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Validate Power of Attorney (POA) 

Lesson Overview 

Topic Description 

Time 
Estimate: 

1 hour 

Purpose of the 
Lesson: 

This lesson is part of the entry-level curriculum, Core Course for 
PMC VSRs. The purpose of this lesson is to prepare PMC VSRs to 
recognize indicators of a POA and verify the POA. 

Prerequisite 
Training 
Requirements: 

Prior to taking the Validate Power of Attorney (POA) lesson, the 
trainee must complete PMC VSR Core Course Phases 1–4, and 
Phase 5, Part 1, lessons 1–4. (Refer to the Master Course Map 
learning aid for a list of lessons.) 

Target 
Audience: 

This lesson is for entry level PMC VSRs. 

Lesson 
References: 

• Master Course Map learning aid  

• VA Form 21-22 (Appointment of Veterans Service 
Organization as Claimant's Representative)  

• VA Form 21-22a (Appointment of Individual as Claimant's 
Representative) 

• M21-1 I.3.B.1.a. (A Claimant's Right to Representation) 

• M21-1 I.3.B.1.b (Notices That Must Be Provided to the 
Representative) 

• M21-1 III.ii.3.C.5.a (Required System Updates for Changes in 
POA Appointments) 

• M21-1 III.ii.3.C.5.b (Updating the POA in SHARE and VBMS) 

• M21-1 III.ii.3.C.6.c–f (National Organization POA Codes 
Listed Alphabetically—State Organization POA Codes Listed 
Numerically) 

• 38 CFR 3.103(a) (Procedural Due Process and Appellate 
Rights)  

• 38 CFR 14.630 (Authorization for a Particular Claim) 



Lesson 5: Validate Power of Attorney (POA) 
Lesson Plan 

October 28, 2016 Version 1.0 3 | P a g e  

Topic Description 

Knowledge 
Check: 

Phase 5: Stages of a Claim, Part 1 (a): Initial Screening and 
Claim Establishment Knowledge Check 

Technical 
Competencies: 

• Program Benefits and Eligibility (PMC VSR)  

• Processing Claims (PMC VSR) 

• VBA Applications (PMC VSR) 

Lesson 
Objectives: 

Validate Power of Attorney (POA) 

• Define POA 

• Determine POA action required  

• Determine to grant one-time representation 

• Modify SHARE with correct POA information  

What You 
Need: 

• Lesson plan 

• Master Course Map learning aid 

• Slides 

• Projector 

• Access to VBA Intranet 

• Access to CPKM 

• Access to the SHARE to see the PIF Inquiry and BIRLS search 
screen  

o Sample of claimant screen showing POA information 
entered on the PIF Inquiry and BIRLS search 

o Sample of claimant screen without POA information 
entered on the PIF Inquiry and BIRLS search 

• Access to VBMS to see the forms with sample claimant files to 
include the following forms: 

o VA Form 21-22 (Appointment of Veterans Service 
Organization as Claimant's Representative)  

o VA Form 21-22a (Appointment of Individual as Claimant's 
Representative) 

• Claim 1 (pmc_vsr_case_8) Group activity for POA 

• Claim 2 (pmc_vsr_case_3) Group activity for POA 
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Topic Description 

• Claim 3 (pmc_vsr_case_2) Group activity for POA 

• Claim 4 (pmc_vsr_case_1) Practice exercise for POA 

• Claim 5 (pmc_vsr_case_7) Practice exercise for POA 

• Claim 6 (pmc_vsr_case_4) Practice exercise for POA 
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Instructor Notes 

This lesson provides trainees with the information and references to be able to 
determine whether POA information needs action or not. The lesson presents 
scenarios to allow the trainees to discuss and make determinations based on the 
information received related to POA.  

PowerPoint Slides Instructor Activities 

Validate Power of Attorney 
(POA) 

DISPLAY slide 
1. “Validate Power of Attorney (POA)” 

INTRODUCE yourself as the instructor. 

INTRODUCE the lesson. 

You Are Here  

 

DISPLAY slide 
2. “You Are Here” 

 
REFER to the Master Course Map learning aid in 
the Trainee Guide. 

DESCRIBE the diagram.  

EXPLAIN where the trainees are in the phase, 
what they have completed, and where they are 
headed next. 

