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CHAPTER 7. CONTRACT COUNSELING CENTERS



7.01	AUTHORITY FOR AND SCOPE OF CONTRACT COUNSELING



	a.	Authority to Contract for Counseling Services.  General contracting authority is delegated from the Secretary of Veterans Affairs to the Senior Procurement Executive and may be further delegated to the Director, Office of Procurement and Supply.  Further delegation is in accordance with the contracting officer certification program.  VR&C Officers, within the scope of this program, may contract for counseling services where the cost is notexpected to exceed $25,000.  The size of the caseload or the geographic distribution of the beneficiary population may necessitate contract counseling.  As an exception, contracts may not be developed for the provision of entitlement determinations for chapter 31 program participants.  The VR&C Officer is responsible for determining the need for con�tract counseling services within the regional office's jurisdiction.  After determining there is a need for contract counseling services and with approval of the regional office director, the VR&C Officer may proceed with contracting following the guidelines in paragraph 7.05 below.



	(1)	Normal Delegation of Authority to VR&C Officer.  Since delegation of this contracting function to the VR&C Officer is the norm in regional offices, this chapter uses the VR&C Officer as the contracting officer throughout.



	(2)	If VR&C Officer Is Not Contracting Officer.  If the station does use a contracting officer other than the VR&C Officer, this contracting officer will perform only the technical contracting functions outlined in this chapter, such as soliciting competitive quotations.  All decisions regarding the need for contract counseling, the professional qualifications of the counseling center staff members, the development of the services the contractor will provide, the documentation of the allowable costs, and the execution of the negotiated contract will remain the responsibility of the VR&C Officer.



	b.	 Bar to Use of Contract Counseling for Chapter 31 and Certain Chapter 35 Cases.  Counseling psychologists of the VR&C Division must provide all counseling services necessary to carry out the initial evaluation or to develop and execute a rehabilitation or an employment services plan for a chapter 31 participant.  Thus, the VR&C Division will not refer these cases for contract counseling services.  Similarly, counseling and case management of chapter 35 beneficiaries in special restorative and specialized vocational train�ing programs are restricted to VR&C Division staff members.



	c.	 Programs for Which Counseling Services May Be Provided Under Contract.  The VR&C Officer may arrange for contrac�tors to provide counseling services under the following programs:



	(1)	Title 38, Chapter 30, Montgomery GI Bill-Active Duty Educational Assistance Program;



	(2)	Title 38, Chapter 32, VEAP (Vietnam Era Veterans' Educational Assistance Program);



	(3)	Title 38, Chapter 34, Veterans' Educational Assistance (GI Bill);



	(4)	Title 38, Chapter 35, Survivors' and Dependents' Educational Assistance, except as limited by subparagraph b above;



	(5)	Title 10, Chapter 106, New GI Bill-Selected Reserve Educational Assistance Program;



	(6)	Public Law 96-342, Department of Defense Authorization Act of 1981, Section 903, Educational Assistance Pilot Program (Noncontributory VEAP); and



	(7)	Veterans' Job Training Act.  Contract counseling centers may provide requested counseling for Veterans' Job Training Act claimants other than service-disabled veterans.



	(8) Title 38, Chapter 15, centers may provide specified evaluation functions.



VR&C Division personnel must orient contract counseling center staff members to clearly understand the center's responsibilities in these cases.  These responsibilities include
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	(a)	Knowledge of on-job training opportunities in the local area in which the veteran will be seeking this training;



	(b)	Establishment of cooperative relationships with State Employment Agency local offices to assist in developing and carrying out plans for training and employment; and



	(c)	Knowledge of benefits and services available under other education programs administered by VA.



7.02	FUNCTIONS OF CONTRACT COUNSELING CENTERS



The VA may negotiate contracts with counseling centers that:



	a.	Perform comprehensive counseling, including career counseling;



	b.	Identify and clarify clients' needs;



	c.	Develop appropriate needed information, including the administration and interpretation of psychological and educational tests;



	d.	Perform occupational exploration;



	e.	Help clients develop educational and vocational plans and help resolve problems relating to these plans;



	f.	Assist beneficiaries to select educational facilities or training establishments appropriate to the attainment of the beneficiaries' vocational objectives;



	g.	Submit to the VR&C Division meaningful written reports of counseling; and



	h.	Complete of VA forms relating to counseling and testing.



