Veterans in Business — Still Serving America

Verification Process

Veteran-Owned Verification Program

U.S. Department of Veterans Affairs

Office of Small and Disadvantaged Business Utilization
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Department of Veterans Affairs (VA)

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

INITIATION . EXAMINATION ~ EVALUATION DETERMINATION o FINAL

CONSIDERATION  DETERMINATION 4

90 Days 60 Days
(from receipt of complete application) (from receipt of valid request for reconsideration)

Q U.S. Department of Veterans Affairs

Office of Small and Disadvantaged Business Utilization



INITIATION

Form 0877

Q

Form 0877 Missing
Signature(s) Notice

App Submission
Acknowledgement

cknowledgement Examination Expected Delay Notice Application Reconsideration
Complete Notice (if necessary) Finalization Letter Decision Letter

Examination
Clock Start Notice

Department of Veterans Affairs (VA)
VetBiz Verification Program

Center for Veterans Enterprise (CVE) Verification Process - Communication

RE-
CONSIDERATION

EXAMINATION EVALUATION DETERMINATION

Missing Documentation Request
(if necessary)

FINAL
DETERMINATION

. (if necessary)

U.S. Department of Veterans Affairs
Office of Small and Disadvantaged Business Utilization
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Initiation — Prerequisites

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

 Review the Verification Assistance Briefs on http://www.\VetBiz.gov/
for more clarity on issues and requirements

* Register in the System for Award Management
(https://www.sam.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.

veiBiz

I

U.S. Department of Veterans Affairs
Office of Small and Disadvantaged Business Utilization



http://www.vetbiz.gov/
https://www.sam.gov/
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Initiation — Getting started

, CEL L]
U.S. Department

of Veterans Affairs
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http://www.VetBiz.gov/

VetBiz.gov

and click “Apply for
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U.S. Department of Veterans Affairs
Office of Small and Disadvantaged Business Utilization
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http://www.vetbiz.gov/

Initiation — Create a user account

» Open Ad

UNITED ST. ) Search All VA Web Pages ¥ . .
DEPARTMENT OF VETERANS AFFAIRS ; CI I C k “ Reg I Ste r”

Home Veteran Services Business About VA Media Room Locations Contact Us VIP Links

VENDOR INFORMATION PAGES rch Businesses | Sign In | Register | Help

Benefits of Registering with VetBiz @ Heln

As a Registered Business, your company will recieve:

« Priority contracting opportunities under ¥A's Yeterans First Buying Authority.

« Special Consideration for federal contracting opportunities from prime contractors and
federal goverment agencies.

* Notices of contracting opportunities.

« Information and news affecting Yeteran-Owned and Service-Disabled businesses.

Process Overview

* Step 1: Create a User Account

« Step 2: See if you qualify

« Step 3: Business Owners complete e-Signature documents(Forms 0877)

* Step 4: Enter Yeteran Owned Small Business information (View required documents)

« Step 5: Department of Yeteran Affairs Center for Yeterans Enterprise verification of
majority of business ownership of by Yeterans

. Step 6: Flnal verlflcatmn by Department of Veterans Affairs Center for Veterans Enterprise

£ \v.-.“ J‘#

U.S. Department of Veterans Affairs %
Office of Small and Disadvantaged Business Utilization
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Create User Account @ velp

If you are a VA User, register here.
1f you already have an account, $ion n here.

* Induates required fleld

To prevent VetBiz emalls from getting spam-blocked, please add va.pov
and vethiz.pov to your list of trusted emall addresses.

Strong Password is required as below:

o Must be 8-40 characters in length.

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

o Does not contain your emall address, first name or last name,

First Name: [John

Last Name: [Smiith

Phone: | 31(.555.0057 * ext: 3276

Example: xxx-xxx-xxxx

Email: [io hn smith @email.com
Confirm Email: [iohn smith @e mail.com

Q U.S. Department of Veterans Affairs

3 +*
| | :
Office of Small and Disadvantaged Business Utilization * v%&

Initiation — Create a user account

reate a User Account - Yendor Information Pages - Microsolt Internet Explorer provided by Yeterans Alfairs
Fle Edt Vew Favorkes Tooks MHep

Gr: v [OD Fetps- i vip vetbe gov bl Ragster JreataUser g

T O D Creste s User Account - Yendir Information Pages I |
L 4 ]

Scroll to the
bottom of the
page and click
“Create User”




Inltlatlon Actlvate account

or Irdormation Pages - Microsolt Internet Enplorer provided by Veterans Allsirs

Fle Edk Vew Favortes Tooks  Meln

—— * Go to the email that
NRHES R AT RMRTICH P ACHS o i i yo u i n d icated a n d
click the link in the

* This will cause a pop-
. up screen that asks

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

Please sign in below.

