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Chapter 2
Handling Grant Applications and Rating Decisions

Overview

	Introduction
	This chapter contains information about handling applications and rating decisions for Specially Adapted Housing (SAH) and Special Housing Adaptations (SHA) Grants, including:

· the grant application and rating decision process

· processing grant applications and rating decisions

· establishing the grant file

· notifying the veteran of eligibility

· notifying Central Office (CO), and

· updating the SAH/The Appraisal System (TAS) and Benefits Delivery 
   Network (BDN).


	In this Chapter
	This chapter includes the following sections:


	Section
	Section Name
	See Page

	A
	General Information About Grant Applications and Rating Decisions
	2-A-1

	B
	Processing Grant Applications and Rating Decisions
	2-B-1

	C
	Establishing Grant Files and Notifying the Veteran of Eligibility
	2-C-1

	D
	Notifying Central Office (CO) and Updating the Specially Adapted Housing (SAH)/The Appraisal System (TAS) and Benefit Delivery Network (BDN)
	2-D-1


Section A
General Information About Grant Applications and Rating Decisions

Overview

	Introduction
	This section contains general information about the grant application and rating decision, including:

· the process for handling grant applications and rating decisions

· information on applications

· information on rating decisions, and

· information on claim files.


	In this Section
	This section includes the following topics:


	Topic
	Topic Name
	See Page

	1
	General Information About Applications
	2-A-2

	2
	General Information About Rating Decisions
	2-A-4

	3
	General Information About Claim Files
	2-A-6

	4
	Process for Handling Grant Applications
	2-A-7

	5
	Process for Handling Rating Decisions
	2-A-8

	6
	Process for Handling Grant Applications and Rating Decisions
	2-A-9


General Information About Applications

	Introduction
	This topic contains general information about applications, including:

· a description

· requirements, and

· date-stamps.


	Description
	The grant application, VA Form 26-4555, Veteran’s Application in Acquiring Specially Adapted Housing or Special Home Adaptations:

· is completed by the veteran or veteran’s representative

· provides general information on the veteran, and

· provides official notification to Department of Veterans Affairs (VA) that 
   the veteran is filing for a Specially Adapted Housing (SAH) or Special 
   Housing Adaptations (SHA) Grant.

Note:  VA Form 26-4555 is the veteran’s application for grant eligibility.  VA Form 26-4555c, Veteran’s Supplemental Application for Assistance in Acquiring Specially Adapted Housing or VA Form 26-4555d, Veterans Application for Assistance in Acquiring Special Housing Adaptations, is the veteran’s application for grant approval.   

IMPORTANT:  If the veteran has not been rated eligible for a grant by the Veterans Service Center (VSC), the VA Form 4555 serves to initiate a review of the veteran’s medical records by the VSC to determine if the veteran is eligible for the grant [see Pending – Rating Board Action (1) report in SAH/The Appraisal System (TAS)].

Reference:  For more information about processing VA Form 26-4555c, or VA Form 26-4555d see Chapter  11, “Submitting Specially Adapted Housing (SAH) Grant Applications for Approval,” or “Chapter 12, Submitting Special Housing Adaptations (SHA) Grant Applications for Approval.”


	Requirements
	Applications must be:

· complete

· signed by the veteran or veteran’s representative, and

· date-stamped by Loan Guaranty.


Continued on next page

General Information About Applications, Continued

	Date-Stamps
	The Loan Guaranty date-stamp is used to track the time it takes from the receipt of the application to the date the rating is made.

IMPORTANT:  If only a Mail Room date-stamp is on the application, that date will be used in tracking the time it takes from the date of receipt of the application to the date of the rating decision.


General Information About Rating Decisions

	Introduction
	This topic contains general information about rating decisions, including:

· a description

· evolution of rating formats

· requirements, and

· precise and understandable language.


	Description
	A rating decision is the official declaration of the benefits entitled to a veteran as determined by the Veterans Service Center (VSC).


	Evolution of Rating Formats
	The format of the rating decision is dependent upon the period of time when the veteran was initially rated.  The table below describes the evolution of the rating formats.

Note:  There may be several references in the rating decision to the law (for example:  38 United States Code (U.S.C.), 801(a); 38 U.S.C., 801(b); 38 U.S.C. Chapter 21, Section 2101(a); 38 U.S.C., Chapter 21, Section 2101(b), etc.).


	Format
	Description

	Certificate of Basic Eligibility (if available)
	Usually a very brief narrative signed by the VSC Manager or designee declaring eligibility to Specially Adapted Housing (SAH).

