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Chapter 10
AUTHORIZING AND PROCESSING
EMPLOYMENT ADJUSTMENT ALLOWANCE

Introduction

This chapter provides the administrative procedures and guidelines for
processing an employment adjustment allowance (EAA) payment for participants
of the Department of Veterans Affairs (VA) Vocational Rehabilitation and
Employment (VR&E) program.

References and Resources

Laws: Public Law 112-154
38 United States (U.S.C.) 3103
38 U.S.C. 3104(a)(b)
38 U.S.C. 3108(a)

Regulations: 38 Code of Federal Regulations (CFR) 21.44
38 CFR 21.268

VA Form (VAF): VAF 22-8945, Education Award Sheet
VAF 28-0846, Employment Adjustment Allowance
Authorization

General Information

EAA is paid when a Veteran has achieved rehabilitation to the point of
employability and is receiving employment or job ready services. A case
manager must make a determination for eligibility prior to authorization of
payment.

EAA is generally limited to two payments, except in the event of a natural or
other disaster. If a Veteran lives in an area where a natural disaster is declared
by the Governor and/or the President of the United States, then he/she may
gualify for additional assistance in accordance with Public Law 112-154. The
law allows the VR&E program to provide up to two additional months of EAA
payments to Veterans who have been displaced by a natural or other disaster.
This benefit is applicable to Veterans who have been displaced by a natural or
other disaster occurring after August 6, 2013, as long as the Veteran meets the
eligibility criteria

Eligibility
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An EAA payment may be authorized only after the case manager makes the
determination that the Veteran meets the criteria for EAA payment. It is the
responsibility of the case manager to ensure that the guidelines and criteria for
the determination outlined on Section A, Chapter 3.06 of this part, are properly
implemented.

10.05 Procedures
a. Required Documentation
An EAA will not be paid without the authorization from the Veteran’s case
manager. The case manager must complete VAF 28-0846, Employment

Adjustment Allowance Authorization (See Appendix O, VA forms), to provide
the required approval. The form must be completed as follows:

To: Name of the employee processing the EAA and the section
Ex. Ann Example, Finance
From: Name of the VR&E case manager
Field 1: Full name of the Veteran
Field 2: Veteran’s complete mailing address
Field 3: Veteran’s C-File Number
Field 4: Veteran'’s Eligibility Termination Date. If Veteran has been
determined with an SEH, type “indefinite”.
Field 5: Provide the (30-day) period for EAA payment
A: Beginning date of the 30-day period
B: Day after the end of the 30-day period
C: Number of dependents using the Dependency Code
D: Current full-time rate of payment as specified by the type of
training the Veteran completed
Field 6: Mark “X” to indicate if first or second EAA payment
Field 7: Provide comments or additional instructions, if any
Field 8A: Full name of the case manager authorizing EAA
Field 8B: Title of the case manager
Field 8C: Case manager’s signature
Field 9: Date of authorization for EAA

The case manager must provide VAF 28-0846 to the employee responsible
for processing payment immediately, or no more than three workdays from
the Date Authorized.

The employee responsible for processing the EAA payment must review the
required form to ensure that the required information has been provided.

10-2



M28R, Part V, Section B, Chapter 10 Revised March 31, 2014

b. EAA Rate of Payment
1. Chapter 31

The employee responsible for processing EAA payments must ensure
that the rate of payment is accurate. EAA is paid at the full-time rate of
subsistence allowance for the type of training that the Veteran was
pursuing such as Institution of Higher Learning (IHL), Farm Cooperative,
Apprenticeship, Non-paid Work Experience (NPWE), or for Veterans
under special programs such as On-job training (OJT) at no or nominal
pay in a Federal agency, training in the Home Program, Independent
Instructor Program, Cooperative Program, or Self-employment Program.
The rates of payment are found on the Chapter 31 Subsistence
Allowance Rates published annually before the start of each fiscal year.

2. Post-911

A Veteran who elects to receive Post-911 subsistence allowance
(P911SA) rate of payment, either during Evaluation and Planning or
Rehabilitation to the Point of Employability status, will receive the EAA
payment at the full-time rate of P911SA for the type of training that the
Veteran was pursuing. The PS911SA uses the basic allowance for
housing (BAH) rate for the zip code of the facility that is in effect for the
current calendar year. See Appendix AA, Rate of Pay for P911SA.

e A Veteran training full-time at a foreign school will receive a payment
which is the BAH national average.

e A Veteran training full-time solely in-home or on-line will receive a
payment which is 50 percent of the BAH national average.

The responsible employee can determine the appropriate rate by using
the BAH Calculator located at the following website:
www.defensetravel.dod.mil/site/bahCalc.cfm. Select the appropriate
year, enter the zip code of the facility, agency or employer, and select
the E-5 pay grade, then hit the Calculate button. The correct rate is
listed under E-5 with dependents. If the rate is less than the previous
year, determine whether the Veteran qualifies for continued payment at
the previous year’s rate.