* Signin using the
e email address and
rrrrrrrrrrrrrrr | password created in

the first step

U.S. Department of Veterans Affairs \ j’P &
Office of Small and Disadvantaged Business Utilization v( :
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Initiation — Check qualifications

/2 Check Your Quali ions - Yendor Information Pages - Microsoft Internet Explorer provided by ¥Yeterans Affairs =2 il .
Edit Wiew Favorites Tools  Help
N X i " = & |+ i -
@T—_; - Im hittps: ffvaw . wip, vetbiz, govfUser JBusinessjQualify . aspx: J ﬂ || K ILN’E Search L

ﬂf *‘{% D Check Vour Qualifications - Yendor Information Pages | |

3 v B - b v ihPage » 4 hTods

Check all boxes
that apply to

B|
busi
your business.
0 Help
The enfor Ities for misrepr of your Check all that apply
Veteran d busii are as foll "Any busii [¥ Veteran: A person who served on active duty with the U.S. Army, . I f yO u a re
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 controfled 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 S DVO S B a I I
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 stack of which is owned by L .
one or more Veterans; and the management and daily business I Ve OXe S W I
¥ 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 L
a disability determination from the Department of Defense. b e C h e C ke d
[¥ 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 e I( ”
which are controlled by one or more service-disabled Veterans, . I C n eXt
or in the case of a Veteran with a permanent and severe
disability, 3 spouse or permanent caregiver of such Veteran.
¥ Small Business Concern: click here for more information. &
=
il | >|_|

[pere [T [ [ [@mtemnst S
Bistart| | @ 0 @ E & @ G |[@4wte. - (o box- | 5 eiveri, | 52 M, <] Bpudget o | G2 i, -| [RCEIR@®0 6 e SHEE 4 100z

U.S. Department of Veterans Affairs %
Office of Small and Disadvantaged Business Utilization
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Initiation — VAF 0877

/ anature - Vesrder Endormatian Poges - Microsolt [nternet Erplorer provided by Yeberans Allairs el
Fn Bl ew Feirt Tk Heb
G". T Yre———————— ey ——yp— =1 8 [ e e B

S 4 RO Sonsten - Vendr Infarmation Pages [ I R e

_ _ _ * Read the VAF 0877 e-
U signature instructions,

the Department of Veteran affars (va) as s (VIF) Web site to fil out and sign ther respective
sernce-isabled Vateran-owned. Beng verfiad allows your portian of the form, Each VeLeran owWner or SURivng spouse who
business to particpate in programs and respond to business signs the form will need to enter the following nformation on the
oppertuntas that are oty Avadable ta Vataran-owned ar farm:

service-disabled Veteran-cwned small busingsses,

H '{] 1
* Service Disabled Stotus
In erdar ba pamicpats o this program, 519 or graater of » Bocial Sucurity Mumber
your business’ owners must be Veterans, service-disabled

= Date of Birth
Velerans, or in certain situalions, o surviving spuuse, The
disabled status and pwnership percentage of each Veteran
Non-Yet: in ill oty d to i nature.
awier or surviing soouse wil be collected an the form that N B
follows these instructions.

when all Veteran owndrs have signed the form, their information will
11 erder to bl D T T B ) alolxf

2oz ST =« Fill out the form.

G Ll Y ——————y v

= Mam
. Em O Qcmmmt-w-wwmvml | oLl e chame 3 Jreme ™

+ Perd | )

* If multiple owners,

VA Form 0877 Data Collection @ v

W click “Add Another

DUNS Number; . -

Dolng Besiness As (DBA):

— Owner”
=

First Name = [

L '+ When all owners are

o —m— added, click “next”

[pore & veomet 100w -
Bowt] B - DEGE G [Eome veoc. | Orwvo | 2w o] Siade . | Fizmo.. | B CE5R®0 S WS s

U.S. Department of Veterans Affairs —‘ - &
Office of Small and Disadvantaged Business Utilization :
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Initiation — Agreement to the terms

,n"‘ Privacy / Paperwork Reduction Act Notices - Yendor Information Pages - Microsoft Internet Explorer provided by ¥eterans Affairs — 7| * .
File Edit Wiew Favortes Tools Help a r ‘ u y r ‘ 3 a