	VA Form 21-6796, Rating Decision (if available)
	A form signed by the VSC Manager or designee.  Note: 21-6796 has been discontinued.  However, this may be referenced in older cases.

	Rating Decision (a system-generated document)
	A decision signed by the VSC Manager or designee.

	Narrative Rating Decision (a system-generated document)
	A decision signed by the VSC Manager or designee.


	Reference:  For more information about the structure of the rating decision, see M21-1MR, Part III, Subpart IV, Chapter 6, Section C, Paragraph 7. 


Continued on next page

General Information About Rating Decisions, Continued

	Requirements
	Rating decisions must have:

· a clear statement of eligibility in the form of either

· a narrative stating entitlement, or

· reference to the SAH/Special Housing Adaptations (SHA) law, and

· signature(s) from the Rating Specialist(s).

Note:  Rating decisions must be date stamped by Loan Guaranty.


	Precise and Understandable Language
	All rating decisions must be written so that the reader will understand the precise basis for the decision.  

IMPORTANT:  If the rating decision is not clear as to specific entitlement, it should be returned to the VSC for clarification.


General Information About Claim Files

	Introduction
	This topic contains general information about claim files, including: 

· a description

· contents of the claim file, and

· files in other jurisdictions.


	Description
	One claim file per veteran is established by the Veterans Service Center (VSC) upon receipt of a veteran’s written claim for Department of Veterans Affairs (VA) benefits (such as pension and/or compensation).


	Contents of the Claim File
	The contents of the claim file can include:

· service records

· medical records, and

· denied or approved VA benefits.


	Files in Other Jurisdictions
	A claim file is located in the VSC office having jurisdiction over the file.  If a claim is needed for review by the Specially Adapted Housing (SAH) agent, but is located in another VSC jurisdiction, a requisition for the claim file is made through the local VSC.

IMPORTANT:  Once the claim file is reviewed and returned to the local VSC office, the local VSC office promptly returns the file, along with copies of all relevant material, to the VSC office that has jurisdictional control.


Process for Handling Grant Applications

	Introduction
	This topic contains information about the process for handling grant applications.


	Stages of Processing Grant Applications
	The table below describes the stages in processing grant applications.


	Stage
	Description

	1
	The application is received, date stamped by Loan Guaranty, and reviewed for completeness.

	2
	The Benefits Delivery Network (BDN) is reviewed to verify that the grant has not been used previously.

	3
	The veteran’s record is established in the Grant Applications screen in the Specially Adapted Housing (SAH)/The Appraisal System (TAS).  The Grant Application screen in SAH/TAS is updated to reflect the rating information.  

	4
	The rating decision granting eligibility is obtained from the Veterans Service Center (VSC) and date stamped by Loan Guaranty.

	5
	The Adaptive Housing (AH) or Paraplegic Housing (PH) folder is created.

	6
	Use the Append function in the Grant Applications screen to transfer information to the Veterans screen.

IMPORTANT:  Information in the Comments section in the Grant Applications screen must be transferred to the Veterans Screen in SAH/TAS.  Prior to appending the Grant Applications Screen, copy the text in the Comments section to a word document, then paste into the Comments section in the Veterans Screen.

	7
	The veteran is notified in writing of eligibility within 10 workdays.

	8
	An electronic request is sent to Central Office (CO) for the assignment number within 7 workdays of sending the notification letter to the veteran.

	9
	The Veterans screen in SAH/TAS is updated to indicate that all relevant information has been completed and entered.

	10
	The case number is received from CO.

	11
	The Veterans screen in SAH/TAS is updated to record the receipt of the assignment number and the assignment number is established in the BDN system within 7 workdays.


Process for Handling Rating Decisions

	Introduction
	This topic contains information about the process for handling rating decisions.


	Stages of Processing Rating Decisions
	The table below describes the stages in processing rating decisions.


	Stage
	Description

	1
	The rating decision granting eligibility is received, date stamped by Loan Guaranty, and reviewed for completeness.

	2
	The Benefits Delivery Network (BDN) is reviewed to verify that the grant has not been used previously.

	3
	Obtain a completed VA Form 26-4555, Veteran’s Application in Acquiring Specially Adapted Housing or Special Home Adaptations from the veteran’s claim file, veteran, or veteran’s authorized representative.

	4
	The Adaptive Housing (AH) or Paraplegic Housing (PH) folder is created.

	5
	The veteran is notified in writing of eligibility within 10 workdays.

	6
	An electronic request is sent to Central Office (CO) for the assignment number within 7 workdays of sending the notification letter to the veteran.