Guidelines for the EAA rate of payment are provided under Section A,
Chapter 3.06 of this part.

c. Dependents
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The employee responsible for processing EAA payments must ensure that
the dependent(s) of the Veteran is/are appropriately added or removed by
reviewing the dependency screen in BDN and Corporate WINRS (CWINRS).
Guidelines for adding dependents are provided under Section A, Chapter
3.06 of this part.

d. Out-of-System Payment

EAA payment is customarily paid out-of-system except for an authorized
one-time retroactive EAA payment for a period of 60 days that is paid
through BDN. An out-of-system payment is entered in BDN by Finance only
and is not charged against the Veteran’s entitlement. This payment must
be authorized on VAF 28-0846 and submitted to Finance for appropriate
action. See section 10.05.a of this chapter for instructions in completing
this form. For further information, the case manager may refer to the
Finance manual for processing out-of-system payment.

e. Processing EAA Payment in the Benefits Delivery Network (BDN)
BDN processing is performed only for cases in which retroactive EAA
authorization is justified. The CADJ command will be accessed using the

780 series End Products.

The BDN screen below is a ready screen, which requires the following

entries.

e Command Enter CADJ and the User’s pass code

e Screen Number Enter 435

e Payee Number Enter Veteran’s claim number

e Payee Number Enter 00

e End Produce Code Enter 780

¢ Benefit Enter ch31

e Stub Name Enter Veteran’s First name initial and first four

letters of Veteran's Last Name

Press ALT/Enter to advance to the next screen.
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L salterm - Modular - VACD i o [=] B3
Fis Edt Options Freferences Help
RERDY

COHMANRD

SCREEN MUMBER
FILE HUHMBER
PAYEE HUMBER
EMND PRODUCT CODE
BEHEFIT
STUB HAME
FULL HAME
FIRST
MIDDLE
LAST
SUFFIX
S0C SEC HUMBER
SERVICE HUMBER BRAHCH EOD
DATE OF BIRTH DATE OF DERTH
REGIONAL OFFICE
IHSURAMCE HUMBER
REQUESTOR 1D ~

online | O Connect | Full Duplex | Capture Off | ke | MumLock

READY Replace | |ﬁun| |Hnl | | |Lnun 15 Col: 024

The next screen below displays the 101 screen. Make the appropriate
entries in the following:

. Power of Attorney Enter code, if any
o Section/Unit Number Enter the User’s assigned code
. Date of Claim Enter current date

Press ALT/Enter to advance to the next screen.
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L softerm - Modular - YACO E =10 x|
File Edt Options Preferences Help
181 PENDING ISSUE CONTROL ESTABLISHMENT g4-24-12

FILE HUMBER EHD PRODUCT 788 CH31 HAME L HAHK

HAME L HAWK
AHD 275 CHESTHUT ST
ADDRESS HINES TEST CASE
MANCHESTER. NH
B31e1

HAME LIHE HO

POHMER OF ATTORMEY ALG
FIDUCIARY FILE LOC

VET STUB HAME

BEHE STUB HAME

= END PRODUCT CODE

il PATE OF CLAIM

GH REGISTRY PERMIT
SUPPRESS ACKNOHLEDGEMENT LETTER

BEHE BIRTH DATE
SECTION/UNIT HO
SUSPENSE DRTE
FUTURE REASOHN
SPECIAL ISSUE CASE

#4-24-12

DISPOSITION DATA

DISPOSITION

FOLDER REQUEST
FROM OTHER VA

FOLDER HITH CLAIM

PREPARE FROM FILES OTHER FOLDER DELAY

HEXT SCREEH 435

Full Duplex | Captureoff | le  MumLoek

_Repiace || |

Online |C)Cnnnnﬂ

READY

04242012 453PM || OMark On

Form |Ron | | Line: 22 Cok: 079

The responsible employee must review the 434 screen and update
dependency information, if necessary, ensure that the facility code for last
period of training is consistent with the type/rate of EAA, and complete all
necessary fields on the 435 screen:

e Effective Date
e Begin Reason Code (RSN)
e No Pay Date

Enter the appropriate begin date
Enter EA

Enter a no-pay date that is 60 days
after begin date

¢ No Pay Reason Code (RSN)
e Dependency Code (DEP)

e Type of Training (TYP TNG)

e Training Time (TRNG TIME)
e Type of Training (T)
e Number of Credits/Hours (HRS)

Enter EA

Enter the appropriate number of
dependents (e.g., 00/00, 12/12, 81/81)
Enter the type of training based on the
last running award or last training the
Veteran had pursued (e.g. IHL = B,
NCD = C, OJT = G, Graduate IHL = A)
Enter 4

Enter S for IHL, C for NCD or OJT

Enter 12 for IHL, 22 for NCD, 40 for OJT

Press F10 to go to the Next Screen field and type GAD (Generate Award
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Data) to ensure there are no errors in the data entered.