7.03	QUALIFICATIONS OF COUNSELING CENTER STAFF MEMBERS



	Staff members of counseling center facilities are expected to meet the educational and experience qualifications applicable to VA counseling psychologists.  The center will maintain a brief record of the qualifications of each counselor providing counseling services for VA referrals.  As a minimum, this record should include a listing of the graduate courses and semester hours taken in counseling and related fields, the specific degrees, dates granted, and the institutions attended.  The record should also identify the major field of specialization.  In all instances, the record must briefly describe the counselor's experience in educational, vocational, and personal adjustment counseling.  The regional office will maintain a copy of these qualifications in the contract file (RCS VB- 1, part I, item No. 07-620.0 1 0).  If there is doubt concerning the qualifications of a proposed counselor at a counseling center, the counseling center, the VR&C Officer should submit a brief resume in advance of any contract approval to the Director, Vocational Rehabilitation and Educa�tion Service (226) for evaluation.



7.04	CRITERIA FOR REFERRAL OF CASES TO COUNSELING CENTERS



	The VR&C Division will refer veterans and other beneficiaries to fee-basis counseling centers as needed to provide prompt and effective counseling assistance.  Specific factors for consideration in determining assignment of cases include workload of the regional office VR&C activity, proximity of the counseling centers to the places where beneficiaries live, workload capacity of the center, and the individual counseling center's capability and experience in meeting the various responsibilities associated with the specific types of cases the VR&C Division will refer.  The VR&C Officer will assure that the counseling center's counselors have an appropriate un�derstanding of VA policy, regulations, and procedures for the provision of effective counseling assistance in all referred cases.



7.05	GUIDELINES FOR CONTRACTS



Basic Determinations.  Once the VR&C Officer has determined there is a need for contract counseling, he or she must establish the scope and costs of the required services.  In developing counseling center contracts, the VR&C Officer must make the following basic determinations:
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	(1)	Probable Caseload for Contract Services.  The VR&C Officer must estimate the number of cases to be referred per month, taking into account any seasonal variations in workload expected.  In this estimate, he or she should allow for the proportion of applicants who will not report as scheduled, based upon the probable "no show" rate.



	(2)	Cost Requirements as to Staffing, Space, Supplies, and Equipment to Provide the Services Needed.  Considering the estimated number of cases which the VR&C Division may refer for counseling, the VR&C Officer will ascertain the costs for these referrals in terms of production standards, costs, and other factors, The VR&C Officer will work with counseling center officials to document these standards, factors, and costs on VA Form 28-1989, Estimated Expenses for Counseling Services.



	b.	Providing For Competition.  Once the VR&C Officer has established the general estimate of cost requirements, he or she will arrange to place the specifications or description of the requested counseling services in regional or local newspapers and in appropriate professional journals.  At the VR&C Officer's discretion, he or she may use other means to solicit competitive bids or quotations for the requested services.  The local head of the procuring activity, who is generally the Chief of Supply in the VHS&RA (Veterans Health Services and Research Administration) servicing facility, will consult with the VR&C Officer regarding methods to assure competitiveness in negotiated procurements.



	(1)	Unsolicited Bids.  In the event the VR&C Division receives an unsolicited bid for counseling center services and the VR&C Officer subsequently determines that there is a need for these services, the contracting officer will prepare a synopsis of the requirement for publication in regional or local newspapers or in appropriate professional journals.



	(2)	Publication in "Commerce Business Daily.  For contract actions expected to exceed $25,000 per fiscal year, or  $10,000 if there is not a reasonable expectation that at least two offers will be received from responsible offerors, the VR&C Officer must prepare a synopsis for inclusion in the CBD ("Commerce Business Daily").  When electronic transmission is not possible, the VR&C Officer should arrange to send the synopsis by mail to U.S. Department of Commerce, Commerce Business Daily, P.O. Box 5999, Chicago IL 60680.  The VR&C Officer may consult on the preparation of a synopsis with the local head of the procurement activity.  This inclusion in the CBD and in other publications will establish if there are other qualified contractors interested in submitting competitive of�fers.