	7
	The veteran’s record is established in the Veterans screen and all relevant information is completed in Specially Adapted Housing (SAH)/The Appraisal System (TAS).

	8
	The case number is received from CO.

	9
	The Veterans screen in SAH/TAS is updated to record the receipt of the assignment number and the assignment number is established in the BDN system within 7 workdays.


Process for Handling Grant Applications and Rating Decisions

	Introduction
	This topic contains information about handling grant applications and rating decisions.


	Stages for Processing the Application and Rating Decision
	The table below describes the stages in processing the application and rating decision together.


	Stage
	Description

	1
	The application and rating decision granting eligibility are received, date stamped by Loan Guaranty, and reviewed for completeness.

	2
	The Benefits Delivery Network (BDN) is reviewed to verify that the grant has not been used previously.

	3
	The Adaptive Housing (AH) or Paraplegic Housing (PH) folder is created.

	4
	The veteran is notified in writing of eligibility within 10 workdays.

	5
	An electronic request is sent to Central Office (CO) for the assignment number within 7 workdays of sending the notification letter to the veteran.

	6
	The veteran’s record is established in the Veterans screen and all relevant information is completed in Specially Adapted Housing (SAH)/The Appraisal System (TAS).

	7
	The case number is received from CO.

	8
	The Veterans screen in SAH/TAS is updated to record the receipt of the assignment number and the assignment number is established in the BDN system within 7 workdays.


Section B
Processing Grant Applications and Rating Decisions

Overview

	Introduction
	This section contains information about processing grant applications and rating decisions, including:

· processing applications without rating decisions

· processing rating decisions without applications, and

· processing applications with rating decisions.


	In this Section
	This section includes the following topics:


	Topic
	Topic Name
	See Page

	1
	Processing Applications without Rating Decisions
	2-B-2

	2
	Processing Rating Decisions without Applications
	2-B-5

	3
	Processing Applications with Rating Decisions
	2-B-8


Processing Applications without Rating Decisions

	Introduction
	This topic contains information about processing applications without rating decisions.


	When to Perform
	Process applications when received without a rating decision.


	How to Process Applications without Rating Decisions
	Follow the steps in the table below to process applications without rating decisions.


	Step
	Action

	1
	Review the application for completeness.

· If the application is complete, go to Step 2.

· If the application is not signed

· return the application to the veteran for a signature, and 

· suspend the file.

· If the application is lacking information on the veteran, access 
   the Benefits Delivery Network (BDN) for the missing 
   information.

Note:  If the information is not in the BDN, contact the veteran to verify the missing information.

Reference:  For more information about accessing the BDN for missing information, see Chapter 3, Section B, “Benefits Delivery Network (BDN).”

· If the application is signed, but the information on the 
   application is not sufficient to identify the veteran, return the 
   application to the veteran for the missing information.

· If the application does not have a date-stamp, date-stamp the 
   application to establish date of receipt.

	2
	Using the MINQ command, check the M15 screen in the BDN for prior usage.

Reference:  For more information about the BDN, see Chapter 3, Section B, “Benefits Delivery Network (BDN).”


Continued on next page

Processing Applications without Rating Decisions, Continued

	How to Process Applications without Rating Decisions (continued)


	Step
	Action

	3
	Check the PARAPLEGIC HSNG NO field on the M15 screen in the BDN for a 5-digit number preceded by an E, G, X, or Y.

· If there is a 5-digit number preceded by an E or an X, review 
   the Specially Adapted Housing (SAH)/The Appraisal System 
   (TAS) or contact Central Office (CO) to identify the location 
   of the previously established grant file so that a request can be 
   made to the appropriate SAH agent to have the grant file 
   transferred.

IMPORTANT:  A veteran cannot use either grant more than once.  Therefore, a second grant file cannot be established.

· Generally, if there is a 5-digit number preceded by a G or a Y, 
   notify the veteran in writing that there

· has been prior use of the grant, and

· is not eligibility for a second grant.

· If there is no entry in the field, go to Step 4.

Note:  If the veteran has previously used a Special Housing Adaptations (SHA) grant (indicated by a 5-digit number preceded by a Y), he/she may use a SAH grant, provided that eligibility requirements are met.  This is the only scenario in which a second grant file may be established. 

	4
	Locate the claim file (c-file).

· If the c-file is available, go to Step 5.

· If the c-file is not available, go to Step 6.

	5
	Check the c-file for a rating decision.

· If the rating decision is in the file, 

· make a copy for the grant file, and

· go to Step 7.

· If the rating decision is not in the file, go to Step 6.


