
RECORD CHECKLIST 
 

 
 
During the compliance survey access to all documentation is required. In addition, physical or unalterable electronic 
copies of documents identified with an asterisk (*) must be provided to your surveyor to be formally retained by 
VA in your facility’s Compliance Survey record. 
 

☐ School Procedures Questionnaire 

☐ Completed and signed by SCO 
 
File Name for VA Document Upload Portal: FY23‐FAC#‐School Procedures Questionnaire 

☐ School Catalog Information * (extending three academic years back maximum) to Include: Catalog 
copies or an unalterable PDF of your facility’s catalog and addendums (extending back three academic 
years.) 

☐ These catalogs must be notated as “true and correct in content and policy” and signed by an 
official of your facility who has the authority to authenticate these documents. 

☐ Catalogs must be separated into each fiscal year. 

 
File Name for VA Document Upload Portal: FY23‐FAC#‐Catalog 20XX_20XX (XX = School Year) 

☐  Tuition and Fees Schedule* 
A copy or unalterable PDF of your facility’s tuition and fees schedule for each academic year in the 
survey period. 

☐ Description of mandatory fees charged by school. 

☐ List of course‐specific fees 
 

File Name for VA Document Upload Portal: FY23‐FAC#‐Tuition & Fees 

☐  Academic Year Calendar* 
A copy or unalterable PDF of your facility’s academic calendars (extending back three academic years.) 

☐ These calendars should include all summer, winter, and mini/module term dates, as applicable. 
 
File Name for VA Document Upload Portal: FY23‐FAC#‐Academic Calendars 

☐  Attendance Policy 
Policies for attendance record keeping vary by type of program: 

☐ Accredited IHLs are not required to maintain daily attendance records for courses leading to a 
standard college degree; however, if the school has a published attendance policy it must be 
followed (38 USC 3685). 

☐ Nonaccredited schools are required to have published attendance standards (38 USC 3676(c)(7). 
☐ Schools with an attendance policy must enforce that policy. 
☐ Or notate on front page of catalog “Attendance Policy – Pages XX – XX” 

 
File Name for VA Document Upload Portal: FY23‐FAC#‐Attendance Policy 

☐  Grading Policy 
Published (catalog extract) of institutional grading policy statement. 

☐ Or notate on front page of catalog “Attendance Policy – Pages XX – XX” 
 
File Name for VA Document Upload Portal: FY23‐FAC#‐Grading Policy 

☐  Refund Policy 
Published (Catalog extract) of institutional refund policy statement. 

☐ Or notate on front page of catalog “Attendance Policy – Pages XX – XX” 
 
 
File Name for VA Document Upload Portal: FY23‐FAC#‐Refund Policy 

☐  List of Tuition Specific Scholarships or Waivers* 
A listing of tuition specific scholarships or waivers commonly used by your facility. 

☐ Identify awards that are specifically designated to be applied toward tuition/fees only, as a 
tuition discount, etc. 
☐ Provide list of the tuition/fees only awards 

 
File Name for VA Document Upload Portal: FY23‐FAC#‐Tuition Specific Scholarships 

School Documents 



☐  Copies of Advertising Material (past 12 months) * 
A copy of all advertising used by your facility during the last 12 months as it relates to VA beneficiaries: 
For Example: A copy of an ad in a newspaper, magazine or social medial platform; or a transcript of a 
television, radio, or internet ad. 
 
File Name for VA Document Upload Portal: FY23‐FAC#‐Advertising 

☐  Principles of Excellence (Executive Order 13607) 
☐ Signed statement of Compliance 

 
File Name for VA Document Upload Portal: FY23‐FAC#‐POE 

☐  Yellow Ribbon Agreement (if applicable) * 
All financial records relating to the school’s scholarship or grant for their Yellow Ribbon portion of 
tuition and fees, how the amounts reported/paid were calculated, how and when students become 
eligible or not, the exact source for the funding of the scholarship or grant, as well as records showing 
that the VA’s Yellow Ribbon payment was applied to the student’s account. 

☐  Include a copy of the facility's most recent Yellow Ribbon contract. 

☐  Yellow Ribbon Roster (if applicable) 
 
File Name for VA Document Upload Portal: FY23‐FAC#‐Yellow Ribbon Agreement 

☐  Completed 85/15 Statement of Assurance (extending three academic years back maximum) * (Sample 
report attached) 

☐  85/15 Reports submitted to VA extending three academic years back) 
☐  85/15 Waiver (if applicable)* 

*85/15 Waiver applies to terms after approval date.  85/15 reports need to be submitted for terms prior 
to waiver approval date. 
 
File Name for VA Document Upload Portal: FY23‐FAC#‐85_15 Reports 

☐  Annual Reporting Fees (ARF) Documentation* 
A copy of documentation to support how your school utilizes its Annual Reporting Fees (ARF) 

☐ If ETI has been paid for 99 VA beneficiaries or less, provide a signed and dated statement on 
how the ETI utilizes its ARF. 

☐ If ETI has been paid for 100 VA beneficiaries or more, provide a copy of the separate VA funds 
ledger and statement on how the ETI utilizes its ARF. 

 
File Name for VA Document Upload Portal: FY23‐FAC#‐ARF 

☐  Contractual Agreements (if applicable) * 
A copy of documentation that provides information on SAA approved contractual agreements. 
 
File Name for VA Document Upload Portal: FY23‐FAC#‐Contractual Agreements 

☐  VA Form 22‐1919 – Conflicting Interest Certification for Proprietary Schools Documentation (if 
applicable*) 
Applies to all proprietary institutions 
 
File Name for VA Document Upload Portal: FY23‐FAC#‐VA Form 22_1919 

☐  VA Form 22‐8794 – Designation of Certifying Officials 
ETI must provide updated copy of VA Form 22‐8794 if WEAMS list of SCO is not accurate. 
 
File Name for VA Document Upload Portal: FY23‐FAC#‐VA Form 22_8794 

☐  Student Interview Notification Email (if applicable) * 
*Applies to Proprietary‐For Profit institutions. 

☐ CC a copy of the email sent to registered VA beneficiaries to the compliance surveyor. 
 
 
 
 
 
 
 
 
 
 
 



Student Documents 

 

 
Please combine all the documents for each VA student into a single file. 

File Name for VA Document Upload Portal: FY23‐FAC#‐STUDENT RECORD‐Last Name (i.e. FY23‐12345678‐STUDENT 
RECORD‐Jansen) 

 

☐  Unofficial Transcript* 
A copy of the student’s current transcript at your facility. 

☐ This document must include courses taken, grades, term‐by‐term GPA, and cumulative GPA. 

☐ This document must be complete and current through the last term completed by student. 

☐  College Financial Planning Form*  

A copy of the student’s College Financial Planning Form for each year the student attended the 

institution. 

☐ This document must include Individual student’s cost of attendance, expected Family 

Contribution based on FAFSA and institutional Methodology, the sum of each grant 

subcategory, federal loan amounts, if eligible, and any aid awarded by school but earned 

through work. 

