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Department of Veterans Affairs (VA)

VetBiz Verification Program
Center for Veterans Enterprise (CVE) Verification Process - Stages

INITIATION EXAMINATION ~ EVALUATION DETERMINATION RE FINAL

CONSIDERATION DETERMINATION

90 Days 60 Days
(from receipt of complete application) (from receipt of valid request for reconsideration)
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Department of Veterans Affairs (VA)

VetBiz Verification Program
Center for Veterans Enterprise (CVE) Verification Process - Communication

INITIATION EXAMINATION EVALUATION DETERMINATION < FINAL

CONSIDERATION DETERMINATION

App Submission
Acknowledgement
Form 0877 = ‘ )
Acknowledgement Examination Expected Delay Notice Application Reconsideration
Complete Notice (if necessary) Finalization Letter Decision Letter

Examination
Clock Start Notice

Form 0877 Missing Missing Documentation Request
Signature(s) Notice (if necessary) ~ _@v
(if necessary) ~
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Initiation — Prerequisites

 Read the “Guide for Applicants” on VetBiz.gov
 Review 38 CFR 74 for ownership and control criteria

 Review the Verification Assistance Briefs on VetBiz.gov for
more clarity on issues and reguirements

* Register in the Central Contractor Registry (ccr.gov)

e Gather all the documentation for your business type and scan
them to a separate folder on your computer (this will make it
easier during the submission process)

« Compare the business documents to the criteria in 38 CFR 74,
and ensure that there are no clerical errors on the
documentation.
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Initiation — Getting started

f_‘ Center for ¥eterans Enterprise - Document Requirements Tables - Microsoft Internet Explorer provided by Yete: & x|
File Edit View Favorites Tools Help
@ @ - I.é; hitkp: ffw  wetbiz, gov! j || XK ILive Search Feiis

w 'ﬂll\? @Center for Yeterans Enterprise - Document Requirem... | | ’:I\ = D v (v |i¢Page -

1 ik -
& O Tools

UNITED S
DEPARTMENT OF VETERANS AFFAIR

Search All VA Web Pages ¥
Search

» Open Advanced Search

Home Veteran Services Business About VA Contact Us

The principal purposes of this site are to provide

~ information about the VIP verification procass; to
'p assist Veteran business owners in registering their

~ business in the Secretary's Database of Veteran-

owned small businesses and to enable VA contracting
officers to easily identify service-disabled Veteran-owned small businesses (SDVOSBs) and VOSBs
eligible for procurement opportunities. This site is maintained by the Center for Veterans Enterprise
(CVE), a program office within the Department's Office of Small and Disadvantaged Business
Utilization (OSDBU).

Media Room cations

Search for a Veteran
Owned Business

Learnr:lbcut Check Your

: O\‘:‘erift' tion Your | Mﬂlanﬂm
Help desk hours are Monday-Friday 8:00AM to 8:00PM EST. Status

Contact us by email at verificationfollowup@va.gov or by telephone 202-303-3260.

News Flash!

Updated Notice to Owners
10/18/2011

Hot Topic

How to Avoid Verification Problems
"Verification Assistance Briefs™
11/23/2011

Effective October 3, 2011, VA launched a new,
improved Vendor Information Pages database.
0On that date, The Center for Veterans
Enterprise began, once again, accepting

In an effort to assist applicants in obtaining
verification for the Veterans First program we
provide the following Verification Assistance

a Varifiratinn Art Infarmatinn

e Goto
www.VetBiz.g
ov and click
“Submit your
Application”
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Initiation — Create a user account

f_‘ Create a User Account - ¥endor Information Pages - Microsoft Internet Explorer provided by ¥eterans Affairs =
File Edit Wew Fawvorites Tools Help

@A - I%https:,l’,l’www.vip.vetbiz.gov,l’PuinchegisterICreateUser.aspx j % || X ILive Search Folihd

»
U6 di¢ Q@ Create a User Account - endor Information Pages | | v B -oomb - srPage - 4 (0 Tools -

B

Create User Account @ Hep ScrO” to the

If you are a VA User, register here.
If you already have an account, sign in here. O O I I l O e

* Indicates required field

To prevent VetBiz emails from getting spam-blocked, please add va.gov p g e d C C

and vetbiz.gov to your fist of trusted email addresses.

cvoms Possmord s ronrod o el “Create User”

» Must be 8-40 characters in fength.