Continued on next page

Processing Applications without Rating Decisions, Continued

	How to Process Applications without Rating Decisions (continued)


	Step
	Action

	6
	Send a copy of the application to the Veteran Service Center (VSC) requesting a rating decision.

Notes:  

· Hold the original VA Form 26-4555, Veteran’s Application in 
    Acquiring Specially Adapted Housing or Special Home 
   Adaptations, until the rating decision has been received.  

· If the veteran is eligible for the benefit, the rating decision can 

      be generated upon receipt.  If the veteran is ineligible, based  

      upon the evidence of the record, the Veterans Claims 

      Assistance Act notice must be sent.   

· Every 30 days follow up for status of the rating decision using 
   the Pending – Rating Board Action (1) report in SAH/TAS.  

      However, in the absence of a response from the veteran, no 

      action can be taken on the claim for 60 days.

	7
	Establish the veteran’s record in the Grant Applications screen in SAH/TAS with the relevant information.

Note:  If veteran previously applied and was denied, there will be an existing record in the Grant Applications screen.  Transfer the date of denial and any other pertinent information from sections 3 (Status of Application) and 4 (Date Information) to the Comments section, and update sections 3 and 4 with current dates.  Be sure to change from “denial” to “rating board.”

Reference:  For more information about the SAH/TAS screens , see Chapter 3, Section A, “SAH/TAS Screens.”

	8
	Upon receipt of the rating decision, go to “Processing Applications with Rating Decisions” later in this section.


Processing Rating Decisions without Applications

	Introduction
	This topic contains information about handling rating decisions without applications.


	When to Perform
	Handle rating decisions when received from the Veterans Service Center (VSC) without the application.


	How to Process Rating Decisions
	Follow the steps in the table below to handle rating decisions.


	Step
	Action

	1
	Review the rating decision for completeness.

· If the rating decision is complete, go to Step 2.

· If the rating decision is not complete, refer the rating back to 
   VSC for completion.

	2
	Check for eligibility on the rating decision.

· If the rating decision approves entitlement for the Specially 
   Adapted Housing (SAH)/Special Housing Adaptations (SHA) 
  eligibility, go to Step 3.

· If the rating decision denies entitlement for the SAH/SHA 
   eligibility, no action is required because the VSC notifies the 
   veteran that he/she is not eligible. 

	3
	Using the MINQ command, check the M15 screen in the Benefits Delivery Network (BDN) for prior usage of the grant.

Reference:  For more information about the BDN, see Chapter 3, Section B, “Benefits Delivery System (BDN).”
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Processing Rating Decisions without Applications, Continued

	How to Process Rating Decisions (continued)


	Step
	Action

	4
	Check the PARAPLEGIC HSNG NO field on the M15 screen in the BDN for a 5-digit number preceded by an E, G, X, or Y.

· If there is a 5-digit number preceded by an E or an X, review 
   the SAH/The Appraisal System (TAS) or contact Central 
   Office (CO) to identify the location of the previously 
   established grant file so that a request can be made to the 
   appropriate SAH agent to have the grant file transferred.

IMPORTANT:  A veteran cannot use either grant more than once.  Therefore, a second grant file cannot be established.

· Generally, if there is a 5-digit number preceded by a G or a Y, 
   notify the veteran in writing that there

· has been prior use of the grant, and

· is no eligibility for a second use.

· If there is no entry in the field, go to Step 4.

Exception:  If the veteran has previously used a SHA grant (indicated by a 5-digit number preceded by a Y), he/she may use a SAH grant, provided that eligibility requirements are met.  This is the only scenario in which a second grant file may be established.

	5
	Locate the c-file.

· If the c-file is available, go to Step 6.

· If the c-file is not available, go to Step 7.

	6
	Check the c-file for a SAH/SHA application.

· If the application is in the file, 

· remove the original application from the c-file and replace 
   with a copy

· date stamp the original application for Loan Guaranty, and

· proceed to “Processing Applications with Rating 
   Decisions.”

· If the application is not in the file, go to Step 7.


Continued on next page

Processing Rating Decisions without Applications, Continued

	How to Process Rating Decisions (continued)


	Step
	Action

	7
	Draft a letter (hereafter referred to as the Invite letter): 

· informing the veteran that he/she was rated eligible for the 
   SAH or SHA grant, and

· requesting him/her to complete and return the enclosed 
   application.

	8
	Make 2 copies of the Invite letter: 

· the first copy is retained with the rating decision pending 

      receipt of the completed application from the veteran 

· the second copy is placed in the c-file.

