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The Role of
Certifying Official

School Certifying Official Designation
Each school will designate at least one VA Certifying Official to carry out reporting
requirements.
• VA recommends one (1) School Certifying Official (SCO) full-time employee (FTE) for every 200 GI Bill®
students and/or dependents enrolled in the educational institution. This number should be adjusted as
appropriate by the educational institution when the SCO’s duties are expanded beyond certifying GI Bill
beneficiaries’ enrollments.

The designation will be made on VA Form 22-8794 (Designation of School Certifying
Official(s).
• It is important that a new VA Form 22-8794 be submitted anytime there is a change in certifying officials.
Each VA Form 22-8794 submitted must include all names, since the new form supersedes the old one. The
form may be obtained from your ELR or State Approving Agency, point of contact.

Responsibility for Reporting
SCOs must:
• Submit timely and accurate enrollment information for each VA student.
• Monitor the subjects pursued by a student to certify to VA only those subjects that apply to the student’s
program
• Monitor student’s grades to ensure satisfactory progress is being made.
• Report when a student was terminated due to unsatisfactory progress
• Monitor student’s conduct and report when student is suspended or dismissed
• Keep VA informed of enrollment status changes.
• Contact the SCO Hotline regarding student’s payment related issues
• Contact the ELR for VAOnce user and certification issues
• Contact the SAA for approval related issues

The Role of the
Education Liaison
Representative

The Role of the Education Liaison Representative
• Serves as a VA representative to an assigned state(s) in matters requiring liaison activities between the
educational and training institutions, VA Regional Processing Offices (RPO), and State Approving Agency
(SAA).
• Maintains records of all approved, suspended, or withdrawn educational institutions and training facilities
and distributes current status to appropriate VA personnel.
• Conducts local, state, regional, and national training workshops and conferences for educational and
training institution officials. Training topics include regulations, procedures, new laws enacted, changes in
VA Education Benefits, as well as initial training for new School Certifying Officials (SCOs) and sustainment
training to experienced SCOs.
• Provides training on paper VA forms and VA Education computer processing systems to ensure SCOs are
properly entering initial enrollment and subsequent adjustments, amendments, or termination certification
data in accordance with statute, regulations, and policies in order to ensure accurate and timely payments
of VA Education benefits.

The Role of the State
Approving Agency

The Role of the State Approving Agency
Congress recognized that it was the responsibility of the state to determine the education of its citizens. It was
decided that each state would establish a “State Approving Agency” and that the governor of each state would
designate a state bureau or department within which the SAA would operate.
The SAA would be supported through funding, under contract, (Cooperative Agreement) from the Department
of Veterans Affairs (VA). This originated as part of the compromise that facilitated the passage of the original
World War II GI Bill and which has evolved into a cooperative federal-state effort that maintains states’ rights
for education while monitoring and protecting a federally sponsored program administered under the terms
and conditions of federal laws.

SAA and Program Approval
SAAs re-evaluate schools, facilities, and programs minimally, every 24 months, and must include
review of licensure, accreditation, potential misleading and erroneous practices, and all
requirements as outlined in Title 38 US.C.
When reviewing the initial catalog, as well as processing re-approvals, the SAA must ensure, in part:
• All required policies are outlined in the catalog (e.g., pro-rata refund policy, attendance policy, granting prior
credit standards of progress, etc.)
• There is a listing of faculty members including their qualifications
• Course outlines with credit hours or clock hours documented
• Tuition and fee changes
• Reporting of any address changes
• Appropriate licensure including the business license (as appropriate)

SAA and Program Approval
The SAA, after final determination, shall promptly provide VA and the educational institution with a written
report of the details of each approval or disapproval as required by the appropriate Appendix in the
Cooperative Agreement, including, in the case of disapproval, the reason or reasons therefor.
The SAA shall promptly provide VA with written notice of each amendment, modification, suspension, or
withdrawal of any course or program approval and the reasons for the action.
ARTICLE II – APPLICATIONS: APPROVALS – SUSPENSIONS – DISAPPROVALS

The Role of the
Education Compliance
Specialist

The Role of the Education Compliance Survey Specialist
Education Compliance Survey Specialist:
• Prepares and Schedules Compliance Surveys for approved education and training
institutions.
• Conducts on site and remote compliance surveys to ensure compliance with applicable
laws and VA regulations.
• Reviews survey results to identify discrepancies and provide corrective actions (e.g.,
training and payment adjustments).

THE PURPOSE OF A
COMPLIANCE SURVEY

What is the purpose of a
Compliance Survey?
Compliance surveys are conducted to
ensure that schools and training
establishments, and their approved
courses, are following all applicable
provisions of the laws administered by the
Department of Veterans Administration
(VA).