» Must contain at least one upper case fetter, at least one lower case
letter, and at least ene number or special character.

« Dees not contain your emaif address, first name or fast name. =

First Name:

—3
Last Name: 1 i =

Phone: [202-555-1234 = ext{9876

Example: xacx-xxc-xxxx
et [ -
contem e ([ -

 VETBIZ~

A A A A A A A A A A A A N A A A A A A A A A A A A A A T A A A A A A A A A A A A A AR AT AN A AT AR R




MM A AN AN AN AN A A AN A A A A AT AT A A A A AN AT A A A AT AT A A A A A A A A AN AT A A A A A A A A A AN AT AN N TN N

Initiation — Activate account

Wrmdor Infarmabion Pages - Microsell Internet Buplores provided by Yeterans Allsos

Fin Fdt Vew Favoibes Took  Hel

co=——=——— __°..____. * Gotothe email that you
T —— Indicated and click the link in
the message.

e This will cause a pop-up

ahoo.com

e screen that asks you to sign

ONcs your account is activated, you can sgn in hers,
[l

| e Sign in using the emaill
e e S address and password

Account Activated

created in the first step

Complete

Pl ER Wew Favorbes Took  Help

| VETBIZ

(e R -
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Initiation — Check qualifications

ns - ¥endor Information Pages - Microsoft Internet Explorer provided by Yeterans Afl = ﬂ

File Edit View Favorites Tools Help

@.‘ y v I% https: ) fwame,vip, vetbiz,qov [User [Business/ Qualify, aspx j % *4|| X ILiva Search L
{? & B Check Your Qualifications - ¥endor Information Pages | | f-} < D g I'_}‘Page - _& fJ Toolks =

T (T (TN (T (T

eHelp

The enforcement penalties for misrepresentation of your Check all that apply
Veteran owned business are as follows "Any business [¥ Veteran: A person who served on active duty with the U.S. Army,
concern that is determined by the Secretary to have Air Force, Navy, Marines or Coast Guard, for any length of time
misrepresented the status of that concern as a small concern and at any place and who was discharged or released under
owned and controlled by Veterans or as a small business conditions other than dishonorable. Reservists or members of
concern owned and controlled by service-disabled Veterans the National Guard called to Federal active duty or disabled from
for purposes of this subsection shall be debarred from a disease or injury incurred or aggravated in the line of duty or
contracting with the Department for a reasonable period of while in training status also qualify as a veteran.
time, as determined by the Secretary.” [¥ Veteran-owned Business: Not less than 51% of which is owned
by one or more Veterans, or in the case of any publicly owned
[Public Law 109-461 Section 8127 (g)] business, not less than 51% of the stock of which is owned by
one or more Veterans; and the management and daily business
¥ ‘You affirm that the information entered in Vendor operations of which are controlled by one or more Veterans.
Information Pages shall be true and accurate to the best of [¥ Service Disabled Veteran: A Veteran who possesses a disability
your knowledge. rating letter issued by the Department of Veterans Affairs,
establishing a service-connected rating between 0 and 100% or

a disability determination from the Department of Defense.

¥ Service Disabled Veteran-Owned Business: Not less than 51%
of which is owned by one or more service-disabled Veterans, or
in the case of any publicly owned business, not less than 51% of
the stock of which is owned by one or more service-disabled
Veterans; and the management and daily business operations of
which are controlled by one or more service-disabled Veterans,
or in the case of a Veteran with a permanent and severe
disability, a spouse or permanent caregiver of such Veteran.