	c.	 Sole-Source Contracting Prohibition. VAAR (Veterans Administration Acquisition Regulations) and FAR (Federal Acquisition Regulations) specify the conditions under which VA can use sole-source contracting for counseling center services.  Prior to initiating a sole-source acquisition, the VR&C Officer must include in the contract file the justification and approval required by FAR 6.303 and 6.304 as well as VAAR 806.303 and 806.304. Only if a single bidder submits a proposal in the time period established for bids should the VR&C Officer negotiate a sole-source contract.



	d.	Only 0ne Allowable Type of Contract.  TheVR&C Officer will negotiate each counseling center contract as a firm fixed-price contract with all costs associated with the contract included in the negotiated price.  VA may only use firm fixed-price contracts for counseling center services.  This type of contract specifies the amount to be paid per case.  In negotiating the contract, the VR&C Officer should principally consider the quality of counseling service, although he or she should take care to assure that costs are consistent with the generally accepted costs of similar services in the local area.  As the primary contractual document, the VR&C Officer will use VA Form 22-193 1, Contract for Services Relating to Vocational Counseling.  Each contract expected to exceed a cost of $2,500 must in�clude a copy of the Service Contract Act with applicable wage determinations.



	e.	Allowable Costs.  The amount VA pays per case for counseling services must reflect the actual average costs of providing these services on an annual basis.  The fee established should result in no profit or loss for the counseling center.  The VR&C Officer will outline these costs on VA Form 28-1989.  The VR&C Division will maintain completed VA Forms 28-1989 in the contract file.  The fixed�price contract will contain the following nine negotiated factors:



	(1)	Salaries of Institutional Personnel.  Salaries chargeable under a VA counseling center contract will not exceed salaries the contractor pays to other employees with similar duties.  Information with respect to personnel, full and part time, will include the number of each type of employee, the salary for each and the proportion of time each will devote to VA work.  The center will report this information for counselors, psychometrists, clerical personnel, and other employees.  In item 1 of VA Form 28-1989, the VR&C Officer will enter these salaries as well as the social security and retirement payments for each of the full-time personnel.  The VR&C Officer will specify in item 2 on the form the proportionate salaries, social security and retirement contributions paid for part-time personnel.
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	(2)	Space Requirements and Charges.  The physical facilities should include a reception area for clients, space for educational and occupational materials, as well as counseling and testing rooms.  The counselors' offices should provide visual and auditory privacy to permit freedom of communication and safeguard confidentiality of the interview.  Space allotted for psychological testing should provide conditions which insure privacy and freedom for distraction.  VA will allow reasonable and equitable charges for space used for counseling center purposes.  The charge per square foot must not exceed the prevailing rates for similar accommodations in the im�mediate vicinity of the counseling center.  The charge for use of space will cover only the space required for personnel engaged in VA work.  If this work is less than full time, the cost for use of space should be prorated.  The VR&C Officer will enter in item 3 of VA Form 28-1989 the number of square feet, the annual charge per square foot, and the total expense for space.



	(3)	Test Supplies and Machine Scoring Service.  The VR&C Officer will enter in item 4 on VA Form 28-1989 the costs of test supplies and any machine scoring service required in providing psychometric services to counselees VA refers to the center.



	(4)	Occupational Information Materials.  The center must have available to VA referred counselees an adequate library of current educational and vocational information materials.  Many of these materials are available to the contractor at little or no cost.  The contractor should check these materials at least annually and remove obsolete material and obtain new material.  The VR&C Officer will show in item 5 of VA Form 28-1989 the proportionate part of the cost for maintenance of this library in the cost of the counseling services.



	(5)	Miscellaneous Office Supplies.  The VR&C Officer will enter in item 6 of VA Form 28-1989 the charges for miscellaneous expendable office supplies which VA does not provide to the counseling center.  This item includes postage costs for mailing letters and returning folders.  Fee-basis contractors may not use Government postage-paid envelopes.



	(6)	Telephone Service.  The allowable charges for telephone service include general service needed in the course of counseling, calls to VA counselees, and any necessary collect calls from counselees in arranging appointments.  These charges will appear in item 7 of VA Form 28-1989.



	(7)	Use of Equipment.  VA will allow for depreciation of office equipment and furniture utilized in providing VA contract services.  The annual rate of this depreciation may not exceed 10 percent of the original cost of the equipment.  The VR&C Officer will enter this depreciation in item 8 of VA Form 28-1989.