	9
	Send the Invite letter with VA Form 26-4555 to the veteran.

	10
	Create a Veterans Screen in SAH/TAS using the veteran’s information.  

Note: Creation of the Veterans Screen will cause the case to appear on the Pending – Annual Follow Up (5) report in SAH/TAS, if the veteran has not been contacted by the SAH agent within the last year or longer.

Reference:  For more information about the SAH/TAS screens , see Chapter 3, Section A, “SAH/TAS Screens.”

	11
	Upon receipt of the completed application, go to “Processing Applications with Rating Decisions” later in this section.


Processing Applications with Rating Decisions

	Introduction
	This topic contains information about processing applications with rating decisions.


	How to Process Applications with Rating Decisions
	Follow the steps in the table below to process applications with rating decisions.


	Step
	Action

	1
	Review the rating decision for completeness.

· If the rating decision is complete, go to Step 2.

· If the rating decision is not complete, refer the rating back to 
   Veterans Service Center (VSC) for completion.

	2
	Check for eligibility on the rating decision.

· If the rating decision approves entitlement for the Specially 
  Adapted Housing (SAH)/Special Housing Adaptations (SHA) 
  eligibility, go to Step 3.

· If the rating decision denies entitlement for the SAH/SHA 
   eligibility, no action is required because the VSC notifies the 
   veteran that he/she is not eligible. 

Note:  If the application has previously been entered into the Grant Application screen in SAH/The Appraisal System (TAS), the system must be updated to show the denial by the VSC.


Continued on next page

Processing Applications with Rating Decisions, Continued

	How to Process Applications with Rating Decisions (continued)


	Step
	Action

	3
	Review the application for completeness.

· If the application is complete, go to Step 4.

· If the application is not signed

· return the application to the veteran for a signature, and

· suspend the file.

· If the application is lacking information on the veteran, access 
   the Benefits Delivery Network (BDN) for the missing 
   information.

Note:  If the information is not in the BDN, contact the veteran to furnish the missing information.

Reference:  For more information about accessing the BDN for missing information, see Chapter 3, Section B, “Benefits Delivery Network (BDN).”

· If the application is signed, but the information on the 
   application is not sufficient to identify the veteran, return the 
   application to the veteran for the missing information.

· If the application does not have a date-stamp, date-stamp the 
   application to establish date of receipt.

	4
	Using the MINQ command, check the M15 screen in the BDN for prior usage of the grant.

Reference:  For more information about the BDN, see Chapter 3, Section B, “Benefits Delivery Network (BDN).”


Continued on next page

Processing Applications with Rating Decisions, Continued

	How to Process Applications with Rating Decisions (continued)


	Step
	Action

	5
	Check the PARAPLEGIC HSNG NO field on the M15 screen in BDN for a 5-digit number preceded by an E, G, X, or Y.

· If there is a 5-digit number preceded by an E or an X, review 
   the SAH/TAS or contact Central Office (CO) to identify the 
   location of the previously established grant file so that a 
   request can be made to the appropriate SAH agent to have the 
   grant file transferred.

IMPORTANT:  A veteran cannot use either grant more than once.  Therefore, a second grant file cannot be established.

· Generally, if there is a 5-digit number preceded by a G or a Y, 
    notify the veteran in writing that there

· has been prior use of the grant, and

· is no eligibility for a second use.

· If there is no entry in the field, go to Chapter 2, Section C, 
   “Establishing Grant Files and Notifying the Veteran of 
    Eligibility.”

Note:  If the veteran has previously used a SHA grant (indicated by a 5-digit number preceded by a Y), he/she may use a SAH grant, provided that eligibility requirements are met.  This is the only scenario in which a second grant file may be established.


Section C
Establishing Grant Files and Notifying the Veteran of Eligibility

Overview

	Introduction
	This section contains information about notifying the veteran of eligibility and establishing grant files, including: 

· notifications, and

· grant files.


	In this Section
	This section includes the following topics:


	Topic
	Topic Name
	See Page

	1
	General Information About Notifications
	2-C-2

	2
	Notifying a Veteran of Eligibility
	2-C-4

	3
	General Information About Grant Files
	2-C-6

	4
	Creating Grant Files
	2-C-9


General Information About Notifications

	Introduction
	This topic contains general information about notifications, including:

· a description

· types of notification letters

· enclosures

· when to send enclosures, and

· structure of VA Pamphlet 26-69-1, Questions and Answers on Specially 
   Adapted Housing.


	Description
	Notification letters are letters that are sent to veterans to inform them that they meet the basic eligibility requirements for one of the Grant Programs.