¥ Small Busi Concern: click here for more information. &

4 hH
‘Dune F,ilili’i’ilg Inkernet | 0% - g
@istart| | & V@ £ D J|@4 Inte... » (v Inbox - .. _JQ:WeriFi...I i 2 Micr.., -| T Budget ... | 3 2 Micr.., -| |&’9 v EYR@:0 5 e S E W 100z am

 Check all boxes
that apply to
your business.

e If you are
SDVOSB, all
flve boxes will
be checked.

e Click “next”

V1Bl Z
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Initiation — VAF 0877

/7 E-Sqnature - Vendor Information Pages - Microsoft Intemet Deplorer provided by Yeterans Alfairs alalxl

Fis Edt Vew Faeres Tok  neb

@' L | YT ——————Te——"—r

i G R ESgnenae - Vendor Information Fages

Services  Business  Aboul VA Hedia Roon

Venoor InForma

O ek quniaione R @ arenorr B @ s

5 ta be verkad by
Veteran-owned or
abows your
Bussness (o pArbopats in Programs and nd to busmness
hat are only available to veteran-owned o

1 Weberan-awrsd small businesses

the Department of Vet
service-crabled Veteran-awned. Being ves

In order to particoate in this program, $1% or greater of
yoar businass’ awnars misst ba Vatarans, sarvice-disablad

o of the form. Each Veteran owiner or sunviving spouse wha
signs tha farm will need to enter the fallawing infarmation on the
farm.

» Service-Disabled Status
= Sacial Security Number
= Date of tirth

e Read the VAF 0877 e-

signature instructions,
click “next”

Weterans, or in certain situations, a surviving spouse. The

" age of each Veteran
Nan-Vateran awners wil caly need to provide @ signature
v. <ted on the fo o -

v 3 ] L]
TORONA Bt st ‘When all Veteran swhers have signed the farm, ther méormatian wil F I I I t th f rm
i i i e Y W ke oo b rodeired Ui Mo st e Yol o usness e Ce ® .
inif an for every cwner who hat ownesshin in your 2 s i il yoo Wil gain all
f multipl lick
uitipie owners, CIIC
Fla Edt Vew Fooes Tods  Hep “ ”
P s § Add Another Owner
G0 0 Colert Dt fir E-Sgnshise \‘nw!iwwm'\a\;ﬂl | P B e rPage e 3 (Teske
= Endicatas raguired faké
Business Nome: [Fores Progan fites - d d d | - k (1 t”
DUNS Mumber: s -
Doing Dusiness As (DBAY:[— a e ] C I C n eX

BUCUSE rou ar regialuing Mis BUsiness, you i consitined 2 reprosentaive, Fissse i oul your job e beow

First Mame : [Eizabain

+ Lomail Address
* Porcontage aof wnership In The Company .

VA Form 0877 Data Collection § woe .

Are you an Owner? [Vos =
Owner 1 Remove Gwner .
First Mame: - Last Nama: - &
Email Address: | ix—oo com = Percent Gvmership: (100 = ~ m
| | -

I Add Another Owner =

A A A A A A A A A A A A N A A A A A A A A A A A A A A T A A A A A A A A A A A A A AR AT AN A AT AR R
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Initiation — Agreement to the terms

Privacy / Paperwork Reduction Act Notices - Yendor Information Pages - Microsoft Internet Explorer provided by Vet =

File Edit Wiew Favortes Tools Help

@.‘ y = Icﬁ https:;’)’www.vlp‘vethlz.gnv,iPuhIlc,iS\gnature;’AgreEment.aspx?vbSlgID=WHFKc22]SEEvLIEk9IJ&Duns=EDEEESEEQ&nwnEj % *3 [ K Ilee Search FElh
{? & D Privacy [ Paperwork Reduction Act Motices - Vendor 1., | | ﬁ} - D T i v l'_}’Page - _& fJ Taools
under Public Law. 109-401, Section 8127 reqguirements. We will use the information to 1dentify any VA records. Furnishing the information on this B

form, including vour Social Security Number (No.) and VA File/Claim No. is voluntary; however, if the information is not furnished, VA will not
recognize your small business as Veteran-owned or service-disabled Veteran-owned. Your obligation to respond is voluntary.