INFORM trainees that Phase 5, Part 1a: Initial 
Screening and Establish a Claim contains five 
subparts.   

 

EMPHASIZE that each of these lessons relate to 
each other as part of the initial screening process. 
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PowerPoint Slides Instructor Activities 

Initial Screening 

• Complete or Incomplete 
Applications for Benefits 

• Fully Developed Claims 

• Flash, Expedited (Priority), 
Previous, Dual or 
Reopened/New Claims  

• Date of Claim 

• Validate POA 

• End Product Codes 

• Introduction to Old Law and 
Section 306 Pension Programs  

 

DISPLAY slide 
3. “Initial Screening” 

EXPLAIN to the trainees that during the initial 
screening process, the PMC VSR verifies whether 
the Claims Assistant has processed the initial 
screening correctly and evaluates other aspects of 
the claim. 

INFORM trainees that this lesson will focus on 
validating a POA for a claim. 

REMIND trainees that they have learned how to 
perform the following parts of the initial screening:  

• Determine whether the application for benefits 
is complete or incomplete.   

• Determine if a claim can be processed as an 
FDC. 

• Confirm special claim types. 

• Confirm date of claim is correct. 

Icebreaker Activity (1 of 2) 

• Instructions: 

o Read the scenario on the 
next slide.  

o Use the OGC Accreditation 
Search Page to determine 
attorney POA code from 
M21-1 I.3.A.2.a. 
(Requirements to Represent 
Claimants). 

o Write down your answer.   

• Time allowed: 5–7 minutes  

DISPLAY slide 
4. “Icebreaker Activity (1 of 2)” 

 
ASK what is accreditation? 

• Recognition from VA’s Office of General Counsel 
in order to represent claimants M21-1 I.3.A.2.a 
(Requirements to Represent Claimants) 

 

REFER to M21-1 I.3.A.2.a (Requirements to 
Represent Claimants) to access the OGC 
Accreditation Search Page. 
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PowerPoint Slides Instructor Activities 

Icebreaker Activity (2 of 2) 

Scenario: 

VA received an initial application 
for Veteran Nate Barcalow on 
October 22, 2014, requesting non-
service connected pension.  A VA 
Form 21-22 (Appointment of 
Veterans Service Organization As 
Claimant's Representative) was 
received with the claim requesting 
Jarvis Abbott of American Legion 
Veteran Service Organization as 
the POA. 

DISPLAY slide 
5. “Icebreaker Activity (2 of 2)” 

READ the scenario or ask a volunteer to read it 
aloud. 

 
ASK trainees to determine if the POA is accredited 
and if it is, give the accreditation number. 

PROVIDE the correct answers. 

1. Is Jarvis Abbott accredited?  

o Yes 

2. What is American Legion’s POA number? 

o 074 is the correct national code for ALG 
(CPKM)  

EXPLAIN the importance of determining whether a 
claimant’s representative is accredited and 
verifying their POA code.  

• Ensures appropriate representative is notified 
with any decision and/or development request. 

• Claimants have the right to responsible, 
qualified representation to assist in preparation, 
presentation, and prosecution of claims for VA 
benefits. M21-1 I.3.B.1.b (Notices That Must Be 
Provided to the Representative). 

Technical Competencies 

• Program Benefits and Eligibility 
(PMC VSR)  

• Processing Claims (PMC VSR) 

• VBA Applications (PMC VSR) 

DISPLAY slide 
6. “Technical Competencies” 

EXPLAIN that this lesson prepares trainees for the 
program benefits and eligibility, processing claims, 
and VBA applications competencies.   
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PowerPoint Slides Instructor Activities 

Objectives 

Validate Power Of Attorney (POA). 

• Define POA. 

• Determine POA action 
required. 

• Determine to grant one-time 
representation. 

• Modify SHARE with correct POA 
information. 

DISPLAY slide 
7. “Objectives” 

PRESENT the objectives for the lesson. 

  

Knowledge Check 

 

DISPLAY slide 
8. “Knowledge Check” 

INFORM the trainees that they will be assessed on 
this content in the Phase 5: Stages of a Claim, Part 
1a: Initial Screening and Claim Establishment 
Knowledge Check. The Knowledge Check will be 
given after Phase 5, Part 1, Lesson 8.  

