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Manual Introduction
Overview for the Specially Adapted Housing (SAH) and Special Housing Adaptations (SHA) Grant Programs

Overview

	Introduction
	This manual contains information about the policies and procedures needed by Specially Adapted Housing (SAH) agents when administering: 

· Specially Adapted Housing (SAH) Grants, and

· Special Housing Adaptations (SHA) Grants.


	In This Introduction
	This introduction contains the following topics:


	Topic
	Topic Name
	See Page

	1
	Specially Adapted Housing (SAH) Agents
	5

	2
	Roles and Responsibilities of Supporting Staff Members
	6

	3
	Statistical Quality Control (SQC) Requirements
	7

	4
	Department of Veterans Affairs (VA) Forms, Pamphlets, and Other Materials
	9

	5
	Specially Adapted Housing (SAH)/The Appraisal System (TAS) Letters
	15


Specially Adapted Housing (SAH) Agents

	Introduction
	This topic contains information about Specially Adapted Housing (SAH) agents, including their:

· primary roles and responsibilities, and

· knowledge needed to perform these roles.


	Primary Roles and Responsibilities
	An SAH agent is an individual in the Veterans Benefits Administration (VBA), Loan Guaranty Division, located at a Regional Loan Center (RLC) and out-based Regional Offices (ROs).  The SAH agents administer and manage the SAH grant process.  The SAH agent’s primary roles and responsibilities include:

· advising the veteran of basic eligibility for SAH and Special Housing 
   Adaptations (SHA) benefits

· processing the application for the grant, and

· assisting the veteran in acquiring specially adapted housing or special 
   housing adaptations.


	Knowledge Needed
	Since the specific duties and responsibilities of the SAH agent are varied and extensive, it is beneficial that the SAH agent be knowledgeable of: 

· contracts

· financial issues

· construction, including

· appraisals, and

· the reading of blueprints and architectural plans

· alternative adaptive methods

· local building and construction codes, and

· interpersonal skills.


Roles and Responsibilities of Supporting Staff Members

	Introduction
	This topic contains information about the roles and responsibilities of staff members that support the Specially Adapted Housing (SAH) agent.


	Other VA Support 
	SAH agents responsible for the SAH grant process are supported by other Department of Veterans Affairs (VA) staff.  The table below describes the roles and responsibilities for the staff members that support the SAH agent during the SAH grant process.


	Role
	Responsibilities

	Director, Loan Guaranty Service
	Manages the Loan Guaranty Service on a national level.



	Chief, Special Housing
	Manages the SAH Grant Program on a national level.

	Loan Guaranty Officer
	Manages the Loan Guaranty Program on a regional level.

	Director, Compensation and Pension Service (C&P)
	Manages C&P on a national level.

	Veterans Service Center (VSC) Manager
	· Determines an applicant’s basic eligibility 
   for the SAH benefit.

· Communicates and sends eligibility    
   decisions and other supporting documents 
   to the appropriate Loan Guaranty personnel 
   to commence the grant process.

	Director, Vocational Rehabilitation and Employment (VR&E)
	Manages VR&E on a national level.

	VR&E Officer 


	Manages VR&E on a regional level.



	Undersecretary for Health, Veterans Health Administration (VHA)
	Manages the VHA on a national level.

	Chief, Prosthetics and Sensory Aids (P&SA)
	Manages P&SA at the medical center level.

	Office of General Counsel (OGC)
	Manages all legal aspects of the SAH Grant Program on a national level.

	Regional Counsel (RC)
	Manages all legal aspects of the SAH Grant Program on a regional level.


Statistical Quality Control (SQC) Requirements

	Introduction
	This topic contains information about the Statistical Quality Control (SQC) requirements, including:

· a description

· objectives

· when to perform, and

· responsibilities.


	Description
	SQC requirements provide guidelines to follow while going through the steps of the grant processes to ensure:

· accuracy

· compliance, and

· timeliness.

References:  For more information about SQC requirements, see 

M26-9: “Quality Control Procedures, Loan Guaranty Operations.”


	Objective
	The primary objectives of the SQC requirements and reviews are to:

· promote and maintain a high level of quality and consistency in services 
   and end products, and

· identify the Specially Adapted Housing (SAH) agent’s ability or inability 
   to

· properly do the job, or

· understand the job-related procedures.


	When to Perform
	All cases are reviewed for compliance when the:

· SAH/Special Housing Adaptations (SHA) grant is approved (SQC 
   Schedule 161), and
· final accounting is completed to close the file (SQC Schedule 162).