☐ Examples of College Financial Planning Forms can be found at  U.S. Department of Education; 

The College Financing Plan 

☐  Financial Ledgers (showing charges and credits) * 
For all VA beneficiaries: It must be expressly noted in the student’s file if the student’s course or 
course(s) are being paid for in whole or in part under the Government Employees’ Training Act 
(GETA). 
 
For Chapter 33 beneficiaries: It is imperative debits and credits on the student’s ledger are 
identifiable by name. If a coding system is used, provide an explanation of the coding system and 
what various entries represent.  
 
The ledgers must include: 

☐ All charges to the student’s account, all payments/credits to the student’s account from 
VA and all other sources including institutional, private, federal and other financial aid 
program (scholarship payment requirements). 

☐ Must be detailed enough to determine the source of all charges and credits/payments, 
including how charges were determined and payments were credited. 

☐ The term in which any charges/payments/credits occur should be clearly identified and 
linked to the appropriate dollar amount. 

☐ VA payments and refunds should be clearly labeled as such. This includes Yellow Ribbon 
payments (both VA and school payments). 

☐ Do not lump other campus payments (with a separate facility code) within the payments 
for your campus. 

☐  Degree/Program Requirements* 
A copy of the student’s degree plan checklist (program outline/curriculum) or degree progress 
audit report. 

☐ This document must reflect courses required for the student's program of study. If 
the student has pursued more than one program at your school (to include minors), 
include program plans for each program. 

☐  Enrollment Agreement (if applicable) * 
Enrollment agreement(s)/contract between school/student. 

☐  Application for Admission to School 
Completed application for admission to school. 



☐  Transfer Credit Evaluation* 
A copy of transfer evaluation data sheet showing student’s prior school(s)/military credits that 
were evaluated. 

☐ This sheet should clearly demonstrate what, if any, credits were awarded to the student. 

☐  If the student has no applicable prior or transfer credits, a signed statement must be 
provided which notates that your facility reviewed for prior/transfer credit and none was 
found applicable. 

☐  Class Schedule* 
Class Schedules must be provided for each term/semester/quarter. 

☐ Include begin and end dates of course(s), days per week course(s) are scheduled to meet, 
hours per day, and location each class is scheduled to meet. 

☐ Be sufficient for VA to verify whether any class meets the regulatory requirements to be 
considered resident or distance. 

☐ Be coded to differentiate between resident and online and campuses (and should also be 
made clear in the catalog, handbooks, etc.). 

☐  Attendance Records (if applicable) * 
A copy of detailed attendance records in accordance with published attendance standards. 

☐  Unsatisfactory Progress Documentation (if applicable) * 
Records regarding actions taken related to unsatisfactory academic progress. 

☐  Remedial Test Scores (if applicable) 
A copy of detailed test scores or evaluations used to determine the student’s need for remedial 
courses. 

☐  Related Student Documents* (e.g. Drop/Withdrawal Slips, Mitigating Circumstances 
Documentation, Parent Institution Letter). 

☐ Drop/withdrawal slips and other documentation indicating last dates of attendance. 

☐ Appropriate documentation supporting any certified mitigating circumstances, such as 
medical statements, etc. 

☐ Documentation at parent institution to grant secondary institution subject. The parent 
institution should also obtain grade reports from the secondary institution. The 
secondary institution should maintain the parent school letter. 

☐  VA Work Study Files (if applicable) * 
A copy of contracts, timesheets, etc. 

☐  Non‐Veteran Record(s)* 
Student record(s) of similarly circumstanced students. Student record(s) will be identified by your 
reviewer when they arrive. A listing of Non‐Veteran students may be requested to assist with the 
selection of records. 

☐ Unofficial Transcript 
☐ Financial Ledger 
☐ File Name for VA Document Upload Portal: FY23‐FAC#‐STUDENT RECORD‐Non VA 

 

Name of Individual Completing This 
Form 

 

Title of Individual Completing This 
Form 

 

Signature of Individual Completing 
This Form 

 

Name of Facility   

Facility Code   

 
 
During the compliance survey access to all documentation is required. In addition, physical or unalterable electronic 
copies of documents identified with an asterisk (*) must be provided to your surveyor to be formally retained by VA in 
your facility’s Compliance Survey record. 



SCHOOL PROCEDURES QUESTIONNAIRE 
 

GI Bill® is a registered trademark of the U.S. Department of Veterans Affairs (VA). More information about education benefits offered by VA is 
available at the official U.S. government web site at https://www.benefits.va.gov/gibill. 
 
 

 
FACILITY:  CODE:  DATE:  _ 
 
TOTAL NUMBER OF STUDENTS CURRENTLY ENROLLED THAT ARE NOT 
RECEIVING VA BENEFITS #:  _  
 
TOTAL VA STUDENTS #: _ 
 

CH30#: _______ CH31#: _______ CH33#: _______ CH35#: ______CH1606#: _______ 
 
Please provide detailed answers and return with the requested student documents. The spacing 
below is for illustrative purposes only. Please take/make whatever additional space you need to 
respond accordingly. If the question is not applicable to your Educational Institution, simply write 
N/A.  
 

1. Describe school; public, non-profit, private, etc.? Classes are offered M_F, 
day/evening? 

o  
 

2. How are classes delivered? (Residence, Online, Hybrid, etc.) 
o  

 
3. Does your school operate by? (Standard and non-standard terms with training in 

semester/clock hours) 
o  

 
4. How is prior credit obtained and reported? 

o  
 

5. Is the list of SCO’s correct in WEAMS? If not, please provide a new VA form 22-
8794. 

o  
 

6. Do you currently have any VA work study students? How are they utilized? 
o  

 
7. How does your school advertise that VA education programs are available? 

Please provide links to Veteran specific advertising. 
o  

 
8. Does your facility exercise power of attorney authority to negotiate educational 

assistance checks on behalf of any VA students? 
o  

 



SCHOOL PROCEDURES QUESTIONNAIRE 
 

GI Bill® is a registered trademark of the U.S. Department of Veterans Affairs (VA). More information about education benefits offered by VA is 
available at the official U.S. government web site at https://www.benefits.va.gov/gibill. 
 
 

9. Is your facility approved in WEAMS to offer? 
 

o Independent study 
o Practical training 
o Cooperative courses 

 
 

10. Do any students receive VA tutorial assistance (VA Form 22-1990T)? If so, how 
are tutors selected? 

o  
 

11. Are any programs or courses offered at your facility provided by another school 
or entity under contract? Are these contracts in your approval letter? 

o  
 

12. Is your facility approved in WEAMS for GI Bill® Advanced Payments, what 
process does the facility have in place for safeguarding and distributing the 
payment? 

o  
 

13. If your school participates in the VA Chapter 33 Yellow Ribbon Program, please 
explain your understanding of your school’s agreement. 
 

o Describe how you determine the Yellow Ribbon amount you report on a 
student’s VA Chapter 33 certification. 
 

o Do you have a Yellow Ribbon Student Participant Roster? 
 

o How is it maintained? 
 

14. Does your institution provide any commission, bonus or other incentive payments 
based directly or indirectly on success in securing enrollments or financial aid to 
any persons or entities engaged in any student recruiting? 

o  
 

15. Were any of your institution’s SCOs also a student at your institution during the 
survey period? 

o  
 
 
 
 
 
 



SCHOOL PROCEDURES QUESTIONNAIRE 
 

GI Bill® is a registered trademark of the U.S. Department of Veterans Affairs (VA). More information about education benefits offered by VA is 
available at the official U.S. government web site at https://www.benefits.va.gov/gibill. 
 