	Types of Notification Letters
	The two types of notification letters sent to the veteran when he/she is eligible for one of the Grant Programs are:

· FL 26-39, (1) A-Grant Eligibility Letter, and

· FL 26-39b, (2) B-Grant Eligibility Letter.


	Notification Letter
	Description

	FL 26-39
	Sent when the veteran meets the basic eligibility requirements for the Specially Adapted Housing (SAH) Grant Program.

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


	Enclosures
	Enclosures are included with notification letters to: 

· provide additional information about the grant process, or 

· accommodate the disability of the veteran.


Continued on next page

General Information About Notifications, Continued

	When to Send Enclosures
	Use the table below to determine when to send an enclosure to the veteran.


	If the veteran is eligible for the …
	Then include …

	SAH Grant Program
	· the SAH video entitled “Special Homes 
   for 
   Special Veterans,” and

· VA Pamphlet 26-69-1, Questions and 
   Answers on Specially Adapted Housing. 

	SHA Grant Program, and

the veteran is visually impaired
	· the Braille booklet

· the Audio tape cassette, or

· the large print version of VA Pamphlet 
   26-69-1. 

	SHA Grant Program, and

the veteran has lost the use of 1 or both hands
	VA Pamphlet 26-69-1. 


	Structure of VA Pamphlet

26-69-1
	VA Pamphlet 26-69-1, Questions and Answers on Specially Adapted Housing includes: 

· Section I:  Answers to questions frequently asked by the veteran and their 
   families about the SAH Grant Program, and

· Section II:  Answers to questions frequently asked by the veteran and their 
   families about the SHA Grant Program.


Notifying a Veteran of Eligibility

	Introduction
	This topic contains information about a veteran’s eligibility notification, including:

· when to perform, and

· how to notify a veteran of eligibility.


	When to Perform
	Notify the veteran of eligibility when both:

· the veteran’s application and rating decision have been received, and 

· a determination is made that the veteran is eligible for either of the Grant 
   Programs.


	How to Notify the Veteran of Eligibility
	Follow the steps in the table below to notify the veteran of eligibility.


	Step
	Action

	1
	Were both the veteran’s application and rating decision received?

· If yes, go to Step 2.

· If no, go to either

· Chapter 2, Section B, “Processing Rating Decisions 
   without Applications” if the application was not received, or 

· Chapter 2, Section B, “Processing Applications without 
   Rating Decisions” if the rating decision was not received.  

	2
	Is the veteran eligible for either of the Grant Programs?

· If yes, go to Step 3.

· If no, no action is required since the Veterans Service Center 
   (VSC) notifies the veteran that he/she is not eligible for the Grant
    Program(s).

	3
	From the Veterans screen, access the Letters screen in the Specially Adapted Housing (SAH)/The Appraisal System (TAS).
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Notifying a Veteran of Eligibility, Continued

	How to Notify the Veteran of Eligibility (continued)


	Step
	Action

	4
	Select the appropriate notification letter.

· If the veteran is eligible for the SAH grant, select FL 26-39, 
   (1) A-Grant Eligibility Letter.

· If the veteran is eligible for the Special Housing Adaptations 
   (SHA) Grant, select FL 26-39b, (2) B-Grant Eligibility Letter.  
Note:  Both letters are standardized form letters.

	5
	Select the station having jurisdiction over the veteran’s record, such as Columbia, Atlanta, Houston, or other regional offices.

	6
	Select the veteran’s name from the drop-down menu.

Result:  The veteran’s information populates to the form letter.

	7
	Ensure the following SAH agent information is on the signature line:

· name

· title, and

· phone number.

	8
	Print the letter and make a copy for the grant file.

References:  For more information about:

· the assignment of case file numbers, see Chapter 2, Section D, 
   “Requesting the Assignment of Case File Numbers,” and 

· establishing grant files, see “Creating Grant Files” later in this 
   section.

	9
	Mail the notification letter, including the necessary enclosures, to the veteran.

Reference:  For more information about enclosures, see “General Information About Notifications” earlier in this section.

	10
	Access the Veterans screen in the SAH/TAS and input the date the letter was sent along with the date of last contact.


General Information About Grant Files

	Introduction
	This topic contains general information about grant files, including:

· a description

· types of folders

· case file number, and

· contents of each folder.


	Description
	A grant file is a file for a specific veteran that is established upon receipt of the veteran’s application and rating decision of eligibility for a Specially Adapted Housing (SAH) or Special Housing Adaptations (SHA) Grant.


	Types of Folders
	The table below describes the two types of folders that are created depending on the type of grant for which the veteran is eligible.