I,_‘ *2 || % ILive Search R~

i:? & 2 Privacy | Paperwork Reduction Act Motices - Vendor 1., | | 'Eh © m s @ < l-_:}Page @ j ,‘_}} Todls = *
under Public Law. 105-461, Section 8127 requirements. We will Use the information to Identify any VA records. Furnishing the information on this ] e eX O n e
form, including your 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 n e t S C r‘e e n
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 X °
Veterans Affairs to collect and verify Veterans and service-disabled Veterans in Vendor Infarmation 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.

e Check the box to
PART I - CONSENT TO ACCESS AND VERIFY VETERAN(S) OWNER(S)/VETERAN(S) STOCKHOLDER(S) RECORD(S)

Each Veteran owner/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 (SDVOSE), and eligible surviving spouse. S I g n I y a yo ' l
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 SDVQSB program if I am claiming SDVOSB status. a g re e to t | I e

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 -

terms outlined

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

— 1 f above
* Click “next”
S oame

U.S. Department of Veterans Affairs —‘ '?
Office of Small and Disadvantaged Business Utilization v(

@: - I% https:;’fwww.vip‘vetbiz.gov,iPuinc,iS\gnaturemgreament.aspx?vbSigID=WHFKcZZjSEEvUEkQD&Duns=505665569&ownej
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Initiation — Personal Information

* Enter your personal

o) x|

"Mm Tocks  Help = ‘ — - — = N N
6‘“-[®r 0w, 9. LR 0 PR Sar 6P 50D 8 250 VOSKEDwWHFL L2 GEE MBSO sm0nissnsd  »| B | 49 X | . f t
o o &w::mn:mﬂu:n:l\mmm l | s o R ")m::- In Orma Ion.
D amTe i
LS == e+ Thisis used to check
el

Please provide the following isformation aboett yoursed!:

SRS S R Veteran and service-

whners, holders who are Veterans, service-dsabled Veteran

ble surv n; oousﬂn st )Is--: undo SSN or VA Clam num b(
does not intend to collect SSN data from non-Veterans. e e e
veeran s connected dlsablhty
© Veteran

@ Service Disabled Veteran
 Surviving Spouse

e status in the
S i Beneficiary
Identification
L -~ .» Records Locator
Bowt| B o DEE L [Eeme vk | Opvo | E2mo. Hml 2Mo. | B R0 S S ST wnm

Subsystem (BIRLS)
database

U.S. Department of Veterans Affairs _‘ - &
Office of Small and Disadvantaged Business Utilization :
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_Initiation — Slgnlng and submitting

ik - MR el | Bkt Dapdie e giavaied by Vel enans Allakn

Fia [ WVew Moot Tool  Help

—
g_ [0 e o, . L2 i OO LTI A g | MR LT m AL LR 1 T 10 ] (G | ¥ 2.
R ] | R TR R R
o B | Page [ 1 of1 View Signature Ares I ) .
F""' COMSERT |U'-M;l;m I-HDFE'“FI""!TEMI!Immmﬁml!lﬂﬂcmml!lﬂEﬂml . ( I C W e re
Easch ¥ A0Tin (e BcT V CIETAN 5300 hAabor riarvcad FRCTEin awdiaarifgs Comam ot Dhe LICTsicr or ¥ choTams Erierpisg 1L W) porsonnt 10 aooees amd serily
thewr reconts CVEw l'l.l.lih r informatos Wi h'wml s reingsaned ey ihe Wik 'um.ll.rn..l':‘ Arruryisiration (%A ) dsizhas
o Ll

indicated to sign

HAMEE OF EACH
BUSIHESS DR RS T OC KO DE R s OF

[
|
i M., Firar Naw, Middle, Lo, feSe00) sap | 2
| 4
F

DUk T
OF BRTH | BUSINESS OWNERIE) BHINED

e [ * On the next screen
SE— o click “next” if you
w-bNM=sw-w-mw- feapotire] e . = VG . — .
E—————._. (. el have viewed your
: completed VAF

Your Signature Is Completed O 8 ; ;

WETT EAk
g
R E
&

ig

L]

W D

=
-
|

M
F You have signed VA Form D877 successlully, -
owt] | & R - ‘

et S

Please dick the above link to view your signed document. Once your
spgnied document is wiewable, you may pont € by dickang the Print
button.

This documant has bean sipned by all of the registered business
o«m An email notification was sent to the business representative to
contmue the business registration process by dicking the Edit knk of the
bussiness in Acoount Summary, entering the required busness
information and submetting yous business profile for verfcation.