=10] ]
File Edt Options Preferences Help
435

CHAPTER 31 AHARD B1-24-12
FILE HUMBER END PRODUCT 788 HAME L HAHK
STOP SUSPEND RESUME DATE LAST PRID 18-B1-18
REMAIN ENT ENT USED 12-88 TERM DATE B1-81-12 ENT CODE 87
PAY STATUS A-RUNNING IHRF CODE 858 CASE STATUS REHAB TO EMP
FACILITY 1-1-8844-11 SER EMP HDCP ¥ DEVELOP HIT CIRC
EARLIER 88 LATER @8
EFFECTIVE HO PRY SPEC DEP TYP TRHG HRS HITHHOLD
AMT

DATE RSH DATE RSH CODE RATE TO/TH THG TIME T HD TYPE
R = 18-81-18 88 18-81-11 61 554.22 P8/ B 4 5 18

82-24-12 ea B4-24-12 ea BB/80 b

HEXT SCREEN gadf

online | O Connect  FullDuplex | Coptureoff |llc  Mumlock = 042420124:54°M || OMark on

READY Replace Form |Roll | ] \Line: 22 Col: 079

The next screen displays the Generate and Display review of the entries.
Press F10 to go to the Next Screen field and type GAP (Generate and Print).
This will automatically generate the Education Award Sheet, VAF 22-8945.

The responsible employee may review the PINQ screen to verify that there is
a pending transaction (11R) for payment.
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File Edit Options Preferences Help
435
FILE
STOP
REMAIN ENT
PAY STATUS A-RUHHIHG
FACILITY 1-1-8844-11
EARLIER B8 LATER B8
EFFECTIVE HO PAY
DATE RSH DATE RSH
R = 18-81-18 8@ 18-P1-11 B1

HUMBER

36-88 ENT

R
R
R

82-24-12 EA #4-24-12 EA

Online | O Connect

SUSPEND
USED

Full Duplex | Capture off |ic  HumlLock

[Rsoterm-rodiorvaco =

CHAFTER 31 AWARD
END PRODUCT HAME L
RESUME DATE LAST PRID
12-88 TERM DATE BP1-81-12
IHREP CODE 858
SER EMP HDCP ¥

B84=-24-12
HAHK
18-81-18
ENT CODE 87
CASE STATUS REHAB TOD EMP
DEVELOP MIT CIRC

788

SPEC
Hi3

DEP TYP TRHG HRS
RATE TO/TH THG TIME T HOD
554.22 @8/88 B 4 S 18

HITHHOLD
TYPE AMT

566.97 BB/88 O

NEXT SCREEN gap

0472472012 &5TPM | OMark On |

READY

Replace |

| |Fnrrn |Ii‘nl | | |Lim-: 22 Col: 079

1F -

The next screen provides the Ready Screen, which requires the following

entries.

Command

Screen Number
Payee Number
Payee Number
End Produce Code
Benefit

Stub Name

Enter CAUT and the User’s pass code

Enter 501

Enter Veteran’s claim number

Enter 00

Enter 780

Enter ch31

Enter Veteran’s First name initial and first four
letters of Veteran’s Last Name

Press ALT/Enter to advance to the next screen.
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B & softerm - Modular - YACO
File Edit Options Preferences Help

=TT

COMHAND

SCREEH HUHMBER
FILE HUMBER
PAYEE HUMBER
END PRODUCT CODE
BEHEFIT
STUB MAME
FULL HAME

FIRST

HIDDLE

S0C SEC MUMBER

SERVICE MUMBER BREANCH EDD
DATE OF BIRTH DATE OF DEATH
REGIDHAL OFF ICE

INSURANCE MUMBER

REQUESTOR 1D -~

PROCESSING COMPLETED - START HEH COMMAND ON THIS RERADY SCREEHN

Online IOcm Full Duplex | Capture off |llc  NumLock = 04242012 4:59PM || OMark On

READY Replace | | |Form |m | | |I_h'|e: 15 Col: 024

The next screen provides the 501 screen for authorization of the award.

e Type Y in the Authorized field.
e Press Alt/Enter
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Help

AUTHORIZATION
EHD PRODUCT
11k CH31 REOPEMED RAMWARD

FILE HUMBER
TRANSACTION

AUTHORIZED

COLLECTION CODE

LETTER SUPPRESSOR

SC DERATH PEHDING
OVERPAYMENT PARAGRAPH
CHAHMGE EWD PRODUCT
SUSPENSE
ISSUE

I SSUE

y SUPPLE

AUD RE

DATE

CONTINUE CONTROL
CANCEL

PENDING
ESTABLISH HEMW

SPECIAL LETTER ATTACHHENTS
CLOTHING ALLOMANCE (21-8678)

AUTOMOBILE ALLOHAHCE (21-4582)
CHAPTER 31 ELIGIBILITY (28-8898
SPOUSE CHILD CHRAPTER 35 ELI
ADD’L DEVELOPHEWT PARAGRAPHS

FILE HUMBER: FAYEE: 88 EPC:

FOLDER PULL REQD
SECTIDHN 156 REPS

SERVICE VERIFIED
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= Dlﬁl.