 

16. Is your institution approved in WEAMS to offer priority enrollment to veterans and 
servicemember students? 
 

o If so, please attach a copy of your priority enrollment policy. 
 
 

17. How are Annual Reporting Fees Utilized by the school? 
 

o If more than 100 VA beneficiaries, please include the ledger for the 
account in which the ARF is maintained. 

o Are the ARF funds merged with the general funds or placed in a separate 
account? 

 
 

18. List the standard/mandatory school fees normally included in the fee amount 
certified to the VA for Chapter 33 students. 

o  
19. What tuition-only waivers/scholarships are commonly awarded to VA students at 

your school? 
o  

 
20. If you charge a registration fee, is this charged to all applicants to your school 

prior to their acceptance/rejection? If an applicant is not accepted, is the fee 
refunded to him/her? 

o  
 

21. What is your school procedure(s) for assuring courses taken are pertinent to a 
student’s degree? 

o  
 

22. How is the certifying official notified of changes in enrollment? Please describe 
process.  

o  
 

23. How does the school monitor for satisfactory academic progress (SAP), and what 
are the steps taken if a student fails to meet SAP as required in your school’s 
catalog?  

o  
 
 
 
 
 
 



SCHOOL PROCEDURES QUESTIONNAIRE 
 

GI Bill® is a registered trademark of the U.S. Department of Veterans Affairs (VA). More information about education benefits offered by VA is 
available at the official U.S. government web site at https://www.benefits.va.gov/gibill. 
 
 

24. How is the certifying official notified of academic probations, suspensions, 
graduation? How is the VA then notified?  
 

o What GPA score must be maintained before the student is put on 
probation? How many semesters or terms before they are dropped?  

 
25. When and how are grade checks done to look for changes in enrollment and/or 

the assignment of non-punitive grades? 
o  

 
26. How are “I” (incomplete) grades reported to you by instructors, monitored, and 

reported to the VA.  
o  

 
27. How does your school monitor for non-pursuit (do instructors track attendance)? 

o  
 

28. Is attendance mandatory? If so, how is attendance recorded, and what types of 
attendance records are used? (Please send attendance records if mandatory) 

o  
 

29. Describe the communication process between your office and the school’s 
business/bursar’s office regarding chapter 33 benefit 
issues/payments/overpayments. 
 

o What training has your business office personnel received regarding the 
chapter 33 requirements, expectations, and procedures that affect them? 

 
 

30. Describe the testing/evaluation process or program your school uses to 
determine whether a student needs remedial training (English, Math, Reading, 
etc.). Are documents supporting individual remedial requirements maintained in a 
VA students file?  

o  
 

31. How does the school evaluate and meet potential needs for students who have 
Limited English Proficiency (LEP)?  

o  
 
 
 
 
 

32. Describe your refund policy. What is your understanding of the rules for how 



SCHOOL PROCEDURES QUESTIONNAIRE 
 

GI Bill® is a registered trademark of the U.S. Department of Veterans Affairs (VA). More information about education benefits offered by VA is 
available at the official U.S. government web site at https://www.benefits.va.gov/gibill. 
 
 

refunds for Chapter 33 students are to be handled?  
o  

 
33. Have you added any new programs to your school in the past year? Has current 

catalog, addendums, tuition & fees, term dates, etc. been sent to the SAA for 
approval?  

o  
 

34. Has your institution reviewed the SCO online training requirements? Are all the 
SCO meeting their training obligations?  

o  
 
35. Is your institution reporting graduation/program completion to VA?  

o  
 
 
 
     Answered provided by: ________________________    Date: _______________ 
      
     Phone: _______________Fax: _______________ Email: ___________________ 
 



Signed Statement of Compliance with Principles of Excellence 
 
If your school has elected to participate in the Principles of Excellence established by Presidential 
Executive Order #13607. You must provide responses to the questions below. These questions may be 
outside of the scope of your regular duties as the designated School Certifying Official. Please have the 
appropriate office within your school assist you with gathering the needed information. 
 

1 Does your school provide a “College Financing Plan” to 
Veteran students and their dependents? 

YES or NO 
**If yes, provide an individual copy of the 
College Financing Plan for each VA student 
included in the survey. 

2 

Does your school have policies to alert and inform Veteran 
students and their dependents to the availability of 
Federal financial aid prior to arranging other financing? 
 

 

3 
Does your school use recruiters to increase the enrollment 
of Veterans students and their dependents? If so, please 
describe the standard methods used. 

 

4 
Has your school obtained the approval of its accrediting 
agency for new course offerings prior to enrolling students 
in such courses or programs where appropriate? 

 

5 

Are Service members and Reservists readmitted to 
programs if they are temporarily unavailable to attend 
class or must suspend their studies due to service 
requirements and accommodations made for short 
absences resulting from service obligations? 

 

6 

Does your school have a refund policy that is aligned with 
the refund of unearned student aid rules applicable to 
Federal student aid provided through the Department of 
Education under Title IV? 

 

7 
Does your school provide detailed educational plans to 
Veteran students and their dependents outlining 
graduation requirements? 

 

8 
Does your school have a point of contact for academic and 
financial advising to assist Servicemember and Veteran 
students and their families?  

 
 
 
 
**If yes, provide name, title, and contact 
information for the point of contact. 

 
Name of Individual Completing This Form  
Title of Individual Completing This Form  
Signature of Individual Completing This Form  
Name of Facility  
Facility Code  

 

https://obamawhitehouse.archives.gov/the-press-office/2012/04/27/executive-order-establishing-principles-excellence-educational-instituti
https://obamawhitehouse.archives.gov/the-press-office/2012/04/27/executive-order-establishing-principles-excellence-educational-instituti


STATEMENT OF ASSURANCE OF COMPLIANCE WITH 85 PERCENT ENROLLMENT RATIOS 
 

GENERAL INFORMATION 
 

Use this form (VA Form 22-10215) to provide 85/15 calculations as required by Title 38 United States Code (U.S.C.) 
3680A(d) and 38 Code of Federal Regulations (CFR) 21.4201. This form is only utilized by Institutions of Higher Learning 
(IHLs) and Non-College Degree (NCD) Educational & Training Institutions. Vocational Flight Schools must utilize VA Form 
22-10217, Statement of Assurance of Compliance with 85 Percent Enrollment Ratios-Vocational Flight. 
 
You are obligated by regulation (38 CFR 21.4201 (f) (2)) to report all 85/15 Rule calculations to the Education Liaison 
Representative of jurisdiction via email. 
 

1. No later than 30 days after the beginning of each regular school term (excluding summer sessions), or before the 
beginning date of the next term (whichever is earlier), if the Educational & Training Institution is organized on a term, 
quarter, or semester basis; or 

2. No later than 30 days after the end of each calendar quarter if the Educational & Training Institution is not organized 
on a term, quarter, or semester basis. This is aligned with the quarters of the VA Fiscal Year which begins in October 
and ends in September. Calculations must be submitted for all enrollment periods in the previous calendar quarter. 
The due dates for 85/15 reports are:  

 
 
 
 
 

 
 
 
 
 
For additional guidance on the 85/15 Rule see the School Certifying Official Handbook. 
 