	Program
	Required Folder

	SAH 
	Paraplegic Housing (PH) folder

	SHA 
	Adaptive Housing (AH) folder


	Case File Number
	Every grant file, including both PH and AH files, has its own unique numerical identifier called a case file number.

Reference:  For more information about case file numbers, see Chapter 2, Section D, “General Information About Case File Numbers.”
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General Information About Grant Files, Continued

	Contents of the PH Folder
	The PH folder is made up of the following items:

· VA Form 26-4555, Veteran’s Application in Acquiring Specially Adapted 
   Housing or Special Home Adaptations
· Progress Sheet, and

· a copy of:

· the Rating Decision
· FL 26-39, PH Grant Eligibility Letter to Veteran

· VA Form 26-1836, Grant Record Card
· Benefit Delivery Network (BDN) Screens M11, M13, and M15

· the completed SAH/The Appraisal System (TAS) Veterans screen

· the memorandum requesting the assignment of the PH number, and
· the e-mail requesting the PH number from Central Office.


	Contents of the AH Folder
	The AH folder is made up of the following items:

· VA Form 26-4555
· Progress Sheet, and

· a copy of

· the Rating Decision
· FL 26-39b, AH Grant Eligibility Letter to Veteran

· VA Form 26-1836
· BDN Screens M11, M13, and M15

· the completed SAH/TAS Veterans screen

· the memorandum requesting the assignment of the AH number, and
· the e-mail requesting the AH number from Central Office.


	Progress Sheets
	A Progress Sheet tracks and documents the grant processing procedures for each case.  

Note:  It is an integral part of the folder maintenance program that is affixed to the inside left flap of the PH or AH folder.


Continued on next page

General Information About Grant Files, Continued

	Files in Other Jurisdictions
	When a grant file has already been established and is located in another jurisdiction, request the grant file from the SAH agent where the grant file is located.

IMPORTANT:  The SAH agent forwarding the grant file is responsible for updating the SAH/TAS under the Veterans screen to indicate the new office of jurisdiction.

Notes:

·     The SAH agent requesting the file is not able to access the veteran’s 
    grant file without the transfer update in SAH/TAS.

·     Central Office (CO) is also notified of the transfer.


Creating Grant Files

	Introduction
	This topic contains information about the creation of grant files, including:

· when to create, and

· how to create a grant file.


	When to Create
	Create a grant file for every case when both the rating decision granting eligibility and VA Form 26-4555 are received.




	How to Create a Grant File
	Follow the steps in the table below to create a grant file.


	Step
	Action

	1
	· Obtain a folder and create a label with the following information
· the veteran’s name

· case file number, and

· claim file (c-file)/Social Security number (SSN).

	2
	Place the necessary forms and materials in the folder.

Reference:  For more information about the contents of the folder, see “General Information About Grant Files” earlier in this section.

	3
	Attach a Progress Sheet on the left inside flap of the Paraplegic Housing (PH) or Adaptive Housing (AH) folder that tracks and documents the grant processing procedures.


Section D
Notifying Central Office (CO) and Updating the Specially Adapted Housing (SAH)/The Appraisal System (TAS) and Benefits Delivery Network (BDN)

Overview

	Introduction
	This section contains information about notifying the Central Office (CO) and updating the Specially Adapted Housing (SAH)/The Appraisal System (TAS) and Benefits Delivery Network (BDN), including:

· general information on case file numbers 

· requesting the assignment of case file numbers, and

· recording assigned case file numbers.


	In this Section
	This section includes the following topics:


	Topic
	
	See Page

	1
	General Information About Case File Numbers
	2-D-2

	2
	Requesting the Assignment of Case File Numbers
	2-D-3

	3
	Recording Assigned Case File Numbers
	2-D-6


General Information About Case File Numbers

	Introduction
	This topic contains general information about case file numbers, including:

· a description, and

· assignment.


	Description
	The case file number is a unique number assigned by Central Office (CO) for a Paraplegic Housing (PH) or Adapted Housing (AH) grant file.  Only one case file number is assigned per grant.  The case file number is used to identify the:

· veteran’s grant file, and 

· type of grant that the veteran is entitled to receive.


	Assignment
	The CO assigns case file numbers upon receipt of all the required exhibits, including the:

· Rating Decision
· VA Form 26-4555, Veteran’s Application in Acquiring Specially Adapted 
   Housing or Special Home Adaptations
· FL 26-39/26-39b, PH/AH Grant Eligibility Letter
· VA Form 26-1836, Grant Record Card, and
· The memorandum requesting the assignment of the PH/AH number.