PAPERWORK REDUCTION ACT NOTICE: The collection of information meets the requirement of Public Law 109-461, Section 8127 (f) 4, as
amended by Section 2 of the Paperwork Reduction Act of 1995, This form has been created to provide an efficient way for the Department of
Veterans Affairs to collect and verify Veterans and service-disabled Veterans in Vendor Information Pages (VIP). We estimate the time to fill out the
form to be about 5 minutes to read the instructions, gather the facts, and answer the questions. 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.

PART I - CONSENT TO ACCESS AND VERIFY VETERAN(S) OWNER(S)/VETERAN(S) STOCKHOLDER(S) RECORD(S)

Each Veteran awner/Veteran stockholder named herein authorizes consent for the Center for Veterans Enterprise (CVE) personnel to access and
verify their records. CVE will match your information with records maintained by Va's Beneficiary Identification Records Locator Subsystem database.
Please see http://www.vip.vetbiz.gov for definitions of Veteran, service-disabled Veteran, owner, stockholder, Veteran Owned Small Business
(WOSB), Service-Disabled Veteran Owned Small Business (SDV0OSBE), and eligible surviving spouse.

PART II - AFFIRMATION

By electronically signing this form; I affirm that the articles of incorporation (or other legal documents establishing the business) are filed with my
state and such articles established that at least 51% of the business is owned and controlled {or in the case of stock, at least 51% of the stock is
owned) by Veterans or service-disabled Veterans, or eligible surviving spouses as stated in Public Law 109-461 Section 8127 (k) (2). I affirm that
each of the owners of the business (or in the case of a business with stock, each of the stockholders) is eligible to participate in Federal contracting
and that neither the business nor any of the individual owners appears on the Excluded Parties List at http://epls.gov as identified in Federal
Acquisition Regulation 9.404.3. I further affirm that I have read and understand the language in 13 CFR 125.10 and that the business is controlled
by individuals eligible to participate in the SDVOSB program if I am claiming SDVOSB status.

Any business concern or any Veteran determined by VA to have misrepresented the status of that concern as a small business concern owned and
controlled by Veterans or as a small business concern owned and controlled by service-disabled Veterans shall be debarred from contracting with -

VA for a period of five years.

¥ By checking this box you signify that you have read and agree to the terms outlined above.

[ I B S aner =

Carefully read the
text on the next
screen.

Check the box to
signify that you
have read and

agree to the terms
outlined above

Click “next”

V1Bl Z
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Initiation — Personal Information

/2 Personal Information for ¥A Form 0877 - Yendor Information Pages - Microsoft Internet Explorer provided by ¥eteran: =1
Fle Edt View Favoritss Tooks Help
@“ ) [ &2 hitps: i, vip.vetbiz.qov/PublicSignaturejPersonalData, aspix?vbSiglD=WHFKe2Z SEEVUERSDBDUNs=B08665869. || 4 || #2 || X | [live search Felid

S8 2k Q@ Personal InFarmstion For YA Form (77 - Yendor Tnfor ..

| - B - =h - [hPage - 3 (G Took - 7

Please provide the following information about yourself:

Select the appropriate block under Veteran Status.
Owners/stockholders who are Veterans, service-disabled Veterans or
eligible surviving spouses must also provide SSN or VA Claim number VA
does not intend to collect SSN data from non-Veterans.

Veteran Status:

" Veteran

@ Service Disabled Veteran
 Surviving Spouse

" Non-Veteran

= Indicatss required fisld

Social Security Number: | S ~
Date of Birth:l.,:|_;| 1 =] mm ==

T (TS TR (T (T

Q Help

Enter your personal
Information.