Failure to provide this required information can result in suspension or withdrawal of approval to receive federal funds for GI 
Bill benefits. 
 

INFORMATION AND INSTRUCTIONS  
 

VA EDUCATION SERVICE HELP AVAILABLE - If you need help calculating your facility's compliance with the 85/15 Rule, 
require assistance submitting routine reports, or have questions concerning the 85/15 Rule, contact the Education Liaison 
Representative of jurisdiction. 
 
NOTE: The numbers on the instructions match the BLOCK numbers on the form. BLOCKS not mentioned are self-
explanatory.  
 
BLOCK 1. Provide the full name of your institution as listed on the Web Enabled Approval Management System (WEAMS) 
report (VA Form 22-1998). 
 
BLOCK 2. Provide your institution's VA assigned facility code. Do not provide any spaces or hyphens in this section. Include 
enrollment data from associated extension sites with sub-facility codes (identified by an `X' as the third digit.)   
 
Note: Separate forms (and calculations) are required for the main campus and any branch campuses with separate 
administrative capability. Branches and extensions without separate administrative capability are part of the main campus or 
other branch campus providing administrative support, and students attending these sites must be calculated with main 
campus or branch campus with separate administrative capability. 
 

Due Date Enrollment Periods Beginning

January 30th October 1 through December 31

April 30th January 1 through March 31

July 30th April 1 through June 30

October 30th July 1 through September 30
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BLOCK 4 - Program Name.  
 

• Provide all approved programs as listed on your most recent WEAMS Report (VA Form 22-1998). All programs must 
be listed, and calculations provided, even if the program has a Supported Student or Total Enrollment of “0”.  

• Specific concentrations approved as part of a program, as defined in 38 CFR 21.4201, require separate calculations. 
You must provide all concentrations requiring their own calculations on their own identifying line. 

• For students taking more than one program, or concentration/track, which requires its own 85/15 calculation, they 
must be counted for each program in which they are enrolled. A student is counted as a full-time or part-time student 
under each approved program, concentration or track based on the student's overall rate of pursuit or individual 
training time. For instance, a full-time student pursuing a dual degree program should be counted as a full-time 
student for both program entries.  

 BLOCK 4 - Number of Supported Students Full-Time Equivalent (FTE). 
 
 • Provide the number of Supported Students for identified approved program.  

• You must compute the full-time equivalency for part-time students based on the total number of hours in which the 
student is enrolled for the term and add it to the number of full-time students.  A student is counted as a full-time or 
part-time student under each approved program, concentration or track based on the student's overall rate of pursuit 
or individual training time. Example: Take the total number of one-half time students, divide by two, and add the 
quotient to the number of full-time students. 

 
  Note:  A student must be considered a "Supported Student" when any of the following conditions are met.

        Any student receiving any amount of VA Education benefits. 
        Any student where the full amount of tuition and fees has not been paid to the ETI prior to the reporting date 
         (i.e. no   later than 30 days from the start of a term or end of quarter), unless all of the following apply: 

•     The payment plan policy is published in the ETI's approved catalog. 
•     The payment plan is generally applicable to all students interested in applying for such  
       plans (although every student may not be guaranteed acceptance into such an installment plan). 
•     The payment plan explicitly requires the student to pay the outstanding balance by the end  
       of the 85/15 reporting period (academic term or calendar quarter). 
•     The ETI's policy prevents the student from continuing to train at the school until the outstanding  
       balance is paid in full.  

        Any student who is granted any waiver or forgiveness of tuition, fees, or other charges. 
         Any student who receives an institutionally funded scholarship or grant, if the institutional policy for determining 
           the recipient of such aid is not equal with respect to veterans and nonveterans alike (excluding graduate students). 
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• Provide the number of Non-Supported Students for identified approved program. 
• You must compute the full-time equivalency for part-time students based on the total number of hours in 

which the student is enrolled for the term and add it to the number of full-time students. A student is 
counted as a full-time or part-time student under each approved program, concentration or track based on 
the student's overall rate of pursuit or 
individual training time. Example: Take the total number of one-half time students, divide by two, and add 
the quotient to the number of full-time students. 
 

Note: A student must be considered a "Non-Supported Student" when any of the following conditions are met. 

BLOCK 4 - Number of Non-Supported Students Full-Time Equivalent (FTE). 
 



• Any student who pays the full amount of tuition, fees, and other mandatory charges to the ETI prior to the reporting 
        date (i.e. no later  than 30 days from the start of a term or end of quarter). 
• Any student where the full amount of tuition and fees has to be paid to the ETI by the end of the current reporting 
        period (i.e., term or calendar quarter) and all of the following apply 

• The payment plan policy is published in the ETI's approved catalog. 
• The payment plan is generally applicable to all students interested in applying for such plans (although  
         every student may not be guaranteed acceptance into such an installment plan). 
• The payment plan explicitly requires the student to pay the outstanding balance by the end of the 85/15 
         reporting period (academic term or calendar quarter). 
• The ETI's policy prevents the student from continuing to train at the school until the outstanding 

balance is paid in full.  
• Any student receiving Title IV Department of Education aid. 
• Any student receiving Tuition Assistance through the Department of Defense. 
• Any student receiving non-institutional aid (scholarships, grants, or other types of aid offered by a third-party entity 
        not affiliated with the ETI). 
• Graduate students in receipt of institutional aid. 
• Any student receiving an institutionally funded loan, scholarship, or grant, if the policy for determining the recipient of 
        such aid is  equal with respect to veterans and nonveterans alike. 
 

Note: If the student is receiving multiple types of aid and any of it is Supported, the student must be counted as a Supported 
Student. 

 
BLOCK 4  - Total Enrollment. The result of students provided in the “Number of Supported Students FTE” column added to 
the “Number of Non-Supported Students FTE” column. 
 
BLOCK 4  - Supported Student Percentage FTE. The result of students provided in the “Number of Supported Students FTE” 
column divided by the “Total Enrollment” column. 
 
BLOCK 4  - Date of Calculation. Provide the date that 85/15 calculation was completed. This must be within 30 calendar days 
of the term start date. 
 

85/15 CALCULATION EXAMPLE 

Total number of students enrolled in the approved program:    40 
Total number of Supported Students enrolled in the approved program: 15 
 
To calculate the percentage of Supported Students enrolled divide the number of Supported Students (15) by the total number 
of students enrolled in the program (40). 
 