What Are The Objectives Of A Compliance Survey?
To verify the propriety of payments
of educational benefits to eligible
individuals under the provisions of
the laws administered by VA.

To assist school or training officials
and eligible individuals in better
understanding their responsibilities
and the procedural requirements of
VA.

To confirm continued compliance
with all approval criteria.

To determine, based on facts disclosed from
document reviews and personal visits, whether
there are deviations from the responsibilities
and requirements by eligible individuals,
schools, or training establishments; and

To assure that proper action is promptly taken
through appropriate channels for the correction
of existing discrepancies, or for the
discontinuance of benefits in the event
correction is not accomplished.

When Are Compliance Surveys Conducted?
Compliance surveys shall be conducted at schools and training establishments in which eligible individuals are
enrolled under Chapters 30, 31, 33, and 35, Title 38, United States Code (USC), and Chapters 1606 and 1607,
Title 10, United States Code.
1.

Schools and training establishments must make records of progress and training, tuition and charges, and
other records available upon request by a duly authorized representative of the Government 38 USC
3690c.

2.

Schools and training establishments must retain records for a minimum of 3 years after termination of
each period during which a VA beneficiary was enrolled. When a beneficiary's program of education or
training consists of several separate terms or unit courses, the time limit will be applied separately to each
such term or course 38 CFR 21.4200(p)(2) and 38 CFR 21.4209(f).

Compliance Survey Authority
Important Note:
The records of both VA beneficiaries and non-VA students must be reviewed when comparing tuition charges,
determining the 85-15 percent ratio, etc. The Buckley amendment (Public Law 93-380) requires that
institutions receiving Federal funds administered by the Department of Education must obtain the student's
consent to release information from school records.
*One exception to the law, however, is that information sought in connection with a student's application for
receipt of financial aid is exempt. It has been determined that school records relating to VA benefits fall into
the "financial aid" category and are therefore exempt from the provisions of the Buckley amendment.
Therefore, the VA (and SAA) shall have access to the records of VA beneficiaries as well as non-VA students
without the written consent of the student in order to monitor the school's compliance with the law.

How to Prepare For A
Compliance Survey

RECORD RETENTION
REQUIREMENTS
Records of an institution or establishment must be
retained for a period of at least THREE years following
the termination of the enrollment of an eligible
individual, or longer if requested by the VA or
Government Accountability Office (GAO).
Any institution offering courses approved for the
enrollment of eligible individuals must maintain a
complete record and copies of all advertising, sales, or
enrollment materials utilized by or on behalf of the
institution during the preceding 12-month period.

Compliance Survey Scheduling
The Survey Specialist conducting the compliance survey will contact the SCO prior to the compliance
survey; they will provide adequate notice to schedule a time and date(s).
The Survey Specialist will send the SCO a notification letter containing a Compliance Survey Checklist
and the List of Student Record(s) to be reviewed
Typically, once the notification letter is sent date changes are not allowed.

Compliance Survey
Notification Letter
• Confirm the date and time of the
appointment
• Provide SCOs with names of
student/trainee files required and
items/types of records to be
reviewed
• Request to schedule face-to-face
interviews with students/trainees, if
applicable

Compliance Survey Record Selection
How are records selected?
VA STUDENT POPULATION

RECORDS TO REVIEW

1 TO 9

Up to AFC Amount

10 TO 99

10

100 TO 199

15

299 TO 299

20

300 TO 399

25

400 TO 499

30

500 OR MORE

35

Preparing for the Compliance Survey
Gather and provide all documents
requested by the Survey Specialist
Ensure that the Survey Specialist has adequate space and resources to
review the records such as a room or office without potential distractions
Inform leadership or security
personnel prior to Compliance Survey
Provide parking
information, if necessary
Provide directions to the
meeting place on campus
Be readily available in case there are
questions from the Survey Specialist
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Special Records Request
If the active school certifying official is currently
attended or has attended the facility their record will
be included in the student sample. It will not replace
one of the records requested – It will be in addition
to the records collected.

Entrance and Exit Briefings
The Survey Specialist will conduct an entrance briefing and an exit briefing with the SCO
and any leadership that may want to attend. The SCOs may be asked questions in the
entrance briefing:
• Are you using VA ONCE to certify enrollment?
• Are any VA students receiving scholarships or grants?
• Does the school charge any fees that are not mandatory?
• Have you submitted any changes since being notified of the survey?
• Has the school added/removed any certifying officials?

