Not eligible-#5

· Certification of Military Service-#6

Reserve/National Guard (RNG)

· 6 creditable years of active participation (found within #7)
· Honorable COS (found within #9)
· 90 days Active Duty under Title 10 (found within #4)
· Chronological Points Statement-Eligible-#7

· Chronological Points Statement-Not Eligible-#8

· NGB 22-#9



	Check comprehension
	Have trainees explain LOS and COS requirements.


	Special Categories
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	· Military Academy cadets: Army, Navy, Air Force, Merchant Marine, Coast Guard

· 24 months service

· Surviving Spouse

Surviving spouse cases should be referred to the Eligibility Center for processing

	Check comprehension
	Have trainees identify the 4 service academies and general rules for surviving spouses.


	Topic 2: Identifying and Interpreting Military Documents

	Introduction
	This topic will allow the trainee to become familiar with the types of documents issued by the military to verify service tours and COS.

	Time Required
	1 hour

	OBJECTIVES/
Teaching Points

	Topic objectives: 

· Identify various service documents

· Interpret service documents to determine whether a Veteran is eligible for the benefit

The following topic teaching points support the topic objectives: 

· Statement of Service

· DD Form 214

· Certification of Military Service

· Chronological points statement

· NGB Form 22



	Statement of Service (SOS)
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Handouts

General Rules of Eligibility, #s 1-6

and

Reserve/National Guard, #s 7-9

DD Form 214

Certification of Military Service

Chronological Points Statement

NGB Form 22

VA Form 26-1880
Request for a Certificate of Eligibility
VA Form 26-1817
Request for Determination of Loan Guaranty

	List of Acceptable Documents

· Name

· Date of Birth

· Entry Date

· Estimated Time of Separation

· Signed by Commanding Officer or Designee

· On organization letterhead

NOTE: There are various versions of DD Form 214 but they will contain the same information.

· Usually Member Copy 4

· Name (may have served under different name than on COE request: married female) 
· Branch of Service

· Social security number (SSN) and/or service number (SN) if applicable

· Date of birth

· Record of Service: Block 12 to identify dates served

· Remarks : Block 18-may provide additional information to determine eligibility Ex. Title 10 tours

· Character of service: Block 24

· Narrative reason for separation: Block 28

· DD Form 214 examples: 24 months, less than 24 months, ADT
· Name 

· Branch

· Dates served

· COS 

· Signature

· Name

· Branch

· DOB

· SSN

· Years served

· Membership points column

· Active points column

· Inactive points column

· Creditable service for retired pay column

· COS: Many Points Statements do not reflect COS so RNG member will have to provide that additional documentation

· Name

· SSN

· DOB

· Date entered

· Date discharged

· Total years served

· Completed by Veteran providing information regarding military service and status of existing or prior VA loans
· Completed by surviving spouse providing information regarding deceased Veteran’s military service and status of existing or prior VA loans

	Exercise
	Identify various military discharge documents and have trainees identify and extract data from each for>


	Topic 3: Making the eligibility determination



	Introduction
	This topic will allow the trainee to make an eligibility determination based on data extracted from military documents and applicable laws and VA guidelines using VA electronic systems.

	Time Required
	.5 hour


	OBJECTIVES/
Teaching Points

	Topic objectives: 

· Apply data extracted from documents

· Determine eligibility and issue COE
· Verify COE is correct
The following topic teaching points support the topic objectives: 

· Make determination regarding eligibility
· Enter data in electronic systems

· Review completed COE for accuracy
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	Make Determination based on:

· LOS

· COS

Enter data in electronic system

· If system makes determination, verify info 

· If LOS or COS data not in system, extract data from documents and input into system

Review COE for accuracy

· Name

· Last 4 of SSN

· Branch

· Funding fee exemption status

· Prior loans

· Entitlement available

Various COEs-#10-12 and VA Application Forms-#13-14

	Check Comprehension


	Have trainees make eligibility determinations from previous handouts.

	Lesson Review, Assessment, and Wrap-up

	Discuss the following:
	Demystifying the COE 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 Demystifying the COE lesson. 

Given a Service Member’s information typically found within military documents, the Loan Specialist will be able to interpret and apply the general rules for Eligibility to determine the suitability of the Service Member for receiving a Certificate of Eligibility

	Assessment 


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

Remind the trainees 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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