CHAPTER 4.  RECORDING, SUMMARIZING, FILING, AND REPORTING
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4.01  Recording Findings of Accuracy and Compliance�   a.  As each 1st level quality review is made, results will be recorded on VA Form 26-8448a, Quality Review Record - Loan Guaranty.  The form consists of a double sheet with three pages.  A separate quality review record will be maintained for each quality criteria schedule for each month.  The case number or other identifying data will be entered on the inside left page in column A. The date of the review will be entered in column B. The name or initials of the reviewer will be entered in column C. The remaining columns will be used to record answers to individual questions and the number of elapsed days for the prescribed time counts.  If the schedule contains more than nine questions, answers to the remaining questions will be recorded on the inside right page.  If the schedule consists of no more than nine questions, the second sheet may be discarded.

���   b.  A check mark will be placed in one of the columns designated "YES" or "NO" under the number corresponding to the question in the quality criteria schedule.  If the question doesn't apply, according to the specific guidelines included in the schedule, place a check mark in the column headed "NA." If the question does not provide for an answer of NA, then it must be answered either yes or no unless the station has a written deviation. (See 3.03)��







�   c.  The "Remarks" section on the front page of the quality-review record is provided for the convenience of field station personnel.  Remarks may cite the causes of defects, describe corrective action taken or recommended, note deficiencies found which are not related to specific questions, direct attention to unusual cases, local conditions or procedures, supply other information which might be useful to Central Office or others reviewing the SQC (statistical quality control) findings or for any other purposes deemed useful by local management.  The form provides for identification of remarks by case and question numbers.

���   d.  In reviewing cases from San Juan and Honolulu, their RLCs shall employ VA Form 26-8448d, Quality Review Exception Sheet, Loan Guaranty, which is available on JetForm.  Copies should be sent to the Regional Office and to Central Office (26) within 30 days after the end of each month.��





4.02  Recording Elapsed Time



�       [   ]



   a.  Time counts will be recorded on the left inner page of VA Form 26-8448a in the columns headed "Tl," "T2," and "T3." Care must be taken to enter each time count correctly under the column corresponding to the Tl, T2, or T3 designation of the time count on the quality criteria schedule.  An NA entry should be made if a time count does not apply to a specific case.  Instructions for computing individual time counts are incorporated in the quality criteria schedules.  The definition of "Received" in paragraph 3.0l applies.



   b.  Elapsed time will be computed by subtracting the Julian date for the day the time count starts from the Julian date for the day the time count ends.  Thus, if the time count begins and ends on the same day, the elapsed time will be "0," which will be entered in the appropriate column of the quality review record (as distinct from a time count which does not apply, in which case, no entry will be made).  If the time count begins on one day and ends on the next, the result will be “1,” and so on.  The result is that the day the time count begins is not counted in the elapsed time, but the day it ends is counted.��

�



4.02  Recording Elapsed Time (Cont.)�   c.  In order that sources may be available for computing and analyzing elapsed time, local management will review the time counts required by this manual and ensure that documents and materials used as time count sources are date stamped at the initial point of receipt in VA (see par. 3.0l).��

 



4.03  Summarizing Findings of Accuracy and Compliance�   a.  Results of quality reviews will be summarized monthly on VA Form 26-8448a.  (See par. 4.01.)  After the last case reviewed during each month, a line will be drawn across the inside left and right (if applicable) pages of the quality review record.  On the next line, in column A show the number of cases reviewed for the month, in column B show the month and year being summarized, and in column C the name or initials of the person preparing the summary.  In the remaining columns, the total of YES, NO, and NA answers for the month will be shown for each question on the schedule.



   b.  Depending on the number of cases reviewed for the month, cases for the subsequent months may be listed starting on the next line or a new quality review record may be used.

��

 



4.04  Summarizing Elapsed Time�   a.  If local management desires, the total number of cases for which a time count has been recorded for the month may be shown at the bottom of the quality review record, as well as the number which were timely.



   b.  Only cases having time counts listed on the individual quality criteria schedules need to be recorded and summarized here.��

 

4.05  Reporting�Statistical quality control data should be input to DOORS (Distribution of Operational Resources System) on a monthly basis.  Because of the time necessary to properly examine the required number of cases, SQC reviews will generally be completed several days after the end of the month they appear on the register.  Since SQC data may be entered into DOORS at any time, the results of first level SQC reviews should be entered into DOORS as soon as possible after the reviews are completed. Regardless of when the reviews are actually completed, the SQC information in DOORS each month should reflect the quality of work for that month.  Thus, for example, SQC results for cases which appear on the January register and are reviewed in February should be input to DOORS as January SQC data.��

 



4.06  Filing�Completed VA Forms 26-8448a, Quality Review Records, will be filed by quality criteria schedule number.  See RCS VB-1, part I, item No. 13-068.200 for disposition instructions.

��
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