15 ÷ 40 = .375 
 

To convert the quotient to a percentile, move the decimal point two spaces to the right and add the “%” sign after the last digit. 
(37.5%) 
 
 

PRIVACY ACT NOTICE: VA will not disclose information collected on this form to any source other than what has been authorized under the Privacy Act of 1974 or Title 38, Code of Federal 
Regulations 1.576 for routine uses as identified in the VA system of records, 58VA21/22/28, Compensation, Pension, Education, Veteran Readiness and Employment Records  - VA, published in the 
Federal Register. An example of a routine use (e.g., VA sends educational forms or letters with a Veteran's identifying information to the Veteran's school or training establishment to (1) assist the 
Veteran in the completion of claims forms or (2) for VA to obtain further information as may be necessary from the school for VA to properly process the Veteran's education claim or to monitor his or 
her progress during training). Your obligation to respond is required to obtain or retain education benefits. The responses you provide are considered confidential (38 U.S.C. 5701). Any information 
provided by applicants, recipients, and others is subject to verification through computer matching programs with other agencies.   
 
RESPONDENT BURDEN:  We need this information to ensure your school is properly reporting pursuit of training for Veterans and other eligible persons (38 U.S.C. 3684).  Title 38, United States 
Code, allows us to ask for this information.  We estimate you will need an average of 1 hour to review the instructions, find the information, and complete the form.  VA cannot conduct or sponsor a 
collection of information unless a valid OMB control number is displayed.  You are not required to respond to a collection of information if this number is not displayed.  Valid OMB control numbers 
can be located on the OMB Internet Page at www.reginfo.gov/public/do/PRAMain.  If desired, you may call 1-888-GI Bill-1 (1-888-442-4551) to get information on where to send comments or 
suggestions about this form.   
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OMB Approved No. 2900-0897 
Respondent Burden: 1 hour 
Expiration Date: 12/31/2024

Statement of Assurance of Compliance With 85 Percent Enrollment Ratios 
1.  Institution Name 2.  Facility Code 3.  Term Start Date

4.  85/15 Calculation

Program Name
Number of  

Supported Students  
FTE

Number of 
 Non-Supported 
Students FTE

Total Enrollment Supported Student 
Percentage FTE Date of Calculation

If additional rows are required for program names, you may submit additional pages using the 85/15 Calculation Continuation 
Sheet, VA Form 22-10215a.  By checking this box, you are noting that additional sheets are attached. 

I HEREBY CERTIFY THAT the calculations listed above are true and correct in content and policy. 
5.  School Official Printed Name 6.  School Official Title

8.  Date Signed7.  Signature of School Official

Page 422-10215VA FORM 
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STATEMENT OF ASSURANCE OF COMPLIANCE WITH 85 PERCENT ENROLLMENT RATIOS 
CONTINUATION SHEET  

 
GENERAL INFORMATION 
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Use this form (VA Form 22-10215a) to provide additional 85/15 calculations as required by Title 38 United States Code 
(U.S.C.) 3680A(d) and 38 Code of Federal Regulations (CFR) 21.4201. 

This form can only be submitted when attached to a completed STATEMENT OF ASSURANCE OF COMPLIANCE WITH 
85 PERCENT ENROLLMENT RATIOS, VA FORM 22-10215. 

INFORMATION AND INSTRUCTIONS  
 

NOTE: The requirements of this form match those provided on STATEMENT OF ASSURANCE OF COMPLIANCE WITH 
85 PERCENT ENROLLMENT RATIOS, VA Form 22-10215. See the instruction sheet for STATEMENT OF ASSURANCE 
OF COMPLIANCE WITH 85 PERCENT ENROLLMENT RATIOS, VA Form 22-10215 if additional clarification is required 
while completing this form. 

PRIVACY ACT NOTICE: VA will not disclose information collected on this form to any source other than what has been 
authorized under the Privacy Act of 1974 or Title 38, Code of Federal Regulations 1.576 for routine uses as identified in 
the VA system of records, 58VA21/22/28, Compensation, Pension, Education, Veteran Readiness and Employment 
Records  - VA, published in the Federal Register. An example of a routine use (e.g., VA sends educational forms or 
letters with a Veteran's identifying information to the Veteran's school or training establishment to (1) assist the Veteran 
in the completion of claims forms or (2) for VA to obtain further information as may be necessary from the school for VA 
to properly process the Veteran's education claim or to monitor his or her progress during training). Your obligation to 
respond is required to obtain or retain education benefits. The responses you provide are considered confidential (38 
U.S.C. 5701). Any information provided by applicants, recipients, and others is subject to verification through computer 
matching programs with other agencies.   

RESPONDENT BURDEN:  We need this information to ensure your school is properly reporting pursuit of training for 
Veterans and other eligible persons (38 U.S.C. 3684).  Title 38, United States Code, allows us to ask for this 
information.  We estimate you will need an average of 1 hour to review the instructions, find the information, and 
complete the form.  VA cannot conduct or sponsor a collection of information unless a valid OMB control number is 
displayed.  You are not required to respond to a collection of information if this number is not displayed.  Valid OMB 
control numbers can be located on the OMB Internet Page at www.reginfo.gov/public/do/PRAMain.  If desired, you 
may call 1-888-GI Bill-1 (1-888-442-4551) to get information on where to send comments or suggestions about this 
form.   

VA EDUCATION SERVICE HELP AVAILABLE - If you need help calculating your facility's compliance with the 85/15 
Rule, require assistance submitting routine reports, or have questions concerning the 85/15 Rule, contact the  Education 
Liaison Representative of jurisdiction.



OMB Approved No. 2900-0897 
Respondent Burden: 1 hour 
Expiration Date:  12/31/2024

Statement of Assurance of Compliance With 85 Percent Enrollment Ratios 
Continuation Sheet 

1.  Institution Name 2.  Facility Code 3.  Term Start Date

4.  85/15 Calculation

Program Name
Number of  

Supported Students  
FTE

Number of 
 Non-Supported 
Students FTE

Total Enrollment Supported Student 
Percentage FTE Date of Calculation

This is page ___ of ___ additional Statement of Assurance of Compliance with 85 Percent Enrollment Ratios Continuation 

Sheet(s) provided.

I HEREBY CERTIFY THAT the calculations listed above are true and correct in content and policy. 
5.  School Official Printed Name 6.  School Official Title

8.  Date7.  Signature of School Official
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VA’S AUTHORITY TO VIEW RECORDS 
 

38 USC 3690 states:  
 
“(c) Examination of Records.-Notwithstanding any other provision of law, the records and accounts of 
educational institutions pertaining to eligible veterans or eligible persons who received educational 
assistance under this chapter or chapter 31, 32, 34, or 35 of this title, as well as the records of other students 
which the Secretary determines necessary to ascertain institutional compliance with the requirements of 
such chapters, shall be available for examination by duly authorized representatives of the Government.” 
 
      38 CFR 21.4209 states:  
 
“(a) Availability of records. Notwithstanding any other provision of law, an educational institution, including 
for purposes of this section an organization or entity offering a licensing or certification test, must make the 
following records and accounts available to authorized Government representatives: 
 
(1) Records and accounts pertaining to veterans or eligible persons who received educational assistance 
under 10 U.S.C. chapter 1606 or 38 U.S.C. chapter 30, 32, 33, 35, or 36; 
 
(2) Other students' records necessary for the Department of Veterans Affairs to ascertain institutional 
compliance with the requirements of these chapters; and 
 
(3) The records of other individuals who took a licensing or certification test that VA believes are necessary to 
ascertain whether the veterans and eligible persons taking such test were reimbursed the correct amount.  
 