This is used to check
Veteran and service-
connected disability
status in the Beneficiary
|dentification Records
Locator Subsystem
(BIRLS) database

V1Bl Z
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Initiat

Iz 1 - Mix romssll Triderret Erabores provvideed by Velerans Allsirs

Fle Edt Vew Fovorkes Took  Help

@" » [o2 it v vetbe

W g Dot

2fimagewribe.. d |4

[ | £

23l
35

- e - |hPage » ) (G Tooks -

R

View Signature Area | @

WNER(S)VETERAN(S) STOCKHOLDER|S) RECORD(S)

he: Cenler foe Veler
the Veterans Benefits Adn

prise (CVE
istration {VEL

b ctees 2nd verily

Torres Program Noles

G0

BOBGESLE9

RV

NAME(S) OF EACH (UETERAN STA
BUSINESS OWNER/STOCKHOLDERS %Or |z M
SURVIVING SPOUSE Lorwn EH |§

SEMVA FILE NOJ
CLAIM N FOR

| EX Tes

(MrMe. Firss Nawe, Middie, Lavs, Jr/Se 00| SHIP 5 g8 22
E &%l
-

SIGMATURE OF EACH DATE

us
| vETERANG & ol

§ | VETERAWGS | OF BIRTH | BUSINESS OWNER(S) |  SIGHED
]

2

-

Llick Horo 1o Sign || Cancel

121132011

ER-
SPOUSE ONLY
Okig if Nowr- | inberum
100 - LB |
I rr
rlr|r|r
rlirjr|r
rle|ir|r

ol el |

Fis Bt Yew Favrkes  Took  Help

@—" - [@ = TEI Y Ir————y 7GEE. = &

VENDOR INFORMATION PAG

4l

W G Sonanure Complete - Vendor Information Pages

TS - - EEETT - - CEERTTR - - (GRS

Your Signature Is Completed

You have signed VA Form 0877 successfully.
Vigw/Print Signed Document

Please dick the abiove link to view your signed document. Once your
signed document is viewable, you may print it by cicking the Print
beston.

This document has baen signed by all of the registered business
awners. An email notificabon was sent to the business regrasentative to
continue the business registration protess by dicking the Edit bnk of the
business in Account Summary, entering the required business
information and submatting your business profile for venfication.

J of.
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ion —3dning and sumitting

Click where indicated
to sign

On the next screen
click “next” if you have

viewed your
completed VAF 0877

V1Bl Ze
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Initiation — Your profile

aftegistry - Microsnlt Intemnet Fxploner provided by Vrterans Alfairs

2 #rotie

Update Profile g veo

Click on your business name (red
arrow) to fill in business information

Much of this information is pulled
from your CCR profile.

Click on the ‘Profile’ tab (yellow
arrow)

Set up your email notifications

NOTE: all correspondence relating
to your company will go to the emaill
address used to register your
company. Please ensure that it is

correct.
VzZ1Bl Ze>
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Initiation — Upload documents

Torres Program Notes

eeeee

No records to display

Business Information o Help
Business Type You are required to upload documents per your business type
View the reguired documents or select a document group to begin uploading
Financial I Dat:
‘ Document Groups Document Types
() General Information (11 License
S (D Financis I Information (D12 Resume
() Management Information
Bi Relationships
(O Legal Structure
O Relevant Document
™ This d is a Letter of Explanation.

Based on the business
structure selected eatrlier, the
list of required documents is
here.

Upload scanned documents for
each required document

If no document exists for that
type (i.e. taxes for a new
business), a letter of
explanation is required.

When your document is
accepted, the yellow circle will
turn green and display a check
mark.

Once all documents have been
uploaded, click “submit”

V1Bl Z
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Initiation -Skmission

. * You will then see a screen that
confirms that you submitted the
application.