Continued on next page

Statistical Quality Control (SQC) Requirements, Continued

	Responsibility
	The table below identifies the job responsibilities related to the SQC requirements.


	Who
	Responsibilities

	SAH Agent
	· Understands the SQC requirements, and

      ensures that they are met.

	SAH Agent’s Direct Supervisor, or designee at the Regional Loan Center (RLC)
	· Performs the 1st level quality reviews to ensure 
   all requirements are being met.

· Provides feedback to the SAH agent on the 
   results of the review.

	Central Office (CO) or other members of Senior Management
	· Performs the 2nd level quality reviews on all 
   grant approvals, and

· provides feedback to the RLC Supervisors on 
   the results of the review.


Department of Veterans Affairs (VA) Forms, Pamphlets, and Other Materials

	Introduction
	This topic contains information about the Department of Veterans Affairs (VA) forms, pamphlets, and other materials, including:

· a video/digital video disc

· an audio cassette/compact disc, and

· Braille and enlarged print booklets.


	Description of Forms, Pamphlets, and Other Materials
	The table below describes the forms, pamphlets and other materials related to the Specially Adapted Housing (SAH) and Special Housing Adaptations (SHA) processes.   




	VA Form/

Pamphlet Number
	SAH/TAS LTR. Number
	Form/Pamphlet Name
	Description

	10-4555b
	--
	Certificate of Medical Feasibility
	Used by the veteran’s physician to document medical feasibility issues of a veteran utilizing the grant.

	20-8270
	--
	C&P Master Record-Audit Writeout
	Used by the Veterans Service Center (VSC) to inform the SAH agent of the veteran’s change of address or death.

	21-6796 or Narrative
	--
	Rating Decision
	Provides the benefits for which the veteran is entitled as identified by the VSC.  Note: 21-6796 has been discontinued.  However, this may be referenced in older cases. 

	26-4
	--
	VA-Guaranteed Home Loans for Veterans
	Provides information on Loan Guaranty benefits.

	26-6
	--
	To the Home Buying Veteran
	Provides home buying guidelines to the veteran.

	26-13
	--
	Handbook for Design: Specially Adapted Housing 
	Shows possible/necessary design features of adaptations.

	26-69-1
	--
	Question and Answers on Specially Adapted Housing for Veterans
	Provides answers to questions frequently asked by the veteran and the veteran’s families regarding SAH for disabled veterans under 38 United States Code, Chapter 21, Sections 2101(a) and 2101(b).


Continued on next page

Department of Veterans Affairs (VA) Forms, Pamphlets, and Other Materials, Continued

	Department of Veterans Affairs (VA) Forms, Pamphlets, and Other Materials (continued)


	VA Form/

Pamphlet Number
	SAH/TAS LTR. Number
	Form/Pamphlet Name
	Description

	26-1836
	6
	Grant Record Card
	Summarizes grant information pertaining to each veteran’s case.

	26-1839
	--
	Compliance Inspection Report
	· Documents

· the inspection of onsite and 
      offsite building improvements 
      made at various construction 
      stages

· evidence of compliance, 
      noncompliance, substitutions,     
      and deviations

· if any items will be delayed by 
      conditions beyond the control    
      of the parties involved

· the estimated cost and 
      expected completion date of 
      the stage/project due to a 
      delay.

· Indicates that a re-inspection by the 
   VA-assigned Compliance Inspector 
   (CI) is required.

	26-1844
	--
	Request for Acceptance of Changes in Approved Drawings and Specifications
	Used by the contractor to request approval of changes to the plans and specifications.


Continued on next page

Department of Veterans Affairs (VA) Forms, Pamphlets, and Other Materials, Continued

	Department of Veterans Affairs (VA) Forms, Pamphlets, and Other Materials (continued)


	VA Form/

Pamphlet Number
	SAH/TAS LTR. Number
	Form/Pamphlet Name
	Description

	26-1852 
	--
	Description of Materials 

	Used by the contractor to document the description of materials to be used in construction.

	HUD Form 92541
	--
	Builder’s Certification of Plans, Specifications, and Site
	Submitted by a builder to certify plans, specifications, and site.

	26-1854
	19
	Escrow Agreement
	Establishes how the grant funds, loan funds, and veteran’s funds, if any, will be released to the payee(s).