(b) Type of records. Each educational institution must upon request of duly authorized representatives of the 
Government make available for examination all appropriate records and accounts, including but not limited 
to:  
 
(1) Records and accounts which are evidence of tuition and fees charged to and received from or on behalf of 
all veterans, reservists, and eligible persons and from other students similarly circumstanced;  
 
(2) Records of previous education or training of veterans, reservists, and eligible persons at the time of 
admission as students and records of advance credit, if any, granted by the educational institution at the 
time of admission;  
 
(3) Records of the veteran's, reservist’s, or eligible person's grades and progress;  
 
(4) Records of all advertising, sales or enrollment materials as required by §21.4252(h) and section 3696(b), 
title 38 U.S.C.; 
 
(5) Records and computations showing compliance with the requirements of §21.4201 regarding the 85-15 
percent ratio of students for each course; and  
 
(6) Records necessary to demonstrate compliance with the requirements of §21.4252(e) pertaining to the 
time necessary to complete a correspondence course. 
 

http://uscode.house.gov/view.xhtml?req=(title:38%20section:3690%20edition:prelim)
https://www.law.cornell.edu/cfr/text/38/21.4209


(7) Records necessary to demonstrate compliance with the requirements of §21.4268.  
 
(c) Noncollege degree, apprentice, and other on-the-job. The educational institution having veterans, 
servicemembers, reservists, and/or eligible persons enrolled in a course that does not lead to a standard 
college degree must make available, in addition to the records and accounts required in paragraph (b) of this 
section, the records of leave, absences, class cuts, makeup work, and tardiness. Each training establishment 
that has enrolled veterans under 38 U.S.C. chapter 30, 32, or 33, reservists under 10 U.S.C. chapter 1606, or 
eligible persons under 38 U.S.C. chapter 35 must also make available payroll records. 
 
(d) Nonaccredited courses. The educational institution having veterans or eligible persons enrolled in 
nonaccredited courses must make available, in addition to the records and accounts required in paragraphs 
(b) and (c) of this section the following:  
 
(1) Records of interruptions for unsatisfactory conduct or attendance.  
 
(2) Records of refunds of tuition, fees and other charges made to a veteran or eligible person who fails to 
enter the course or withdraws or is discontinued prior to completion of the course.  
 
(e) Nonavailability. Failure to make such records available as provided in this section will be grounds for 
discontinuing the payment of educational assistance allowance or special training allowance.” 

 

Please note that schools and training establishments must make records of progress and training, 
tuition and fees charges, and other records available upon request by a duly authorized representative 
of the Government.  The records of both VA students and non-VA students will be reviewed when 
comparing tuition and fees charges.   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 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. 38 United State Code 3690(c) .  

 

https://www.law.cornell.edu/uscode/text/38/3690


CONFLICTING INTERESTS CERTIFICATION FOR PROPRIETARY SCHOOLS

22-1919

(2) ALL PROPRIETARY SCHOOLS

SUPERSEDES VA FORM 22-1919, OCT 2007,
WILL BE USED.

VA FORM
OCT 2008

NAME AND TITLE OF EMPLOYEES(S)

(1) PROPRIETARY PROFIT SCHOOLS ONLY

DESCRIPTION OF ASSOCIATION WITH SCHOOL

NAME AND ADDRESS OF INSTITUTION

PURPOSE: This form informs individuals that the law has restrictions concerning any potential conflict of interest. (See
certifications (1) and (2) below).

DATETITLESIGNATURE OF PRESIDENT OR CHIEF ADMINISTRATIVE OFFICIAL OF SCHOOL

CERTIFICATION: I DO HEREBY CERTIFY that the entries above are true and correct to the best of my knowledge.  I agree to
immediately notify VA of any potential violations of the above prohibitions.

NAME AND TITLE OF EMPLOYEE(S) VA FILE NUMBER

FROM
DATES OF ENROLLMENT WITH YOUR SCHOOL

TO

OMB Control No. 2900-0657
Respondent Burden:  10 Minutes

Respondent Burden: We need this information to approve courses at your school for VA purposes and pay education benefits to trainees at your
facility. Title 38, United States Code, allows us to ask for this information. We estimate that you will need an average of 10 minutes to review the
instructions, find the information, and complete this form. VA cannot conduct or sponsor a collection of information unless a valid OMB control
number is displayed. You are not required to respond to a collection of information if this number is not displayed. Valid OMB control numbers can
be located on the OMB Internet Page at www.whitehouse.gov/omb/library/OMBINVC.html#VA. If desired, you can call 1-888-GI-BILL-1
(1-888-442-4551) to get information on where to send comments or suggestions about this form.

Privacy Act Notice: VA will not disclose information collected on this form to any source other than what has been authorized under the Privacy Act
of 1974 or Title 38, Code of Federal Regulations 1.576 for routine uses as identified in the VA system of records, 58VA21/22, Compensation,
Pension, Education and Rehabilitation Records - VA, and published in the Federal Register. An example of a routine use allows VA to send
educational forms or letters with a veteran's identifying information to the veteran's school or training establishment to (1) assist the veteran in the
completion of claims forms or (2) for VA to obtain further information as may be necessary from the school for VA to properly process the veteran's
education claim or to monitor his or her progress during training. Your obligation to respond is required to obtain or retain benefits. We cannot pay
education benefits to any person training at your school until we receive this information (38 U.S.C. 3686(b)). Your responses are confidential (38
U.S.C. 5701). Any information provided by applicants, recipients, and others may be subject to verification through computer matching programs
with other agencies.

Title 38 U.S.C. 3683 prohibits employees of the Department of Veterans Affairs (VA) and the State approving agency (SAA) from
owning any interest in an educational institution operated for profit. In addition, the law prohibits these employees from receiving
any wages, salary, dividends, profits, gifts, or services from private profit schools. These provisions may be waived if VA determines
that no detriment will result to the government, or to veterans or eligible persons. Please list below those VA and
SAA employees known by you who may have a potential conflict of interest under this provision. If there are none, please enter the
word "none."

Title 38 C.F.R. 21.4202(c), 21.5200(c), 21.7122(e)(6), and 21.7622(f)(4)(iv) prohibit the payment of educational assistance to any
veteran or eligible person based on an enrollment in any proprietary school of which the veteran or eligible person is an official
authorized to sign certificates of enrollment or verifications/certifications of attendance, or is an owner or an officer. Please list
below the names and VA file numbers (claim or Social Security Numbers) of any certifying officials, owners, or officers of your
school who receive VA educational assistance based on an enrollment in your school. If there is none, please enter the word "none."



Item 1. Enter the complete name and address and VA facility code (if assigned) of the school or training establishment. 
 
Items 2A & 2B. Officials listed in Items 2A and 2B (this excludes those in Item 2C) are designated to sign VA Enrollment Certifications, 
Certifications of Change in Student Status, Certifications of Delivery of Advance Payments, Certifications of Pursuit, Attendance, Flight 
Training, On-the-Job or Apprenticeship Training (as applicable), School Portion of VA Form 22-1990t or VA Form 22-10201 and other 
Certifications of Enrollment. 
 
Enter the complete name and title for each certifying official. This person must sign the form on the same line as his or her name and 
title. Provide this individual's direct telephone number and email address.  
 