 

REFER to the Master Course Map learning aid, 
Lessons by Phase section, to review the lessons 
included within the Knowledge Check. 
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PowerPoint Slides Instructor Activities 

What Is a POA? 

• M21-1 I.3.B.1.a (A Claimant’s 
Right to Representation) 

• M21-1 III.ii.3.C.6.c – f 
(National Organization POA 
Codes Listed Alphabetically—
State Organization POA Codes 
Listed Numerically) 

DISPLAY slide 
9. “What Is a POA?” 

DISCUSS the role and responsibilities of a POA. 
Initiate the discussion by asking trainees the 
following questions: 

1. Has anyone had an experience with a POA? 

2. What are the responsibilities of a POA? 

 
REFER to M21-1 I.3.B.1.a. and ask a volunteer to 
read it aloud and summarize the passage in his or 
her own words. 

 

REFER to M21-1 III.ii.3.C.6.c-f and randomly read 
the names of national and state organizations 
listed. 

 

ASK trainees to locate and call out the POA code 
and/or organization name for the following: 

1. Vietnam Veterans of America 

o 070 

2. POA code 085  

o Fleet Reserve Association 

 

EMPHASIZE that the POA codes list with the 
National and State organizations in this reference 
are unique identifiers that will be used VBA 
systems. 
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PowerPoint Slides Instructor Activities 

Types of POAs 

• Accredited 

o Service Organization 
Representative 

o Claims Agent 

o Attorney 

• Non-licensed 

o Any individual 

o M21-1 I.3.A.2.a 
(Requirements to Represent 
Claimants) 

o 38 CFR 14.630 
(Authorization for a 
particular claim) 

 

DISPLAY slide 
10. “Types of POAs” 

DISCUSS the different types of POAs. Initiate the 
discussion by asking if anyone knows the difference 
between accredited and non-licensed.  

USE your personal experience or the following 
questions to guide the discussion. 

1. What is an accredited attorney? 

o An attorney who received recognition from 
VA’s Office of General Counsel (OGC) in 
order to represent claimants 

2. What is a Veteran Service Organization? 

o Private non-profit group that advocates on 
behalf of Veterans 

3. What is a claims agent? 

o A type of accredited POA 

4. What is a non-licensed individual? 

o Anyone who is listed on VA Form 21-22a and 
who has not been recognized by VA’s OGC 
as accredited 

 

EMPHASIZE that an individual or organization who 
has not formally completed the application process 
with VA for accreditation is considered non-licensed 
and will be granted one-time representation. A 
one-time grant representation notification letter 
will be sent to the claimant and representative. 
Notification letters will be covered in a later lesson. 

 

REFER to M21-1 I.3.A.2.a and 38 CFR 14.630 and 
give trainees five minutes to read the sections. 
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PowerPoint Slides Instructor Activities 
Select a volunteer to summarize in his or her own 
words.  

 

ASK volunteers to describe the difference between 
an accredited attorney and a non-licensed 
attorney. Ensure understanding of the difference. 
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PowerPoint Slides Instructor Activities 

VA Forms for POA (1 of 2) 

  

DISPLAY slide 
11. “VA Forms for POA (1 of 2)” 

EXPLAIN that you are going to introduce the 
forms used by VBA for POA recognition.  

 

USE the VA Form 21-22 (Appointment of Veterans 
Service Organization as Claimant’s Representative) 
from the Nate Barcalow icebreaker scenario as an 
example. 

REFER to the VBA Intranet to pull up a blank VA 
Form 21-22a (Appointment of Individual as 
Claimant’s Representative.) 

DESCRIBE the differences between the forms and 
in your own words provide background info on each 
form. Use the following to guide your descriptions: 

• VA Form 21-22 is used for recognized service 
organizations for appointment as an ongoing 
POA. 

• VA Form 21-22a is used for a non-licensed 
individual who is representing a claimant as the 
POA for a particular claim only. 

 
EMPHASIZE that sometimes they will have to 
check the form version to ensure that the most up-
to-date form was used.  
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PowerPoint Slides Instructor Activities 

VA Forms for POA (2 of 2) 

 

• Ensure the form is complete 
and signed by the claimant and 
POA. 

• Check for authorization to 
access the protected record 
(38 CFR 7332). 

