
Business Process Mapping for WDVA - AS-IS PROCESS INDEX:
1: Process Provider Billing (Behavioral Health Services PTSD)

2: Process Intake Form and OQ45 (Behavioral Health Services PTSD)

3: Contract with Provider (Behavioral Health Services PTSD)

4: Develop New King County Program (Behavioral Health Services PTSD)

Control + Click on any of the hyperlinks above to 
navigate to that process diagram. (Does not apply 
to PDF users.)
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5: Generate King County Services Report (Behavioral Health Services PTSD)

6: Generate King County Client Profile Report (Behavioral Health Services PTSD)

7: Generate King County Outcomes Report (Behavioral Health Services PTSD)

9: Provide Service Member Guidance (Veteran Services - Veterans Innovations Program)
8: Process VIP Application (Veteran Services - Veterans Innovations Program)

10: Follow-Up with VIP Client Sub-Process (Veterans Services - Veterans Innovations Program)

11: IVRS Clark County (Veterans Services – Clark County Incarcerated Veterans Program)

12: IVRS Thurston County (Veterans Services – Thurston County Incarcerated Veterans Reintegration Services)

13: WDVA IVP (Veterans Services – Statewide Incarcerated Veterans Program)

14: Administer Homeless Veterans Reintegration Project (Veterans Services - HVRP)

15: Process VIP Program Payment Sub-Process (Veterans Services – VIP)

16: Process HVRP Program Payment Sub-Process (Veterans Services – HVRP)

17: Validate Employment Sub-Process (Veterans Services - HVRP)

18: Validate Payment Request Sub-Process (Veterans Services - HVRP)

19: Intake and Triage (Veterans Services – Service Center)

20: Complete Application Sub-Process (Veterans Services – Multiple Programs)

21: Assist Client with Claim(s) (Veterans Services – Service Center)

22: Manage DSHS Community Service Office (CSO) Client Referral (Veterans Services – Service Center)

23: Manage Department of Licensing (DOL) Client Referral (Veterans Services – Service Center)

24: Handle Parks and Recreation Pass Request (Veterans Services – Service Center)

25: Handle Hunting and Fishing License Request (Veterans Services – Service Center)

26: Analyze and Process HCA-Identified Veteran Claims (Veterans Services – Olympia Service Center)

27: King County Call Center Operation (Veterans Services – King County Homeless and Incarcerated Services)

28: King County Veterans Housing Options Group (VHOG)  (Veterans Services – King Cty. Homeless and Incarcerated Services)

29: King County Process Walk-In  (Veterans Services – King County Homeless and Incarcerated Services)

30: King County Process IVP (Veterans Services – King County Homeless and Incarcerated Services)

31: WS Military Transition Council Meeting Synchronization (Washington Military Transition Council)

32: Intake Client of Rural Veterans Coordination Pilot (RVCP)   (Veterans Services – Rural Veterans Coordination Pilot)

33: Perform RVCP Case Management (Veterans Services – Rural Veterans Coordination Pilot)

34: Screen and Assess Client Enrolled in Rural Veterans Coordination Pilot (Veterans Services RVCP)

35: Generate Quarterly Report for Rural Veterans Coordination Pilot (Veterans Services RVCP) 
36: Claims Performance Review (Veterans Services – Claims Quality Assurance)

37: Produce Claims Quality Assurance Quarterly Report (Veterans Services – Claims Quality Assurance)

38: Process Legislative/Governor’s/Congressional Claim Inquiry (Veterans Services – Claims Quality Assurance)

39: Collaborate with Partners (Veterans Services – Veterans Conservation Corps)

40: Planning Projects with Duwamish River Cleanup Coalition (Veterans Services – Veterans Conservation Corps)

41: Site Management and Stewardship (Veterans Services – Veterans Conservation Corps)

42: Develop Peer Support (Veterans Services – Veterans Conservation Corps)

43: Coordinate with Partners (Veterans Services – Veterans Conservation Corps)

44: Manage Interns (Veterans Services – Veterans Conservation Corps)

45: Enroll Intern Sub-Process (Veterans Services – Veterans Conservation Corps)