	(8)	Other Charges.  VA will allow other charges reflecting actual prorated expenditures for Workers' Compensation, health insurance, and other personnel benefits if it is the policy of the contractor to provide these benefits for its employees.  The contract may include a modest allowance for travel of the contract center's counselors to participate in VA in-service training sessions.  These charges will appear in item 9 of VA Form 28-1989.



	(9)	Administrative Overhead.  VA will allow a charge for administrative overhead not to exceed 5 percent of the counseling center operating expenses for VA referrals.  The VR&C Officer will enter this overhead expense in item 10 of VA Form 28-1989.



	f.	Computing Rates of Payment For Entry on VA Form 22-1931.  To compute the rate of payment per case, the VR&C Officer will divide the total estimated cost in item 11 of VA Form 28-1989 by the estimated number of cases to be referred during the contract period.  He or she will then enter this quotient in the proper space in item 12 of VA Form 28-1989 and again on VA Form 22-1931 as the cost per case for counseling services.



	g.	Billing and Payment for Services.  Centers will bill and VA will pay for services based on the number of cases actually coun�seled and completed each month as established by the contract.



7.06	CONTRACT PREPARATION



	a.	 Amendments and Attachments to the VA Form 22-1931.  VA Form 22-1931 lists in Article IX a number of clauses which the FARS (Federal Acquisition Regulations) require to be attached and incorporated into all counseling center contracts of less than $ 100,000.  From time to time, the VR&C Officer will need to update these clauses or to add or delete them as appropriate.  Volumes I and II of the FAR contain these needed clauses.  The VR&C Officer can obtain assistance in ascertaining the currently appropriate clauses from the local Chief of Supply in the servicing VHS&RA (Veterans Health Services and Research Administration) facility.
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	b.	Legal Name of Contractor.  All references to the legal name of the contractor must be identical wherever they appear in the contract.



	c.	Changes to Contract Provisions.  The VR&C Officer will delete contract provisions regarding services which the contractor will not fumish and other nonapplicable items.  Both the official of the institution or agency or the individual contractor who signs the contract and the VA official recommending approval of the contract must initial any deletions, erasures, corrections, or other changes made by the institution or by the regional office.



	d.	Corporations.  When the contractor isa corporation,the contracting official for the center will completely execute the certificate on the contract and affix the corporate seal.  If the contracting institution, agency, or individual is not incorporated, this fact must be stated in the contract.



	e.	Signature by VA Officials.  Upon receipt of any required Central Office clearance (see par. 7.08 below), the VR&C Officer will sign the contract recommending its approval.  The contract will become effective when the Director of the regional office signs it.



	f.	Copies and Distribution.  The VR&C Division will prepare an original and at least two copies of the VA Form 22-193 1. When�ever the VA and a contractor later conclude a VA Form 22-1972, Veterans Administration Supplemental Agreement, or a VA Form 28-1973, Renewal Agreement, the VR&C Division will also prepare an original and two copies.  After approval of the contract, supple�ment or renewal, the VR&C Division will distribute the original and photocopies as follows:



	(1)	The original will be forwarded to the Chief of the Finance activity in the regional office for disposition under MP-4, part X, item No. 5-1;



	(2)	One copy will be sent to the contracting institution or agency; and



	(3)	One copy will be retained in the VR&C Division in the regional office (RCS VB-1, part 1, item No. 07-620.010).



7.07	CONTRACT CHANGES OR EXTENSIONS



	a.	Changes in the Contract.  Any change in costs for the counseling center's operation must meet applicable wage, price and cost controls.  If either party to a contract requires changes in the schedule of payments or in other contractual conditions, the parties must negotiate an agreement to the changes.  The changes go into effect upon both parties' signature of a VA Form 22-1972 containing the changes.  The parties cannot make changes retroactively for any period prior to the date on which one party receives a written request for change from the other party to the contract, except that the supplemental agreement may include items covering obligations incurred for a previous period if these expenses are due to retroactive changes in legislation or other factors which the parties could not have anticipated. (Refer to FAR clause 52.243- 1, Changes Fixed-price (August 87) Alternate 111.)



	(1)	Change in Contracting Official at a Center.  If the contractor is a corporation and the official who signed the contract is no longerauthorized to sign these agreements, the contractor must execute a new corporate certificate with the corporate seal concurrently with a supplemental agreement.  This certificate is not required if the institution, agency, or individual is not incorporated.