• Check for authorization to 
change the claimant’s address. 

 

DISPLAY slide 
12. “VA Forms for POA (2 of 2)” 

 

DEMONSTRATE where to find completed VA Form 
21-22 and VA Form 21-22a in eFolder. 

DISCUSS each section on the form. 

• Ensure the form is complete and signed by the 
claimant and POA. 

• Check for authorization to access the protected 
record (38 CFR 7332). 

• Check for authorization to change the claimant’s 
address. 

 

EMPHASIZE that for the representative to be able 
to view the Veteran’s records in the eFolder, the 
Authorization for Representative’s Access to 
Records Protected by Section 7332, Title 38 U.S.C. 
(item number 12 on VA Form 21-22 or item 
number 9 on VA Form 21-22a) must be checked. 
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PowerPoint Slides Instructor Activities 

Current POA Status in SHARE  

 

 

DISPLAY slide 
13. “Current POA Status in SHARE”  

EXPLAIN that not every claim for benefits arrives 
with a VBA Form 21-22 or VA Form 21-22a. The 
PMC VSR is responsible for checking the claimant’s 
electronic records for an existing POA. The PMC 
VSR may have to search the claimant’s electronic 
records to determine if a POA had been appointed 
previously. Also, confirm whether a new form has 
been submitted within the past two years. 

TELL trainees to take note of the “Veteran” drop-
down box. This is necessary for VSOs to view a 
VBMS file if they are the designated POA. 

EXPLAIN the 48-hour rule, which states that POAs 
only have 48 hours to review a Rating Decision 
(I.3.B.3.a). 

 

ASK where can you find the status of the POA in 
VBA applications? 

EXPLAIN that the POA status is found in the 
following locations in SHARE. 

• BIRLS search records  

• PIF Inquiry 

 

DEMONSTRATE how to locate the POA in SHARE, 
BIRLS search and PIF inquiry screens. 

 

EMPHASIZE that if the POA fields are blank or 
indicate None, then there is no POA assigned. 
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PowerPoint Slides Instructor Activities 

Group Activity—POA 

• Instructions: 

o Divide into groups of two or 
three. 

o Each group will receive 
claim information. 

 Group 1: Claim 1 

 Group 2: Claim 2 

 Group 3: Claim 3 

o Determine whether the POA 
information on the VA Form 
21-22 or 21-22a matches 
the record in SHARE. 

o Use the OGC Accreditation 
website to confirm 
individual and/or 
organization accreditation. 

• Time allowed: 10–12 minutes 

DISPLAY slide 
14. “Group Activity—POA” 

DIVIDE trainees into three groups.  

ASSIGN each group an example claim: 

• Group 1: Claim 1 

• Group 2: Claim 2 

• Group 3: Claim 3 

 DIRECT trainees to consult with group members 
to determine whether the POA information on the 
VA Form 21-22 or 21-22a matches the record in 
SHARE.  

GIVE groups 10–12 minutes to discuss and record 
their answers.   

DISCUSS each group’s answers. For each group’s 
answers, give feedback supported with examples 
or references. Use the following questions to guide 
the discussion:  

• Did anyone have difficulties determining if the 
POA information matched?  

• Did anyone have to look up to two years back 
to find the VA Form?   

• Has anyone determined that the VA Form and 
VBA application does not match?  

Group Activity—POA Worksheet 

1. Does the form have POA information?  

o Answers provided by instructor based on example claims used. 

 

2. Is the POA VA accredited?  If so, what is the accreditation number? 

o Answers provided by instructor based on example claims used. 
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3. Did the information on the VA Form match that of the electronic record in 
SHARE?  

o Answers provided by instructor based on example claims used. 

 

PowerPoint Slides Instructor Activities 

Example of POA Not Matching 

Scenario: 

We received an initial application 
for Veteran Nate Barcalow on 
October 22, 2014, requesting non-
service connected pension.  A VA 
Form 21-22 (Appointment of 
Veterans Service Organization as 
Claimant’s Representative) was 
received with the claim requesting 
Jarvis Abbott of American Legion 
Veteran Service Organization as 
the POA. 

The PMC VSR working the claim 
noticed that the POA information 
in SHARE was Kim Vanderpool. 

DISPLAY slide 
15. “Example of POA Not Matching” 

READ the scenario.  