Bt=24=-12
HAHK
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HAHE L
RELATED
FAYEE
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AHOUNT

L A/R DOCUMENT HOD

EATING BOARD ACTION
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online |0cmmﬂ Full Duplex | Copture off | 1c | NumLock = 042420125:02pM || OMark on
READY Replace | | [Form |Ron | | Line: 07 Col: 016

The employee responsible may verify that the payment has been authorized
on the M36 screen. The screen below shows the authorized payment from

the example above.

| 5 softerm - Modular - VACO E -0 x|
File Edt Options Preferences Help
t
1
(]
(]
o (]
A N
(]
[
[
- -
(]
Online | © Connect | Full Duplex | Copture Off |llc | Humlock  04242012503PM || OMark On
READY Replace | | Form | Roll | Line: 21 Col: 002
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Additionally, the Chapter 31 Transaction/Payment Histories (M38) screen

provides the date the transaction is authorized and the amount of payment.
See the sample screen below.

I & softerm - Modular - VACO E =
File Edt Options Preferences Help

H38 CH31 TRAMSACTIONS/PAYHEHT HISTORIES BY=-24=12

FILE HUMBER HAHE L HAHK STRA HUH 317

DATE TRAHS DATE TRANHS DATE TRAHS DATE TRAHS
B4=-24-12 11R B1-24=-12 81R B3-85-12 aac A3-A5-12 a8c
Bi-85-12 Bec B3-85-12 BEC #l1-26-12 BHAC B1-26-12 8ec
A1-26-12 22 P1-26-12 B3R Bi=-18-11 8acC 12=13=-180 BAC

DATE TRANHS COST PAY AUTH PROCEEDS OFFSET AMT PAYHT AMT

TOTALS
HEXT SCREEH

online | O Connect | FullDuplex | Capture off |lc | Mumlock = 04242012 5:05PM || OMark on |
READY Replace | | [Form  |Roll | | \Line: 22 Col: 076

10.06 Responsibilities and Accountability
a. Primary Responsibility for Processing EAA
1. Finance Section

The Finance section is essentially responsible for processing regular EAA
payments as out-of-system in BDN.

2. VR&E Office

The VR&E Office is primarily responsible for processing retroactive EAA
payments in BDN.

b. Responsibilities for Ensuring Accuracy and Timeliness

The employee responsible for processing EAA payments must review and
take the appropriate actions for the items listed below to ensure accuracy
and timeliness of payment:

1. Eligibility Termination Date (ETD)
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EAA payment may only be authorized for a Veteran with expired ETD if
he/she has been determined to have a Serious Employment Handicap
(SEH) and the SEH indicator is updated in CWINRS and BDN. If a
Veteran’s ETD has expired and a determination for SEH has not been
made, the responsible employee must return VAF 28-0846 to the case
manager for further actions.

2. Duplication of Payment

Prior to processing an EAA payment, the employee responsible must
ensure that EAA has not already been paid to the Veteran by reviewing
the Veteran’s Chapter 31 Payment History. If EAA has been paid, he/she
must return VAF 28-0846 to the case manager for further actions.

3. Veteran's Collection of Indebtedness

If a Veteran's Chapter 31 Payment History reflects that the Veteran has
an existing debt, the employee responsible must advise the case
manager about the indebtedness. The case manager must inform the
Veteran that the EAA payment will be processed; however, he/she will
not receive the payment, as it will be applied to his/her present debt.
This notification must be documented in CWINRS Notes.

4. Timeliness of Payment

(a) The VR&E office must submit the EAA Authorization, VAF 28-0846, to
the Regional Office (RO) Finance section within five workdays after
the case manager has completed it.

(b) The Veteran’s Chapter 31 Payment History in BDN must be monitored
regularly to ensure that payment is released to the Veteran in a
timely manner. If an EAA payment has not been released after 15
days from the day payment was submitted to Finance for processing,
the employee responsible must follow up with Finance to determine
the cause of the delay in payment. The employee responsible must
document this verification in CWINRS Notes.

(c) EAA paid after 30 workdays of submission of VAF 28-0846 to Finance
is considered unduly delayed if there is no documented reasonable
explanation or mitigating circumstances for the delay. The
explanation for the delay must be documented in CWINRS Notes and
a copy must be filed on the left flap of the Veteran’s CER folder.
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