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SPECIALLY ADAPTED HOUSING

SCANNING PROCEDURES FOR CASE NUMBER ASSIGNMENT

1.  PURPOSE:  This circular provides new procedures to be followed when submitting documentation to Central Office (CO) for specially adapted housing (SAH) case number assignments.  Stations should implement these changes as soon as possible.  Mandatory use of scanning procedures will be effective on February 18, 2003.


2.  BACKGROUND ON SCANNING:  SAH/TAS was rolled-out in October 2001.  Although there are a number of enhancements pending review and implementation, there are also a number of processing procedures in administering the SAH grant program being considered in conjunction with this application.  One of these changes is to use scanning equipment already deployed to RLC/ROs for use in a remote management environment when transmitting documents via e-mail to CO for review.  Initially, only preliminary documentation for paraplegic housing (PH) and adaptive housing (AH) case number assignments will be scanned and electronically transmitted.  


3.  PILOT TESTING:  Although we average around 600 approved grants per fiscal year with an expected increase of 10%-15% per year, we currently receive over 1,300 requests for case number assignment each year.  This is a very time consuming process and also uses a lot of paper.   Recently, over a period of 3 months, a pilot test was conducted through several RLCs and ROs.  The results of this test indicate that the use of scanning will significantly increase the speed of case number assignment and reduce the administrative time both in the field and CO.  


4.  PERFORMANCE EXPECTATIONS:  The guidance in this circular is intended to address a number of issues with the goal of improving the performance of future grant administration.  Preliminarily, it is expected that both RLC Construction & Valuation (C&V) and out-based staff have been trained in the use of scanning equipment provided in conjunction with remote management.  


a.  Knowledge and Skills: As a routine matter, the SAH agent should have:

· access to a scanner

· knowledge of scanning procedures 

· the Adobe Acrobat 5.0 software program loaded on his/her work station

· knowledge of Adobe Portable Document Format (PDF) procedures in transmitting electronic files  
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b.  Potential Savings and Outcomes:  By using scanning procedures together with SAH/TAS, it is anticipated that we will be able to realize up to a 50 percent savings in processing time, both at the field stations and in CO, either by eliminating and/or streamlining a number of time-consuming paper processing procedures.  Once assigned:

· the case number will be directly entered into SAH/TAS from CO

· field stations will instantly receive their case number assignments

· hard copy case number assignment packages normally received at CO with assignment documentation sent back to the field will be eliminated by using SAH/TAS as the sole depository of SAH data

· hard copy record keeping will be eliminated  


5.  SCANNING PROCEDURES AND DOCUMENTATION:


STEP 1 - Prior to scanning, it is recommended that an electronic file on the veteran already be established.  For example, a “New Folder” for the veteran’s file will be established on your office’s shared drive.  Most office’s shared drive is "H" which works best so that station management can access all records.  The electronic file name will be:  h:\lgy\special housing\vet’s last name[space]case number.  The PH or AH # will be added following assignment by CO.  The veteran’s electronic folder will serve as the storage for all file correspondence to ensure that all case number assignment information along with future file correspondence is retrievable under the specific veteran’s PH or AH case number. 


STEP 2 - During the process of setting up the PH/AH file and completing the documentation to request a case number from CO, scan all pages as part of one document, using the Adobe program.  These documents, which can consist of 10-15 pages, typically include:

· veteran’s rating decision

· VAF 26-4555 (initial application form)

· VAF 26-1836 (grant record card)

· copy of VA FL 26-39/39b sent to veteran

· station management letter/memo requesting case number assignment

NOTE:  Do not include a scan of either the alpha or numeric index card, as using SAH/TAS as the sole depository of SAH data will phase these out.
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STEP 3 - Once the above steps have been completed, the request for case number assignment should be directly e-mailed to the following address:

sahcaseno@vba.va.gov
After receipt in CO and review of all necessary documentation, a PH/AH case number will be assigned and entered into SAH/TAS.


STEP 4 - As the case progresses, any type of correspondence that is sent to the veteran, including telephone conversation notes, etc. should be scanned and filed in the veteran's electronic file folder.  


6.  RETENTION OF DOCUMENTATION AND ANALYSIS:  Stations will retain all electronically created files established when preparing documentation for case number assignment.  Tracking performance of scanning will be done through periodic reviews of case number assignment procedures, both at CO and in the RLC/ROs.  These reviews will be conducted as part of the Statistical Quality Control (SQC) and SAH program survey protocol and will encompass both quality and timeliness of requests for case number assignments.  In addition to scanning final accounting documentation for submission via E-mail in the near future, our ongoing review of the capabilities of SAH/TAS will be to develop a separate electronic repository of the veteran's file from SAH/TAS where all correspondence would be filed with retrieval capabilities.  

7.  TECHNICAL DIFFICULTIES DURING SCANNING PROCEDURES:   Should you encounter any difficulties during the scanning procedures, please contact Brian N. Bixler on (202) 273-7355 or via E-mail.


8.  RESCISSION:  This circular is automatically rescinded April 1, 2004.





By Direction of the Under Secretary for Benefits





Keith Pedigo, Director
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