DISCUSS the scenario. Use the following questions 
to guide your experience: 

• What is the name of the attorney on the VA 
Form 21-22 (Appointment of Veterans Service 
Organization as Claimant’s Representative)? 

o Jarvis Abbott 

• What would you do next? 

o If the attorney is accredited, update SHARE 
with the most current POA information from 
the VA Form 21-22 (Appointment of 
Veterans Service Organization as Claimant’s 
Representative). 

EXPLAIN that SHARE would need to be updated to 
match the current requested POA on the VA Form 
21-22 (Appointment of Veterans Service 
Organization as Claimant’s Representative).  
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PowerPoint Slides Instructor Activities 

Update POA Information in 
SHARE 

• When a claimant appoints a 
new representative or revokes 
a current representative, 
update SHARE. 

• Use the steps in  
M21-1 III.ii.3.C.5.b (Updating 
the POA in SHARE and VBMS).  

DISPLAY slide 
16. “Update POA Information in SHARE” 

 

ASK what do you do when the POA information 
does not match? 

o Update the POA information in SHARE. 

RECALL the scenario in the icebreaker activity. We 
found that the representative listed on the form did 
not match the POA listed in SHARE.  

 

REFER to M21-1 III.ii.3.C.5.b and have two of the 
trainees take turns reading the steps in the table.  

DEMONSTRATE updating the POA information in 
SHARE.  

 

EMPHASIZE that SHARE automatically updates all 
other VBA applications. If, for example, MAP-D was 
updated with new POA information, the new POA 
will not automatically update in SHARE. 

 

ASK if they have any questions before moving on.  
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PowerPoint Slides Instructor Activities 

Group Activity–Practice 
Exercise 

• Instructions: 

o Divide into groups of three. 

o Each group will receive a 
claim information. 

 Group 1: Claim 4 

 Group 2: Claim 5 

 Group 3: Claim 6 

o Use the OGC Accreditation 
website to confirm 
individual and/or 
organization accreditation. 

o Update SHARE, if needed by 
following steps located in 
M21-1 III.ii.3.C.5.a—b 
(Required System Updates 
for Changes in POA 
Appointments—Updating 
the POA in SHARE and 
VBMS). 

• Time allowed: 10–15 minutes 

DISPLAY slide 
17. “Practice Exercise—POA Match” 

DIVIDE trainees into groups of three.  

 

REFER trainees to Claim 4, 5, and 6. Assign each 
group a claim as follows: 

• Group 1: Claim 4 

• Group 2: Claim 5 

• Group 3: Claim 6 

DIRECT trainees to consult with group members to 
determine whether the POA information on the VA 
Form 21-22 or 21-22a matches the VBA 
applications. If POA information does not match, 
have trainees update SHARE with the correct 
information. 

GIVE groups 10–12 minutes to discuss and record 
their answers. 

DISCUSS each group’s answers. For each group’s 
answers, give feedback supported with examples 
or references.  

Lesson Summary 

• What is a POA? 

• How do you determine if POA 
action is required? 

• How do you determine if one-
time representation can be 
granted? 

• How do you modify POA 
information in VBA applications 
if the VA form and VBA 
applications do not match? 

DISPLAY slide 
18. “Lesson Summary” 

REVIEW the key points of the lesson with a guided 
discussion using the following questions: 

• What is a POA? 

• How do you determine if POA action is required? 

• How do you determine if one-time 
representation can be granted? 

• How do you modify POA information in VBA 
applications if the VA form and VBA applications 
do not match? 
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PowerPoint Slides Instructor Activities 

Questions 

 

DISPLAY slide 
19. “Questions” 

 

ASK trainees if they have any questions or 
concerns about validating a Power of Attorney 
(POA). Use this time to clear up any confusion or 
misconceptions about the information presented. 

What’s Next? 

Phase 5: Stages of a Claim, Part 
1: Determine Eligibility, Lesson 6: 
End Product (EP) Codes 

DISPLAY slide 
20. “What’s Next?” 

EXPLAIN the upcoming Phase 5, Part 1, Lesson 6: 
End Product (EP) Codes lesson with trainees. 

 


	Validate Power of Attorney (POA)
	Lesson Overview
	Instructor Notes
	Group Activity—POA Worksheet