« This notice does not mean that
the application is complete. All

e documents willle reviewed to

e see if they are sufficient for

DUNS: 808665869

. .
Business Name: Torres Program Notes eX al I l I I I atl O I I .
'orkflo 15: Registrati ification

-« Once reviewed and determined
sufficient, an email will be sent noting
that the application is complete.

e The 90-day processing time

Veteran status and service- egins when the application is
connected disability are checked determined tobe complete.

during the Initiation stage. The

Veteran is alerted within 48 hours if W'I'BI Z
o LoV
there is an issue. L]
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Examination

 CVE performs a document review of all information on the
company

 Documents provided by applicant are examined and rated
against the Risk Matrix

 Examiners contact the company for additional
documentation, if needed, and to clarify questionable
items in the documentation

« Upon completion of the examination, the examiner makes
a recommendation of approve, deny, site visit or further

review and returns the file to CVE.
V1Bl Z~
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Evaluation

 The CVE staff Quality Reviewer (QR) receives the file and
reviews the documents and examination report to verify
that the analysis was correct. If discrepancies are found,
all documents are thoroughly checked.

QR makes an approval, denial, or more evaluation required
determination

V1Bl Z
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Evaluation — Further review recommendation

* Applications recommended for further review go
to the Risk Management Team

 Risk Team performs a detailed review of the
entire file

 Further documentation may be requested and
reviewed

 If required, a Site visit Is scheduled
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Evaluation —Ste Visit

 If the Risk Management Team determines that a
complete picture of the company can’t be made
based on the documentation submitted, a site visit

IS scheduled

« Site visit examiner does a complete review of the
documentation before visiting the company

 Examiner makes recommendation to Risk
Management team based on the results of the site

VISIt.

L o ]
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Determination

 Once examination and site visits are complete, the evaluation
team evaluates the file and makes a determination.

» All determinations are made by CVE Federal employees

 Denial recommendations are based on either a single point of
failure (Critical on the Risk Matrix), or on a totality of
circumstances

 The determination letter is sighed and emailed to the Veteran
within two business days.

« Approved companies have their verification logo turned on and
now appear in VIP.

 Denied companies have 30 days to file a request for

L o ]
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Request for Reconsideration (R4R)

« All requests for reconsideration (R4R) must be submitted
according to the directions contained in the initial denial
letter. Skamission via any other method will result In
processing delays, as the sumission will not enter the
system properly.

 Every R4R will receive a complete examination and
evaluation of all documents, including the original
documents and those submitted in support of the R4R.

e Site visits may occur to gain further clarification.

 Every R4R recommendation undergoes a review by VA’s
Office of the General Counsel or member of CVE

management. W'I'Blzgov
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Request for Reconsideration

 |f the Director, CVE, denies the application solely
on issues not raised in the Initial denial, the

applicant may ask for a second reconsideration
as if it were an initial denial. (38 CFR § 74.13)

A final denial requires the participant to wait for
six months before a new application will be
processed (38 CFR § 74.14)
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Quality Control Program

* 10% of all approval decisions are selected for a
guality control check.

* The entire application is reviewed to ensure that
the correct decision has been rendered.

* Approvals are subject to random QC review by
OGC.
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Verification Assistance Program

e Verification Assistance Briefs on VETBIZ

« Partnership with VSOs and other support
organizations for counseling




MM A AN AN AN AN A A AN A A A A AT AT A A A A AN AT A A A AT AT A A A A A A A A AN AT A A A A A A A A A AN AT AN N TN N

Issues that may cause delays

« Submission of material or requests that are outside the accepted process
* Not checking the appropriate box for “status” on the VA Form 0877

* Not indicating percentage of ownership for each individual owner
 Ownership total does not equal 100%

* Not listing all owners

 Business name in Name of Company on VA Form 0877 doesn’'t match the
business name listed in the Vendor Information Pages profile

« Veteran’'s name doesn’t match Veterans Benefit Administration records
(Veteran record hasn’t been updated with VBA, i.e., name change due to
marriage)

« The applicant does not provide complete, correct documentation.

« The applicant has an unusual ownership or management structure.

« The applicant has affiliation issues.

 The Veteran is unavailable or unresponsive to requests for further
Information. \,~I' I BI Z_gov
sl
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