Student Interviews
Face to Face interviews are requested at
Private-for-Profit schools/NCD
Email verbiage will be included in the
notification letter
Used to gauge the student experience. Will
not be used to discuss issues with any VA
benefits

List of Request School Documents

Tuition and Fees
schedule

List of tuition
specific scholarships
or waivers

Advertising
materials

Academic calendar

Attendance Policy

Yellow Ribbon
agreement

Completed 85/15
Statement of
Assurance

Grading Policy

Refund Policy

Annual Reporting
Fees documentation

Student Interview
notification email

School catalog
information - three
academic years

Title 38 USC 3679
(e) compliance

List of Request Student Documents

Transcripts

Financial Ledgers

Degree/Program
requirements

Enrollment
Agreements

Application for
Admission to School

Transfer Credit
Evaluation

Class Schedules

Attendance Records

Unsatisfactory
Progress
Documentation

Remedial Test
scores

Related Student
Documents

VA Work Study Files

Non-Veteran
Records

Compliance Survey Record Review
What is the Compliance Specialist looking for in the records?
Potential discrepancies and Positive findings
Potential discrepancies are any practice, procedure, course, or record-keeping process
undertaken by a school or training establishment, or the officials thereof, that is in violation
of, or out of compliance with, any applicable provisions of the law administered by VA.
Positive findings are evidence that the school is completing VA paperwork accurately, in a
timely manner, and correctly following all VA guidelines and regulations.

Compliance Survey Worksheet

Correcting Discrepancies
The Survey Specialist oftentimes will inform the SCO of discrepancies during the Compliance Survey so that corrections can
be made via VA ONCE. The Survey Specialist will also discuss discrepancies during their Exit Interview. The following are
what you should do to correct the applicable discrepancy, which was found:
• Amend is used to change begin date, end date, Tuition and Fees, Yellow Ribbon, add a remark, and advance pay and
accelerated pay requests on a certification already submitted.
• Adjust is used to report an increase or decrease in credit hours. If tuition, fees, or Yellow Ribbon were reported, they
must also be changed to correspond to the adjusted number of credit hours.
• Terminate is used to report a complete withdrawal from an enrollment period, or to report graduation or program
completion. If a student certified for multiple enrollment periods completely withdraws from one enrollment period,
then terminate the enrollment period from which he/she withdrew. VA- ONCE will give you the option to terminate any
subsequent enrollment periods or to leave those periods as certified.
Facilities that do not use VA ONCE will need to complete the corrections on the prescribed form 22-1999B. The update can
be provided to the Survey Specialist before their departure.

Notating Discrepancies

Discrepancy Trends
• Failure to accurately and timely report changes in credits, especially withdrawals or cancellations
• Errors in reporting T&F amount
• Not amending T&F amount when adjusting credits (added/dropped) for a previously certified term
• Reporting the wrong start or end date for non-traditional or traditional terms
• Certifying Late. Report within 30 days of when informed of enrollment or changes to enrollment
• Certifying incorrect fulltime enrollment for graduate students
• Confusing or combining the mode or type of instruction
• Confusing and reporting the total number of credits as a particular type of credit (Resident, Distance or
R/D).

Discrepancy Trends
• Certifying R/D credits that have been taken online line or as independent study
• Certifying R/D classes without academic evidence of need or without institution’s approval
• Errors in reporting the school’s Yellow Ribbon Program (YRP) contribution
• Failure of the Business Office to inform the SCO of correct (current?) tuition and fees
• Failure of the Business Office to inform the SCO of receipt of federal funds for T&F payment
• No documentation to support evaluation and transfer of prior training/credits.
• Not terminating enrollment due to graduation or end of program (NCD).
• Not reporting students placed on academic probation.
• Failure to meet annual SCO Training requirements.

What happens after the Compliance Survey?
1. Upon returning to their workstation, the Survey Specialist will review all documents
received and complete post compliance survey procedures, which includes a Narrative
Report and VA-Form 22-8794
2. Submit and track any payment referrals send to the Regional Processing Office
3. Load all collect documents from the Compliance Survey into Sales Force
4. Send the facility a closeout letter informing them of the Survey results

A Few Best Practices

Read and Re-read
the notification
letter
•Communicate any
questions about the
requested documents with
the Survey Specialist

Organize each file
in the same order
ensuring the
Survey Specialist
success in finding
each document
•Alphabetical order is
easiest
•Labeling documents is
helpful

Offer to go through
the first record
with the Survey
Specialist

Remain available
throughout the
visit for any
clarifying questions
from the Survey
Specialist

Be willing to
“phone a friend” if
you don’t have the
answers to
questions asked by
the Survey
Specialist

Be prepared to
make corrections
(if necessary)

Thank You