           •  The individual must validate that he or she has fulfilled any mandatory section 305 training requirements as described below. 
 
           •  The individual must indicate if they are receiving Department of Veterans Affairs Education benefits. VA will not pay 
              VA benefits for enrollment in a course certified by the individual taking the course. During compliance survey, the records 
              of any individuals listed in items 2A and 2B who are receiving VA benefits at this facility will be reviewed. 
 
                                                                       SECTION 305 TRAINING INSTRUCTIONS 
                                                                                                
Newly Designated Certifying Officials: All newly designated Certifying Officials must complete required online training for new 
certifying officials based on their type of facility and provide a copy of their training certificate when submitting this form. Enter the date 
the new certifying official training was completed in the '305 training date' box. 
 
Newly Approved Institutions: An individual designated as a certifying official cannot take the required new certifying official training 
until the facility has received a VA Facility Code. Enter PENDING VA FACILITY CODE in the '305 training date' box if your facility has 
not yet received a VA Facility Code. 
 
Existing Certifying Officials: Enter the date the certifying official completed the annual training requirement in the '305 training box'. If 
the institution is not currently designated as a "covered institution", enter EXEMPT in the '305 training date' box. 
 
Item 3. Use Item 3, Remarks if additional space is needed. 
 
Items 4 and 5. Sign and date the form. NOTE: The person signing the form must be a person authorized to enter the school or training 
establishment into a binding agreement with the Department of Veterans Affairs. 
 
Item 6. Print name and title of designating official.  
 
Items 7 and 8. Provide Designated Official's email address and direct telephone number.

SUPERSEDES VA FORM 22-8794, MAY 2018, 
WHICH WILL NOT BE USED.

VA FORM 
JUL 2021 22-8794

DESIGNATION OF CERTIFYING OFFICIAL(S)

INSTRUCTIONS

PURPOSE:  This form is used to provide the names and signatures of those individuals who are authorized to certify enrollment information to the 
Department of Veterans Affairs.

PAGE 1

2A. THE PRIMARY CERTIFYING OFFICIAL ACTS AS THE PRIMARY POINT OF CONTACT AT THE TRAINING FACILITY. APPROVAL AND 
COMPLIANCE SURVEY RELATED INQUIRIES AND CORRESPONDENCE WILL BE DIRECTED TO THE ATTENTION OF THIS INDIVIDUAL. THE 
FOLLOWING INDIVIDUAL IS DESIGNATED AS THE PRIMARY CERTIFYING OFFICIAL FOR THE SCHOOL OR TRAINING ESTABLISHMENT. 

TITLENAME SIGNATURE 

TELEPHONE NUMBER (Include Area Code) EMAIL
DATE SECTION 305 

REQUIREMENTS 
 WERE MET 

(See Section 305 Training 
Instructions Above)

1. NAME AND ADDRESS OF SCHOOL OR TRAINING ESTABLISHMENT (Include ZIP Code)

OMB Approved No. 2900-0262 
Respondent Burden: 10 Minutes 
Expiration Date: 07/31/2024

IS THIS INDIVIDUAL IN  
RECEIPT OF DEPARTMENT 

OF VETERANS AFFAIRS 
 EDUCATION BENEFITS?

YES NO

VA FACILITY CODE (If Assigned)

This form must be completed whenever there is a change in any of the information. Include the names, titles, and signatures of all 
certifying officials, not just the changed information. IMPORTANT: All designated Certifying Officials must be listed as each form 
supersedes the previous form.



SIGNATURE 

NAME

2B. THE FOLLOWING ARE DESIGNATED AS ADDITIONAL CERTIFYING OFFICIALS OF THIS SCHOOL 
 OR TRAINING ESTABLISHMENT:

(5)

IS THIS INDIVIDUAL IN  
RECEIPT OF DEPARTMENT 

OF VETERANS AFFAIRS 
EDUCATION BENEFITS?

VA FORM 22-8794, JUL 2021 PAGE 2

(1)

TITLE SIGNATURE 

EMAILTELEPHONE NUMBER (Include Area Code)

DATE SECTION 305 
REQUIREMENTS 

 WERE MET 
(See Section 305 Training 

Instructions Above)

YES NO

IS THIS INDIVIDUAL IN  
RECEIPT OF DEPARTMENT 

OF VETERANS AFFAIRS 
 EDUCATION BENEFITS?

(2)

NAME TITLE SIGNATURE 

EMAILTELEPHONE NUMBER (Include Area Code)

DATE SECTION 305 
REQUIREMENTS 

 WERE MET 
(See Section 305 Training 

Instructions Above)

YES NO

IS THIS INDIVIDUAL IN  
RECEIPT OF DEPARTMENT 

OF VETERANS AFFAIRS 
 EDUCATION BENEFITS?

(3)

NAME TITLE SIGNATURE 

EMAILTELEPHONE NUMBER (Include Area Code)

DATE SECTION 305 
REQUIREMENTS 

 WERE MET 
(See Section 305 Training 

Instructions Above)

YES NO

IS THIS INDIVIDUAL IN  
RECEIPT OF DEPARTMENT 

OF VETERANS AFFAIRS 
 EDUCATION BENEFITS?

(4)

NAME TITLE

EMAILTELEPHONE NUMBER (Include Area Code)

DATE SECTION 305 
REQUIREMENTS 

 WERE MET 
(See Section 305 Training 

Instructions Above)

YES NO

IS THIS INDIVIDUAL IN  
RECEIPT OF DEPARTMENT 

OF VETERANS AFFAIRS 
EDUCATION BENEFITS?

NAME TITLE SIGNATURE 

EMAILTELEPHONE NUMBER (Include Area Code)

DATE SECTION 305 
REQUIREMENTS 

 WERE MET 
(See Section 305 Training 

Instructions Above)

YES NO



4. SIGNATURE OF DESIGNATING OFFICIAL (See Specific Instructions Items 4 and 5)

PENALTY - The law provides that whoever makes any statement of a material fact knowing it to be false shall be punished by fine or imprisonment or both.
PRIVACY ACT NOTICE:  VA will not disclose information collected on this form to any source other than what has been authorized under the Privacy Act of 1974 or Title 38, 
Code of Federal Regulations 1.576 for routine uses as identified in the VA system of records, 58VA21/22/28, Compensation, Pension, Education, and Veteran Readiness and 
Employment Records - VA, published in the Federal Register. An example of a routine use (e.g., VA sends educational forms or letters with a veteran's identifying information 
to the veteran's school or training establishment to (1) assist the veteran in the completion of claims forms or (2) for VA to obtain further information as may be necessary from 
the school for VA to properly process the veteran's education claim or to monitor his or her progress during training). Your obligation to respond is required to obtain or retain 
education benefits. VA cannot recognize you as the proper certifying official unless the information is furnished as required by existing law (38 U.S.C. 3680(g)). The responses 
you submit are considered confidential (38 U.S.C. 5701). Any information provided by applicants, recipients, and others is subject to verification through computer matching 
programs with other agencies.