	(2)	Termination of Contractual Services.  Under the provisions of the contract, either party may terminate all services by giving a 30-day written notice to the other party.  When VA is considering termination of all services provided in a contract, the VR&C Officer will discuss the situation with the appropriate representatives of the counseling center.  If termination for the convenience of the govern�ment appears warranted, the station Director will notify the Director, Vocational Rehabilitation & Education Service (226) of the proposed action and the reasons for it before the station terminates the contract.  If Central Office approves the termination, the VR&C Officer will execute a supplemental agreement terminating the contract and will distribute copies as specified in subparagraph 7.06f above.



	b.	Extension of Contract.  VA Form 22-1931 provides for the extension of the contract from year to year based on the following requirements: The contract is agreeable to both parties; the parties consummate the extension 30 days prior to the expiration date; and there is no change in the provisions, terms, conditions, or rate of payment.  To make this extension, the VR&C Officer and the contractor will sign VA Form 28-1973.  This agreement states that the contract will remain in effect for another year and that there are no changes



7-5

�M28-1, Part I	September 5, 1989

Change 2



in its provisions.  If the contract requires advance Central Office clearance under paragraph 7.08c below, however, the station must obtain this required approval prior to the station Director signing the agreement extending the provisions of the contract for another year.



7.08	CLEARANCE OF CONTRACTS



	a.	Clearance for Contracts of $25,000 or Less (Applicable to Basic Contracts, Supplemental Agreements, Renewals and Extensions).  Prior to signing a contract with a counseling service provider other than a Federal agency under which VA anticipates yearly expenditures of $25,000 or less, the Vocational Rehabilitation Specialist will closely review and recommend approval of the proposed contract before sending it to the VR&C Officer for final signature.  No further review is required following the VR&C Officer's signature.



	b.	Clearance for Contracts of More Than $25,000, But Less Than  $100,000 (Applicable to Basic Contacts, Supplemental Agreements, Renewals and Extensions).  For contracts with non-Federal agency contractors for which VA anticipates yearly expenditures of more than $25,000, but less than $ 1 00,000, the VR&C Officer must both review and recommend approval of the contract before forwarding the contract to the servicing Chief of Supply for signature.  No further review is required after the Chief of Supply approves the contract.



	c.	 Central Office Clearance for Contracts of $100,000 or More (Applicable to Basic Contracts, Supplemental Agreements, Renewals and Extensions)



	(1)	Submission Requirements.  For contracts with entities other than Federal agencies which may involve the yearly expenditure of $ 1 00,000 or more, stations must send the proposed contract containing the contractor's signature to the Director, Vocational Rehabil�itation and Education Service (226) for legal review and clearance before final signature of the contract.  This same requirement applies to contracts with Federal agencies which will cost $5,000 or more.  The VR&C Officer will sign the recommendation for approval on the contract prior to submission to Central Office.  In addition, because this level of expenditure is considered rare, the regional office Director must submit with the copy of the proposed contract a statement explaining the unusual circumstances requiring this level of expense.  The station must make this submission at least 30 days prior to the proposed effective date of the contract.  Upon receipt of the clearance from Central Office, the station Director will sign the contract.



	(2)	Required Contract Clauses.  Contracts of $100,000 or more require clauses in addition to the clauses required of all contracts.  Refer to the appendix to this chapter for these additional clauses.  Each completed VA Forrn22-1931 must refer to these clauses in Article ix.



	d.	Contracts for Which VA Central Office Clearance Is Not Required.  Contracts of less than $100,000 with other than Federal agencies and contracts of less than $5,000 with Federal agencies do not require Central Office pre-award clearance.



	e.	Coordinating and Planning.  In all cases, the Director of the regional office and/or the VR&C Officer will work closely with the local Chief of Supply in planning and selecting the appropriate means of obtaining contractors; e.g., through sealed bid or negotiated offerings, from sole-source or competitive contractors, and by granting one contract or multiple contracts.  This planning will facilitate the process and ensure the veteran is well served and the government and the contractor have an equitable agreement.



