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Catalog Submission and 
Approval Processes

2017 Updates



 Catalogs and addenda must be submitted to the SAA
 Part of initial approval criteria as well as maintenance of 

approval for the training of veterans and other eligible 
persons
 Information contained in catalogs, bulletins, student 

handbooks, supplements, and addenda must be certified as 
true and correct in content and policy as required by 38 CFR 
§§ 21.4253 and 21.4254
 The following statement must accompany and reference any of 

the above mentioned items:  “I hereby certify all information 
contained in the [specify catalog and/or other items] is true and 
correct in content and policy”; dated and signed by official 
signatory of the school.
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Submission of Catalogs & Addenda
Maintaining Approval



 SAA frequently sends courtesy catalog reminder 
letters/emails (to primary SCO or other school 
official); however, timing is based upon “through” or 
“expiration” date assigned to last (current) catalog 
approved
 Through/expiration date based upon academic calendar 

and/or other dates within catalog
 If another catalog or addendum is published prior to the 

through/expiration date, school must submit within 30 days 
of publication – each publication
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Submission of Catalogs & Addenda
Courtesy Reminders



What happens if you cannot supply a new catalog?
 SAA may consider granting an extension of your current catalog
 Depends on reason

 Request must be in writing
 Use SAA template (example, next slide)

 Ensure you enclose academic calendar and current tuition/fees
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Submission of Catalogs & Addenda
Extension Requests



7

Submission of Catalogs & Addenda
Extension Request



 The SAA must receive all published catalogs
Example of what occurs when not received…
 School’s last SAA-approved catalog was Volume 24:

 School receives a reminder email/letter the end of November and 
submits a certified true and correct Volume 27.
What would happen?
 The SAA would not be able to process Volume 27 until we received 

Volumes 25 and 26 first
 Delay in processing
 Possible denial letter
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Submission of Catalogs & Addenda
Fill ing in the Gaps



Addendum Items
 Must be tied to a specific catalog
 Cannot approve addendum items for a catalog that has not 

yet been submitted and approved
 Not all items within the school’s addendum are required to 

be approved by the SAA
 Addenda must be certified true and correct as to content 

and policy just the same as a catalog 
 Examples of items referenced in catalog, but may need to 

be submitted separately:
 Student Handbook
 Academic Calendar  
 Code of Student Conduct 9

Submission of Catalogs & Addenda
Addendum Items



 Submit catalog and any addenda to the State Approving 
Agency (SAA) within 30 days of publication, along with:
 Catalog Submission Form
 Program Spreadsheet (Excel format)
 Ensure you read all instructions

 You may email the Excel School Program Spreadsheet(s) and PDF 
documents to SAA or copy Excel spreadsheet(s) to a CD and mail 
to the SAA (PDF without active links)
 Active links within a document could lead to a file or page that no 

longer exists
 All documents (with exception of the Excel Program Spreadsheet) 

must be submitted in PDF format
 Forms and application packets available on the FDVA website at:  

www.floridavets.org under Benefits & Services, and then State 
Approving Agency
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Submission of Catalogs & Addenda
How to Submit

http://www.floridavets.org/
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Submission of Catalogs & Addenda
Catalog Submission Form
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Submission of Catalogs & Addenda
Catalog Submission Form
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Program Spreadsheet
Instructions and Examples – Tab #1
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Program Spreadsheet
Instructions and Examples – Tab #1
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Program Spreadsheet
Additional Instructions– Tab #2
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Program Spreadsheet
Additional Instructions– Tab #2

Educational Objective2 (cont).
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Program Spreadsheet
Additional Instructions– Tab #2

Status4 (cont.)
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Program Spreadsheet
Additional Instructions– Tab #2
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Program Spreadsheet
Additional Instructions– Tab #2
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Program Spreadsheet
Additional Instructions– Tab #2
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Program Spreadsheet
Additional Instructions– Tab #2
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Program Spreadsheet
Actual



Save and retain your Program Spreadsheet for use with 
future submissions to the SAA

 Save time by editing the saved document for future submissions 
to the SAA, instead of having to re-type all  previously submitted 
programs

 Use your saved spreadsheet to verify all  information submitted 
to the SAA is entered correctly on your catalog approval letter 
and on your WEAMS report

 If  you save and edit your spreadsheet from the previous year, be 
sure to review all programs carefully to ensure all  changes are 
noted 
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Program Spreadsheet
Retention



Once SAA is in receipt of the Catalog and Program 
Spreadsheet, it is logged in for processing

 SAA has a set period of time to determine if catalog 
and/or addenda are approved or denied

 Approval or denial letter sent to each specific campus 
where schools have multiple campuses with separate 
catalogs
Maintain a copy for your records
 Copy also sent to VA for entry into WEAMS
 If a denial letter, ensure you immediately respond to any 

requests within the letter
 Action Items may also appear within the approval letter
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Catalog Review
Mult i -step Process