Requesting the Assignment of Case File Numbers

	Introduction
	This topic contains information about requests for the assignment of case file numbers, including:

· when to perform

· how to prepare the memorandum and VA Form 26-1836, and

· how to request the case number.


	When to Perform
	Request the assignment of a case file number after:

· verifying in the Benefits Delivery Network (BDN) that a grant was not 
   previously established

· verifying in the Specially Adapted Housing (SAH)/The Appraisal System 
   (TAS) that a grant file was not previously established

· receiving the following items:

· the Rating Decision
· VA Form 26-4555, and 

· sending FL 26-39/26-39b to the veteran.


	How to Prepare the Memorandum and VA Form 26-1836
	Follow the steps in the table below to prepare the memorandum and VA Form 26-1836.




	Step
	Action

	1
	Access the Letters screen from the Veterans screen in the SAH/TAS.

	2
	Select memorandum letter #4 PH Grant Documents to CO.

	3
	Print the memorandum.

	4
	Make a copy of the memorandum and place the copy in the Paraplegic Housing (PH)/Adaptive Housing (AH) grant file.

	5
	Access the Letters screen of the SAH/TAS program and select letter #6 Grant Record Card.


Continued on next page

Requesting the Assignment of Case File Numbers, Continued

	How to Prepare the Memorandum and VA Form 26-1836 (continued)


	Step
	Action

	6
	Make sure the following fields in Section I of VA Form 26-1836 in SAH/TAS are populated:

· Department of Veterans Affairs (VA) Regional Office (RO) 
   and Station Number

· name and address of veteran

· veteran’s date of birth

· veteran’s social security number

· claims folder number, and

· service serial number.

Note:  If the Service Serial and Claims Folder Numbers are not on the application, access the M15 screen in the Benefits Delivery Network (BDN) using the veteran’s Social Security Number to obtain this information.

	7
	Is the date the application was initially submitted populated in Section II?

· If yes, go to Step 8.

· If no, update the Veterans screen.

	8
	Print VA Form 26-1836.

	9
	Make a copy of VA Form 26-1836 and place the copy in the PH/AH case folder.


Continued on next page

Requesting the Assignment of Case File Numbers, Continued

	How to Request the Case Number
	Follow the steps in the table below to request the case number.


	Step
	Action

	1
	Gather the following forms and materials:

· the memorandum requesting the assignment of a PH/AH 
   number

· VA Form 26-1836, and

· a copy of 

· FL 26-39/26-39b 

· the Rating Decision, and

· VA Form 26-4555.

	2
	Scan the required documents to request the assignment of PH/AH number from Central Office (CO).

	3
	Access the Veterans screen in SAH/TAS, and type the date the required documents were sent to the CO.


	Result:  CO will:

· assign a PH/AH number

· enter the PH/AH number in the SAH/TAS, and

· contact the SAH agent.


Recording Assigned Case File Numbers

	Introduction
	This topic contains information about the recording of assigned case file numbers, including:

· when to record them, and

· how to record them.


	When to Record
	Record the assigned case file number when the assigned case file number is received from Central Office (CO).


	How to Record the Assigned Case File Number
	Follow the steps in the table below to record the assigned case file number.


	Step
	Action

	1
	Obtain the Paraplegic Housing (PH) or Adaptive Housing (AH) folder.

	2
	Affix the assigned case number on the folder label and progress sheet.

	3
	Access the M15 screen in the Benefits Delivery Network (BDN) using the CORR command.

	4
	Type the case file number in the PARAPLEGIC HSNG NO on the right hand side of the screen.
· For PH cases, type the letter “E” for eligible and the five-digit 
   case number.

· For AH cases, type the letter “X” for eligible, a zero, and the 
   four-digit case number.

Examples:  

· If the CO-assigned number for a PH grant is 12345, then type 
   the case number “E12345” in the system.

· If the CO-assigned number for an AH grant is 6789, then type 
   the case number “X06789” in the system.


Continued on next page

Recording Assigned Case File Numbers, Continued

	How to Record the Assigned Case File Number (continued)


	Step
	Action

	5
	Print a copy of the M15 screen prior to exiting the BDN, and file the copy in the PH/AH case folder.

Note:  This printout shows that the BDN was properly updated with the case number assigned by CO.  The BDN should be checked after 48 hours to ensure coding is successful.

	6
	Update the Veterans screen in the Specially Adapted Housing (SAH)/The Appraisal System (TAS) with the following dates when:

· the approval documents were received from CO, and

· the PH/AH number was entered into BDN.

Note:  A copy of CO’s case file number assignment should be placed in the PH/AH case folder.
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