RESPONDENT BURDEN:  We need this information to identify you as the certifying official for your school or job training establishment when reporting pursuit of training for 
veterans and other eligible persons (38 U.S.C. 3684). Title 38, United States Code, allows us to ask for this information. We estimate that you will need an average of 10 
minutes to review the instructions, find the information, and complete this form. VA cannot conduct or sponsor a collection of information unless a valid OMB control number is 
displayed. You are not required to respond to a collection of information if this number is not displayed. Valid OMB control numbers can be located on the OMB Internet Page 
at www.reginfo.gov/public/do/PRAMain. If desired, you can call 1-888-GI-BILL-1 (1-888-442-4551) to get information on where to send comments or suggestions about this 
form. 

VA FORM 22-8794, JUL 2021

6. PRINT NAME AND TITLE

7. EMAIL ADDRESS 8. TELEPHONE NUMBER (Include Area Code)

5. DATE

PAGE 3

(2)

(1)

NAMENAMENO.

(3)

NO.

(4)

2C. A READ-ONLY SCO IS AN INDIVIDUAL AT AN EDUCATIONAL INSTITUTION WITH PERMISSION TO ACCESS ENROLLMENT INFORMATION, 
REQUEST INFORMATION, AND SUBMIT INQUIRIES TO VA TO ASSIST AN AUTHORIZED SCO WITH OBTAINING ACCURATE INFORMATION TO 
CERTIFY STUDENT'S ENROLLMENT. INDIVIDUALS REQUESTING "READ ONLY" ACCESS ARE NOT REQUIRED TO COMPLETE 305 TRAINING.

3. REMARKS

2B. THE FOLLOWING ARE DESIGNATED AS ADDITIONAL CERTIFYING OFFICIALS OF THIS SCHOOL 
 OR TRAINING ESTABLISHMENT (Continued):

(6)
IS THIS INDIVIDUAL IN  

RECEIPT OF DEPARTMENT 
OF VETERANS AFFAIRS 
EDUCATION BENEFITS?

NAME TITLE SIGNATURE 

EMAILTELEPHONE NUMBER (Include Area Code)

DATE SECTION 305 
REQUIREMENTS 

 WERE MET 
(See Section 305 Training 

Instructions Above)

YES NO

(7) IS THIS INDIVIDUAL IN  
RECEIPT OF DEPARTMENT 

OF VETERANS AFFAIRS 
EDUCATION BENEFITS?

NAME TITLE SIGNATURE 

EMAILTELEPHONE NUMBER (Include Area Code)

DATE SECTION 305 
REQUIREMENTS 

 WERE MET 
(See Section 305 Training 

Instructions Above)

YES NO



FILES TO BE UPLOADED IN SALESFORCE 
(and how to name them) 

• Student Records (should include everything under the “Student Documents” section of the 
Records Checklist-Please combine all student documents into single.pdf)  

o  FYXX-FAC#-STUDENT RECORD + Last Name 
• Non-VA Student (s) (these can be combined as one file) 

o FYXX-FAC#-NONVA Student Records 
• Questionnaire FYXX-FAC#-School Procedures Questionnaire 
• Statement of Compliance with Principles of Excellence (title 38)  

• FYXX-FAC#-POE  
• 85/15 documentation combined as one file (going back 3 years) 

o  FYXX-FAC#-85_15 Reports 
 35% Exemption Approval Letter (if applicable)  
 VA 22-10215 Statement of Compliance with 85% Enrollment Ratios 
 VA 22-10215 Statement of Compliance with 85% Enrollment Ratios – Add’l 

Programs 
 VA 22-10216 35% Exemption Request from 85/15 Reporting Requirement (if 

applicable.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         
• 22-1919 documentation (if applicable) 

o FYXX-FAC#-VA Form 22_1919 
• 22-8794 documentation (if applicable) 

o FYXX-FAC#-VA Form 22_8794  
• Annual Reporting Fees documentation (Separate ledger if more than 100 beneficiaries) 

o FYXX-FAC#-ARF 
• Catalogs separated into each fiscal year  

o FYXX-FAC#-Catalog XXXX_XXXX 
• Tuition and fees (going back 3 years)  

o FYXX-FAC#-Tuition & Fees  
• Academic Calendars (going back 3 years)  

o FYXX-FAC#-Academic Calendars  
• Advertising Material 

o  FYXX-FAC#-Advertising 
• Work Study Agreements with Timesheets combined into one file (only applicable if a selected 

student is participating in a VA Work Study Program) 
o FYXX-FAC#-Work Study Contracts 



External User Process (SCO): 

1. Provide the URL and Key to the Authorized File Submitter, the School Certifying Official (SCO),
along with the request for documents.  Cut and paste the following URL into the browser window:

https://www.my.va.gov/EducationFileUploads 

2. Below is the landing page



3. The Authorized File Submitter (SCO) will complete the two sections outlined in red.

First section is the name and email of the Authorized File Submitter.  
Second section identifies the Salesforce Schedule Name or Key. 

Click Next to proceed to the Mass File Upload page. 

4. The landing page Mass File Upload is where documents are uploaded.



5. Two ways to add documents:

• Click on the Upload Files button which will open to user’s computer for file selection

• Drag and Drop files, hovering over the over the Upload Files | or drop Files button until the

button is outlined in blue (as shown below), then release the files.

6. After all the documents scan, click “Done”.



7. Repeat steps 4 through 6 until all documents are displayed on the loading deck.  The Authorized

File Submitter (SCO) can remove files by clicking the “x”.  Repeat until all files are added, up to 20

documents at a time.  All documents should be named according to the naming convention.

Click Submit Files button when all files loaded. 

8. Clicking the Submit Files button, generates an email notification indicating the number of files

successfully uploaded. The recipients of the email will include the Authorized File Submitter and the

Scheduled Primary Surveyor-Platform.

*** The Authorized External User (SCO) process is complete. *** 

**Note, the e-mail confirmation may go to your SPAM or JUNK folder, please do NOT hit resend on the 
files, unless you have been contacted by the SGC ECSS. They will double check the files uploaded 
and will reach out to you if they were not. 



 

9. From within Salesforce, navigate to the Schedule for Facility record, then Related tab, then Files. 

 

 

 

10. Click on the drop-down arrow at the right of the file name, click View File Details.  

 

 

11. The name and email of the Submitter will display on the record as outlined in red. 

 



Reminders: 

• External File Upload link should not be saved by the SCO, only good for the Compliance action 

indicated.  

• The link is mapped to Compliance actions – Compliance Survey, Risk Based Survey and 

Target Risk Based Review.   

• Schedule Name = Key 

• Each Scheduled for Facility record has a 6 digit “Unique Identifier” at the end of the 

Schedule Name 

• Ensure the proper Schedule Name of your survey will ensure providing the appropriate Key to 

the SCO.  There could be multiple Schedule for Facility records for each FY.  

• Only request documents should be uploaded, documents cannot be moved from the Schedule 

for Facility record.  Example – no 85/15, 35% exemption, 8794s etc. 

• Provide SCOs with step-by-step instructions. 

• Files cannot be attached to a Schedule Name with a Survey Status of “Complete”. Authorized 

File Submitter  

 

• Acceptable file extension/file types: 

 
 

 

 

• Not Accepted – Please do not attempt to upload  
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