7.09	AUDIT AND RECORDS AUDIT



	The VR&C Officer and other VA representatives have the following audit and inspection rights:



	a.	Examination of Expenses.  The contractor must maintain and present upon demand to the VR&C Officer or other VA representative the books, records, documents, and other evidence and accounting procedures and practices which reflect all direct and indirect costs which the contractor claims to have incurred or anticipates incurring in the performance of the contract.



	b.	Cost or Pricing Data.  The contractor may submit cost or pricing data in connection with the pricing of the contract or a change or modification to the contract.  Unless this pricing was based on adequate price competition, established catalog or market prices of commercial items sold in substantial quantities to the general public, or prices set by law or regulation, the VR&C Officer or other VA representatives have the right to examine all books, records, documents and other data of the contractor related to the negotiation, pricing
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or performance of the contract, change or modification.  This examination will establish the accuracy, completeness and currency of the cost or pricing data submitted.  Additionally, for any change or modification to formally advertised contracts which exceed $ 1 00,000, the Comptroller General of the United States or his or her representatives have these examination rights.  The right of examination extends to all documents necessary to permit adequate evaluation of the cost or pricing data submitted, along with the computations and projections used.



	c.	Availability.  The contractor will make available the materials described in subparagraphs a and b above at all reasonable times for inspection, audit, or reproduction until 3 years from the date of final payment under the contract or a lesser time specified in parts 1-20 of 41 CFR.  The contractor may have to retain these materials longer if required by applicable statute, by other clauses of the contract, or if either of the following conditions is met:



	(1)	If the contract is completely or partially terminated, but there are questionable outstanding charges, the contractor must retain records relating to the work terminated for a period of 3 years from the date of any resulting final settlement of these outstanding charges.



	(2)	Records which related to appeals under the "Disputes" clause of the contract, or litigation or settlement of claims arising out of the performance of this contract must remain available for audit until final disposition of the appeals, litigation, or claims.



7.10	ANNUAL REPORT TO CENTRAL OFFICE



	a.	Quarterly Narrative Report Requirements.  At the conclusion of the first quarter of each fiscal year, the VR&C Officer will indicate on the Quarterly Narrative Report (RCS 20-0365) to the Vocational Rehabilitation & Education Service (226B) the following information for each current counseling center:



	(1)	The complete name and address of center, including the name and title of the responsible official;



	(2)	The actual period covered by the contract;



	(3)	The estimated number of cases to be completed each month;



	(4)	The cost per case;



	(5)	The estimated total cost of the contract; and



	(6)	A statement indicating whether the contract is with a minority-owned or minority-operated center.



	b.	Report Maintenance and Disposition.  The station will maintain copies of this report and will dispose of them under RCS VB- 1, part 1, item No. 13-09 1.000.



	c.	Establishment or Suspension of a Counseling Center.  After establishing a new contract counseling center or suspending referrals under a contract with an existing center, the regional office must inform the Director, Vocational Rehabilitation & Education Service (226B).  This report must be included on the next scheduled Quarterly Narrative Report following the establishment or suspension of the counseling center if the station has not previously reported the action.



7.11	COUNSELING CENTER LIAISON AND MONITORING



	a.	 VR&C Officer Is Responsible for Liaison With Counseling Centers.  The VR&C Officer has the responsibility to maintain a productive and professional relationship with counseling center personnel.  He or she may delegate this responsibility to qualified VBA counseling psychologists at the regional office or at other VA locations.  The VR&C Officer must ensure that center officials understand that VA cannot guarantee the number of referrals the center will receive in any given period.



b.	Essential Functions To Be Performed.  The VR&C Officer or a designated VA counseling psychologist will carry out the following essential monitoring and liaison functions primarily through regular periodic visits to the counseling center as supplemented by other communication:
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	(1)	Serve as professional representative of the VA with center staff members;



	(2)	Explain VA regulations and procedures for center personnel;



	(3)	Consult on counseling center problems;



	(4)	Participate with center staff in in-service training;



	(5)	Recognize and report to the Director, Vocational Rehabilitation and Education Service (226B) any innovative counseling techniques or approaches which center staff members are using effectively;



	(6)	Review completed cases, execute appropriate certificates, and sign VA Form 22-1985, Authorization for Services Relating to Counseling, certifying that services have been completed and authorizing payment; and



	(7)	Periodically report to regional office management as required regarding the quality and timeliness of the counseling services provided by the center.