IMPORTANT:  This is a legal document signed by the escrow agent, veteran, and contractor.

	26-1858
	9
	Report of Loan Guaranty Field Review
	Documents all findings from field reviews completed by staff (for example, site/home inspection, construction related issues, etc.).

	26-4555
	--
	Veteran’s Application in Acquiring Specially Adapted Housing or Special Home Adaptations
	Serves as the veteran’s application for either a: 

· SAH grant, or 

· SHA grant.

	26-4555c
	--
	Veteran’s Supplemental Application for Assistance in Acquiring Specially Adapted Housing (SAH)
	Serves as the veteran’s supplemental application for assistance in acquiring a SAH grant.  

Note:  This application is used in SAH cases only.
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Department of Veterans Affairs (VA) Forms, Pamphlets, and Other Materials, Continued

	Department of Veterans Affairs (VA) Forms, Pamphlets, and Other Materials (continued)


	VA Form/

Pamphlet Number
	SAH/TAS LTR. Number
	Form/Pamphlet Name
	Description

	26-4555d
	--
	Veterans Application for Assistance in Acquiring Special Housing Adaptations (SHA)
	Serves as the veteran’s supplemental application for assistance in acquiring a SHA grant.

Note:  This application is used in SHA cases only.

	26-6807
	--
	Financial Statement
	Used by the veteran to report personal financial information.

	26-8503
	--
	Certificate of Appreciation
	· Acknowledges exemplary program 
   participants.

· Serves as a method of promoting the 
   SAH and SHA Grant Programs.

	28-00-1
	--
	Working Partners
	Provides detailed information on the Vocational Rehabilitation and Employment (VR&E) Services.

	29-79-2
	--
	Veterans Mortgage Life Insurance Facts and Premium Rates Sheet
	Provides detailed information on Veterans Mortgage Life Insurance (VMLI).

	29-8636
	--
	Veterans Mortgage Life Insurance Statement
	Serves as the veteran’s application for VMLI.

	80-07-1
	--
	Federal Benefits for Veterans and Dependents
	Provides information about Federal benefits for veterans and dependents.

Note:  The XX numbers in VA Pamphlet 80-XX-1 change annually to denote the year of publication.

	119
	--
	Report of Contact
	Documents the contact from an individual and summarizes details of the contact.
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Department of Veterans Affairs (VA) Forms, Pamphlets, and Other Materials, Continued

	Department of Veterans Affairs (VA) Forms, Pamphlets, and Other Materials (continued)


	VA Form/

Pamphlet Number
	SAH/TAS LTR. Number
	Form/Pamphlet Name
	Description

	OMB 2502-0265
	--
	HUD-1 Settlement Statement
	Provides evidence of the cost of the home and/or site.

	SF 1034
	--
	Public Voucher for Purchases and Services Other Than Personal
	Provides a method for the SAH agent to request grant checks from the Treasury Department.

	--
	--
	Existing Home Inspection Report
	Used to inspect an existing home to determine the feasibility of adapting to meet Minimum Property Requirements (MPRs).

	--
	--
	SHA Allowable Adaptations/Site Review
	Used to inspect an existing home to determine allowable adaptations needed.

	--
	--
	Vacant Land Inspection Report
	Used to inspect a proposed site for the purpose of building a specially adapted home.

	--
	--
	Veteran’s Waiver Request and Physician’s Recommendation of Waiver
	Used by the veteran, the veteran’s physician, and VA to identify, submit, and approve medical waiver requests.


Continued on next page

Department of Veterans Affairs (VA) Forms, Pamphlets, and Other Materials, Continued

	Video
	The video “Special Homes for Special Veterans” is available to all veterans interested in the SAH or SHA Grant Programs.  The video demonstrates to the veteran potential adaptations of new and existing homes.


	Audio Cassette
	An audio cassette of the Questions and Answers on Specially Adapted Housing and Special Housing Adaptations for Veterans pamphlet is available to veterans.  The cassette contains information relating to the SHA grant, concerning blindness and loss of use of hands.


	Braille and Enlarged Print Booklets
	Braille and enlarged print booklets of the Questions and Answers on Specially Adapted Housing and Special Housing Adaptations for Veterans pamphlet are available to veterans.  These booklets contain information relating to the SHA grant, concerning blindness and loss of use of hands. 


Specially Adapted Housing (SAH)/The Appraisal System (TAS) Letters

	Introduction
	This topic contains information about the Specially Adapted Housing (SAH)/The Appraisal System (TAS) letters.


