Sample Letters

for

Flight Approvals

Cover Letter For The Approval Package

Dear  :

This letter is in response to your conversation with (insert name) on (insert date) regarding Department of Veterans Affairs (VA) approval of your flight school.  This letter will provide you with a list of all enclosures, instructions, and requirements for obtaining approval.

What Is Included 

To assist you in obtaining approval of your flight school for payment of VA education benefits, we have enclosed the following:

· An application package 

· A copy of regulations

· A checklist for flight school catalogs

· A sample flight school catalog

· A list of other administrative requirements

What You Should Do
To complete your approval process, you need to complete the application package.  In addition, you need to include the following with your application package:

· A school catalog also called a Veterans Information Bulletin (VIB) This must be certified “True and correct as to content and policy.”

· A copy of your current FAR141 Air Agency Certificate

· One copy of the Training Course Outline with the Flight Standard District Office approval stamp  for each course for which you are seeking VA approval

· A copy of the course syllabus, also with the Flight Standard District Office approval stamp.

We appreciate your interest in providing flight training to veterans, service persons, and reservists.  If you have any questions, or need assistance, you may contact us electronically at  (insert e-mail address).  You may also contact our Education Services Office at (insert phone number.)

Letter Granting Approval

Dear:

We have approved (insert name of flight school) to train veterans, service members and reservists.  Your approval is effective September 30, 1998.  This letter will explain which courses have been approved, and provide additional information about the conditions of the approval.

What Is Approved

Your application is approved as follows:

· (Insert courses)

· (Insert courses)

The above programs are approved as nonaccredited under CFR 21.4254.  No other programs are approved at your institution.


OLAF Form 1998, Approval Information, is enclosed and identifies courses and aircraft approved for the payment of VA educational benefits.  

Conditions of Approval

As a condition of approval, you must do the following:

· Maintain a written record of the previous education and training of the veteran or eligible person

· Indicate that appropriate credit has been given for previous education and training, with the training period shortened proportionately

· Notify the student and the Department of Veterans Affairs (VA) within 30 days of enrollment

· Keep your Air Agency Certificate in effect, otherwise this approval is void, subject to withdrawal and VA benefits can not be paid..  

· Advise VA within 5 days of any changes in ownership, chief administrative officer(s), address, certifying official(s), instructional staff, aircraft inventory, deletion or addition of courses or change(s) in course fees.  Otherwise, your approval will be void effective the date of change. 

· (Insert any additional conditions)

Courses Not Approved  (Insert only if there are disapproved courses)
The following courses can not be approved:

· (List courses and reason why approval is not granted)

· (List courses and reason why approval is not granted)

We appreciate your participation in providing training to veterans, service persons, and reservists.  If you have any questions pertaining to this approval, please send electronic mail to me at (insert address).  You may also contact (insert name) of our Education Services Staff at (insert phone number.)  NOTE:  This number is not intended for student use.  Please refer VA students to our toll free number, 

1-888-8 GI BILL -1.

Denial Letter

Dear     :

We regret that your request for approval to train VA students must be denied.  This letter will explain why your request has been denied, and what steps you can take if you want to have this denial reviewed.

Why Approval Was Denied

We are unable to grant approval of (insert name of school) because: (Select reason(s)  

· Your facility has not been in operation for two years (38 CFR, section 21.4251)

· You do not have a valid FAA Air Agency Certificate and Letter of Authorization  

· Your courses are not in compliance with 14 CFR, Part 63

· Your courses are not in compliance with 14 CFR, Part 141

· Your courses are not in compliance with 14 CFR, Part 142

· The school does not have sufficient resources (38 CFR, section 21.4254 (c)(2)

· Your staff does not meet FAA qualifications (38 CFR, 21.4254 (c)(3)

· Your school does not grant appropriate credit for prior training (38 CFR, section 21.4254 (c)(4)

· The school policies regarding grades, pursuit, satisfactory progress/conduct, rules of operation, etc are not published (38 CFR, section21.4254 (c)(b)

· You do not provide graduation certificates for each course (38 CFR, section 21.4254 (c)(6)

· The school does not keep adequate progress records (38 CFR, section 21.4254 (c)(7)

· The school is not in compliance with state and local requirements (38 CFR, section 21.4254 (c)(14)

· The school is not financially sound (38 CFR, section 21.4254 (c)(9)

· The school advertising practices are misleading (38 CFR, section 21.4254 (c)(10)

· (Insert name), a staff member, is not of good reputation or character because (insert reason)  (38 CFR, section 21.4254 (c)(12)

· The school does not have a pro-rata refund policy (38 CFR, section 21.4254 (c)(13)

What You Can Do

If you disagree with this decision, you may request that an administrative review be conducted.  You also have the right to a hearing.  Your request should be made to our office, and we will forward it to the appropriate review board.

We regret we were unable to grant your request for approval.  Should you wish to discuss this matter, please do not hesitate to call (insert name) at (insert phone number.)
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