7.12	COUNSELING CENTER PROCEDURES



	a.	Authorization and Payment for Services



	(1)	Authorization of Counseling Services.  The VR&C Division will prepare VA Form 22-1985 in original and three copies with the signature of the signature of the authorizing VR&C Officer or designee affixed.  The appropriation 36XO 1 37, Readjustments Bene�fits Cost Account will be used with subaccount numbers entered as follows:



	3556  Contract Counseling-restricted to beneficiaries of compensation and pension, chapter l5, vocational training for pension recipients.



	3592  Contract Counseling-restricted to beneficiaries of readjustment benefits, chapters 30, 32, 34, 35 and 106.



The station will forward the original and two copies of VA Form 22-1985 to the counseling center.  The regional office will retain the third copy as a diary copy by the name of the centers (RCS VB- 1, part 1, item No. 13-052.200).



	(2)	Action When Counselee Reports.  When the counselee reports for counseling, the authorized center official will record the report date on the VA Form 22-1985 and will initial each copy.



	(3)	Processing and Acceptance for Payment of Completed Counseling Cases.  The counseling center will send each completed case to the VR&C Division accompanied by the original of the VA Form 22-1985.  The counseling center will retain the remaining copy of the 22-1985 for its records.  Either the VR&C Officer or a designated counseling psychologist in the VR&C Division will review the case.  If the case work is acceptable, the VR&C Officer or designee will acknowledge that service has been completed for payment purposes by signing the VA Form 22-1985.  The VR&C Division will retain this form and attach it to the counseling center's bill for services for that month.  For any case not accepted, the VR&C Officer or other reviewing VR&C staff member will immediately contact the center to discuss the issues involved and to resolve the discrepancies.



	(4)	Processing the Monthly Bill for Services.  The counseling center will forward two copies of its monthly bill for services to the VR&C Division.  The bill will include the names of veterans or other beneficiaries whose cases the center completed and which the VR&C Officer or designee then accepted during the month.  This list will contain each client's name, claim number, and the date the center completed the case and returned it to the VR&C Division.  The station will file a copy of the list in the contract folder.



	(5)	Forwarding the Monthly Bill to the Finance Activity.   The VR&C Division will attach to the monthly bill the completed original VA Form 22-1985 for each name properly listed for payment and forward them to the Finance activity for payment.



	(6)	Return and Processing of VA Form 22-1985.  The center will return a copy of VA Form 22-1985 to the VR&C Division for assignment of the appropriate obligation number on the returned copy and posting of that number and the reporting date on the diary



7-8

�September 5, 1989	M28-1, Part II

			Change 2



copy of VA Form 22-1985.  Once the VR&C Division has posted the obligation number, it will forward the copy which the center returned to the Finance activity.



	(7)	 Processing and Acceptance for Payment of Completed Counseling Cases.  The counseling center will send each completed case to the VR&C Division accompanied by the original of the VA Form 22-1985.  The counseling center will retain the remaining copy of VA Form 22-1985 for its records.  Either the VR&C Officer or a designated counseling psychologist in the VR&C Division will review the case.  If the case work is acceptable, the VR&C Officer or designee will acknowledge that service has been completed for payment purposes by signing the VA Form 22-1985.  The VR&C Division will retain this form and attach it to the counseling center's bill for services for that month.  For any case not accepted, the VR&C Officer or other reviewing VR&C staff member will immediately contact the center to discuss the issues involved and to resolve the discrepancies.



	(8)	Processing the Monthly Bill for Services.  The counseling center will forward two copies of its monthly bill for services to the VR&C Division.  The bill will include the names of veterans or other beneficiaries whose cases the center completed and which the VR&C Officer or designee then accepted during the month.  This list will contain each client's name, claim number, and control number, and the date the center completed the case and returned it to the VR&C Division.  The station will file a copy of the list in the contract folder.



	(9)	Forwarding the Monthly Bill to the Finance Activity.  The VR&C Division will attach to the monthly bill the completed original VA Form 22-1985 for each name properly listed for payment and forward them to the Finance activity for payment.



	b.	Use of Tests.  The counseling center may administer to counselees referred by VA only the tests listed on VA Form 22-1902g, Veterans Administration Counseling Record Test Selection.  The VR&C Division will maintain the test results in the test records file (RCS VB- 1, part 1, item No. 07-620.050). To use a test not on the approved list, a counseling center should communicate this interest with a full description of the instrument to the VR&C Division, which will then forward the request to the Director, Vocational Rehabilitation and Education Service (226B) for review and approval.



7-9