	Description of Letters
	The table below describes the letters related to the SAH process.




	VA Letter Number
	Letter name
	Description

	1 
	(1) A-Grant Eligibility Letter:  FL 26-39
	Sent to veteran when the veteran meets the basic eligibility requirements for the SAH Grant Program.  

	2
	(2) B-Grant Eligibility Letter FL 26-39b
	Sent to veteran when the veteran meets the basic eligibility requirements for the Special Housing Adaptations (SHA) Grant Program.

	Open
	N/A
	Pending development.

	4
	A-Grant Documents to CO
	Sent to Central Office (CO) requesting assignment of Paraplegic Housing (PH) number.

	5
	B-Grant Documents to CO
	Sent to CO requesting assignment of Adapted Housing (AH) number.

	6
	Grant Record Card:  VA Form 26-1836
	Summarizes grant information pertaining to each veteran’s case.

	7
	VR&E Letter
	Sent to the Vocational Rehabilitation and Employment Service (VR&E) advising that the veteran is, or is not, interested in VR&E assistance/benefits.

	8
	VAMC-P&SA Clinic
	Sent to the Prosthetics and Sensory Aids service (P&SA), advising that the veteran is, or is not, interested in P&SA benefits.

	9
	Field Review VA Form 26-1858
	Documents all findings from field reviews completed by staff (for example, site/home inspection, value issues, etc.).

	10
	District Counsel - Title 
	Sent to Regional Counsel (RC) requesting title evidence be reviewed for acceptability.

	11
	Medical Certification
	Sent to the veteran’s private physician or a Department of Veterans Affairs (VA) physician for recommendations, comments, or concurrence, concerning waivers of Minimum Property Requirements (MPRs) requested by veteran. 
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Specially Adapted Housing (SAH)/The Appraisal System (TAS) Letters, Continued

	Description of Letters (continued)


	VA Letter Number
	Letter name
	Description

	12
	Required Document List
	A list provided to parties of interest (veteran, contractor, etc.), of required documents for grant processing.

	13
	Next Processing Step
	Sent to the veteran advising him/her of items needed to continue processing grant.

	14
	A Grant Final Approval
	Notifies the veteran that the application has been approved and the amount of the SAH grant.

	15
	B Grant Final Approval
	Notifies the veteran that the application has been approved and the amount of the SHA grant.

	16
	Inspector Assignment
	Sent to the inspector advising assignment of the property to be inspected with inclusion of an invoice for the inspector to file for payment.

	17
	Contractor Assignment
	Sent to the contractor advising of the:

· approval of plans, and

· the name of compliance inspector.

	18
	Final Accounting to CO
	Provides the available funds and costs to CO.

	19
	Escrow Agreement VA Form 26-1854
	Establishes a legally binding instrument escrow agreement between the escrow agent, veteran, and contractor.

	20
	Exhibit B-Escrow Disbursement Schedule
	Calculates staged disbursements.

	21
	Initial Letter to Escrow Agent
	Sent to the escrow agent providing a sample of an escrow agreement and outlining the services needed to establish a future escrow account.

	22
	Check to Escrow Agent
	Sent to the escrow agent with the escrow agreement for execution and Treasury Department check for deposit.
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Specially Adapted Housing (SAH)/The Appraisal System (TAS) Letters, Continued

	Description of Letters (continued)


	VA Letter Number
	Letter name
	Description

	23
	Escrow Payout
	Sent to the escrow agent authorizing release of the funds.

	24
	Annual Letter to Veteran
	Sent to the veteran reminding him/her of grant eligibility.

	25
	Next of Kin 
	Conveyance of sympathy to the family of the deceased veteran, requesting:

· a copy of death certificate, and 

· evidence of outstanding expenses relating 
   to grant processing.

	26
	Property Tax:  Letter to Veteran
	Sent to tax authorities advising of veteran’s service-connected disability, and requesting that appropriate exemption forms be provided to veteran.

	27
	VMLI - Insurance 
	Sent to the Insurance Center (IC) advising of the veteran’s application for Veterans Mortgage Life Insurance (VMLI).

	28
	Transfer File to RO
	Notifies the receiving Regional Office (RO) or Regional Loan Center (RLC) that a SAH or SHA folder is being transferred to them. 

	29
	Transfer Notice of CO
	Notifies CO that a SAH or SHA folder is being transferred to another RO or RLC. 


4


 

4

16
17