 Read letters carefully to ensure accuracy and 
understanding
 If questions, contact SAA employee identified in letter

 Do not certify new programs in VA-ONCE until WEAMS 
(aka VA Form 22-1998) has been updated by VA and you 
receive a copy 

 Veterans Claims Examiners (VCEs) will deny benefits for a  
program they do not see in WEAMS
 Ensure VA-ONCE reflects program name exactly as it appears 

in WEAMS
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Catalog Review
Mult i -step Process
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Approval Letters
Sample
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Approval Letters
Sample
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Other Items that Must be 
Submitted for Approval



Other Changes to Report to the SAA
 Facility Name
 Template available for use on school letterhead
 If due to Change in Ownership, obtain a packet
 Visit will be required if a substantial change of address is also involved (i.e., 

physically moved to an entirely different facility as opposed to just a change 
in mailing address)

 Facility Mailing Address (no change in physical location)
 Request template for use on school letterhead

 Accreditation
 Different accrediting agency
 Status (or issues)
 Explain change or issue (such as probationary status, notice of warning, etc.) 

and include a copy of the letter regarding such from the accrediting agency
29

Other Changes or Additions to Report



Changes to Report to the SAA (cont.)
 Profit status
 Removal of any existing program
 Specify program name and effective date
 Specify reason each program is being removed
 Being taught out; no longer accepting new enrollments
 Give estimated date for end of program

 Replaced by a different program
 No longer offered at all and students transferred to other program(s)

 Modification of any existing program
 Specify program name, modification and effective date

 Addition of any new program
 Submit approval checklist and supporting documentation
 If information is not in current catalog, must provide new catalog 

or addendum with appropriate page numbers 30

Other Changes or Additions to Report



Changes to Report to the SAA (cont.)
 Closure of an institution approved for veterans’ training
 Any other changes, such as, but not limited to:
 Revision to any policies
 Academic Standards of Progress
 Admissions
 Standards of Attendance
 Refund Policies
 Standards of Conduct 

 Administration
 Tuition and fees

 Remember to submit to the SAA within 30 days of the 
change
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Other Changes or Additions to Report



Changes to Report to the SAA (cont.)
 SCOs
 Submit updated VA Form 22-8794 to VA ELR or SAA
 VA will update WEAMS and (where appropriate) VA-ONCE
 Ensure SCOs no longer working at your school are removed 

immediately from VA-ONCE (contact VA)
 School does not need to submit a new MoU for VA-ONCE when it 

changes SCOs
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Other Changes or Additions to Report



33

State Approving Agency (SAA)
Contact Information

B e t s y  W i c k ha m ,  B u r ea u  C h i e f ( 7 27)  31 9 - 7401
w i c k h a m b@fd va .s t a te . f l . us

K a t h e r in e  S ny d er,  P r o g ra m  C o n s u l t a nt ( 9 41)  97 9 -2525
s ny d e rk @fd va . s t a te . f l . u s

C o r a  S t a g n er,  O f f i c e  M a n a g er ( 7 27)  31 9 - 7402
s t a g n e rc@fd va .s t a te . f l . us

P a u l  S m i t h ,  A d m in i s t r a t i ve  A s s i s t a n t ( 7 27)  31 9 - 7406
s m i t h p a @fdva . s t a te . f l . u s

F lorida Department of  Veterans' Af fairs
State Approving Agency for Veterans' Education and Training

Mailing Address:
P.O. Box 31003
St.  Petersburg, FL 33731

Physical Address:
9500 Bay Pines Boulevard, Room 214
Bay Pines, FL 33744

mailto:wickhamb@fdva.state.fl.us
mailto:snyderk@fdva.state.fl.us
mailto:stagnerc@fdva.state.fl.us
mailto:snyderk@fdva.state.fl.us
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State Approving Agency (SAA)
Area Distribution
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State Approving Agency (SAA)
Program Specialist Contact Information

AREA I – Sondra Goodman (727) 401-9279 
goodmans@fdva.state.fl.us

AREA II – Jose Toro (904) 252-4106
toroj@fdva.state.fl.us

AREA III - Kelli Colborne (352) 422-5736
colbornek@fdva.state.fl.us

AREA IV – Nathaniel Knight (850) 556-0848
knightn@fdva.state.fl.us

AREA V - Dale Towery (954) 540-6157
toweryd@fdva.state.fl.us

AREA VI - Madeline Mendez (954) 540-6542
mendezm@fdva.state.fl.us

mailto:goodmans@fdva.state.fl.us
mailto:toroj@fdva.state.fl.us
mailto:colbornek@fdva.state.fl.us
mailto:knightn@fdva.state.fl.us
mailto:toweryd@fdva.state.fl.us
mailto:mendezm@fdva.state.fl.us
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Questions?

PPT KLS in October 2014; last revised March 2017
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