L 4l - - - = = ] »f

U.S. Department of Veterans Affairs —‘ ~, &
Office of Small and Disadvantaged Business Utilization ,
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Initiation — Your profile

ot Summnacy - Vet BoRegstry - Micresolt Idermet Emplocer rovided by Veterans Allors LIRS
Mo (& Vew Fovotes Tock teb

S 9i..c— .+ Click on your business name (red
- e arrow) to fill in business information

* Much of this information is pulled
from your SAM profile.

e Click on the ‘Profile’ tab (yellow
arrow)

e Set up your email notifications

Update Profile @ v

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

2ot

Do | & Frenet 00N -
Bow| |8 DG [Eemes - veoc. | opwwo | i 2mo., o] S | izno. o 1B CEGRE0 L S ST 04

U.S. Department of Veterans Affairs
Office of Small and Disadvantaged Business Utilization
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Initiation — Upload documents

=10 & [[42 ][ x| Juve searcn

- B - - rPage v 3 (CfTook -

« Business In formation @ Help
\/ Business Type Y e req to upload per you type
View the required documents or select a document group to begin uploadin
Financial Data Grou m Types
‘/ (O General Inform. (D11 License
SIS (O Financial Information O1.2Resume
(O Management Informat
Business Relationshi
(O Legal Structure

™ This d is a Letter of Explanation.

-~ Upload Document

Mo records to display.

7

U.S. Department of Veterans Affairs
Office of Small and Disadvantaged Business Utilization

Based on the business structure
selected earlier, 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”

* \eiBiz
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Initiation - Subm|SS|on

/7 ot da o vty D81 St s~ Venabor Sl oriinatom Pages - Macrosvelt baberset Explorer provided by Yetorams Aaks

5.:;;;: T —— oo f““—A —.* Youwill then see a screen that
Hao g Veteran Servic Barsiness ot VA Room Locations Contact Us . k-;lp-l;l 3 CO n fi r m s t h at yo u S u b m itte d t h e
i cati
- application.

Confirmation On Submission

* This notice does not mean that
e A LT the application is complete. All

some pending requests, You will receive an emad when the venficabion
procass has been completed and you will then ba able to edt your

st documents will be reviewed to
e see if they are sufficient for
e e s I examination.
. * Once reviewed and determined
AL — sufficient, an email will be sent
noting that the application is
\eteran status and service-connected complete.
disability are checked during the * The 90-day processing time
Initiation stage. The Veteran is alerted begins when the application is
within 48 hours if there is an issue. determined to be complete.

U.S. Department of Veterans Affairs _‘ - &
Office of Small and Disadvantaged Business Utilization Ve o
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Examination

 CVE performs a document review of all information
on the company

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

 Examiners contact the company for additional
documentation, if needed, and to clarify
guestionable 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.

U.S. Department of Veterans Affairs
Office of Small and Disadvantaged Business Utilization
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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

g! U.S. Department of Veterans Affairs

Office of Small and Disadvantaged Business Utilization
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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

* |f required, a Site visit is scheduled

U.S. Department of Veterans Affairs _‘ = *
. - ags . ” {
Office of Small and Disadvantaged Business Utilization 1‘/ =
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Evaluation — Site 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

e 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.

U.S. Department of Veterans Affairs
Office of Small and Disadvantaged Business Utilization
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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 signed 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
reconsideration

U.S. Department of Veterans Affairs _‘ = *
. - ags . ” {
Office of Small and Disadvantaged Business Utilization 1‘/ =
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Request for Reconsideration (R4R)

e All requests for reconsideration (R4R) must be submitted
according to the directions contained in the initial denial
letter. Submission via any other method will result in
processing delays, as the submission 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.

 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.

U.S. Department of Veterans Affairs —‘ AR, 4
. - ags . ” -
Office of Small and Disadvantaged Business Utilization 1‘/' =
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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)

U.S. Department of Veterans Affairs _‘ = *
. - ags . ” o
Office of Small and Disadvantaged Business Utilization 1‘/' =
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Quality Control Program

* 10% of all approval decisions are selected for a
quality 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.

g! U.S. Department of Veterans Affairs

Office of Small and Disadvantaged Business Utilization



Verification Assistance Program

e Verification Assistance Briefs on VETBIZ

* Partnership with VSOs and other support
organizations for counseling

http://www.va.gov/osdbu/veteran/vap.asp

g! U.S. Department of Veterans Affairs

Office of Small and Disadvantaged Business Utilization


http://www.va.gov/osdbu/veteran/vap.asp
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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

e 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.

U.S. Department of Veterans Affairs
Office of Small and Disadvantaged Business Utilization



Veterans in Business — Still Serving America

Thank you!

Status Update:

Help Desk: (202) 303-3260 verificationfollowup@va.gov
Monday-Friday Profile Questions:
8:00am to 8:00 pm vip@va.gov

U.S. Department of Veterans Affairs

Office of Small and Disadvantaged Business Utilization
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