46: Run Volunteer Meeting/Community Engagement (Veterans Services – Veterans Conservation Corps)

47: Run Training Event (Veterans Services – Veterans Conservation Corps)

48: Traumatic Brain Injury (TBI) Case Management  (Veterans Services – TBI Program)

49: Conduct Traumatic Brain Injury (TBI) Awareness Training  (Veterans Services – TBI Program)

50: Recruit Traumatic Brain Injury (TBI) Contractors  (Veterans Services – TBI Program)

51: Contract with TBI Provider Sub-Process (Veterans Services – TBI Program)

52: Research TBI Funding Opportunities (Veterans Services – TBI Program)
53: Manage Vet Corps Grants (Veterans Services – Vet Corps)

54: Contract with Vet Corps Grantor Sub-Process (Veterans Services – Vet Corps Program)

55: Recruit Vet Corps Member  (Veterans Services – Vet Corps Program)

56: Enroll Vet Corps Member Sub-Process  (Veterans Services – Vet Corps Program)

57: Manage Vet Corps Member (Veterans Services – Vet Corps Program)

58: Monitor Vet Corps Member Progress and Performance Sub-Process (Veterans Services – Vet Corps Program)

59: Recruit Vet Corps Site(s)  (Veterans Services – Vet Corps Program)

60: Contract with Vet Corps Site Sub-Process (Veterans Services – Vet Corps Program)

61: Screen Client  (Veterans Services – Transitional Housing Services Program (THSP) – Building 9)

62: Admit Client to Building 9  (Veterans Services – Transitional Housing Services Program (THSP) – Building 9)

63: Perform Client Intake  (Veterans Services – Transitional Housing Services Program (THSP) – Building 9)

64: Perform Client Follow-Up and Close Out  (Veterans Services – Transitional Housing Services Program (THSP) – Building 9)

65: Screen Client for CABHI/BRIDGES  (Veterans Services – Transitional Housing Services Program (THSP) – Building 9)

66: Meet CABHI/BRIDGES Client Needs Sub-Process (Veterans Services – Transitional Housing Services Program (THSP) – Building 9)

67: Building 9 Soft Case Management (Veterans Services – Transitional Housing Services Program (THSP) – Building 9)

68: Process THP Payment Sub-Process (Veterans Services – Transitional Housing Services Program (THSP))

69: Welcome VEMP Client and Process Intake  (Veterans Services – Veterans Estate Management Program)

70: Process Payment  (Veterans Services – Veterans Estate Management Program)

71: Process Federal Accounting Reports  (Veterans Services – Veterans Estate Management Program)

72: Close Out VEMP Client  (Veterans Services – Veterans Estate Management Program)

73: Conduct Initial Briefing  (Veterans Services – Transitioning Warrior Program)

74: Conduct Briefing to IDES or Battalion Service Members and Family (Veterans Services – Transitioning Warrior Program)

75: Update Resources (Veterans Services – Transitioning Warrior Program)

76: Direct Client to Resources (Veterans Services – Transitioning Warrior Program)

77: Conduct Outprocessing (Veterans Services – Transitioning Warrior Program)

78: WDVA-to-DSHS Data Exchange  (Veterans Services – Olympia Service Center)

79: HCA-to-WDVA Data Exchange (Veterans Services – Olympia Service Center)

80: Request Match Information for HCA Long Term Care Veteran Clients (Health Care Authority – Veterans Benefit Program)

81: Manage Accounts Payable (WDVA Financial Services)

82: Upload Financial Transactions Sub-Process (WDVA Financial Services)

83: Manage Accounts Receivable (WDVA Financial Services)

84: Receive Revenue (WDVA Financial Services)

85: Prepare Federal Annual Report (WDVA Financial Services)
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AS-IS PROCESS 1: Process Provider Billing (Behavioral Health Services PTSD)
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AS-IS PROCESS 2: Process Intake Form and OQ45 (Behavioral Health Services PTSD)

Validate Form 
Completeness Correct?
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Correct?No
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Yes
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Used by

Note Corrective 
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Corrective Steps
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Correct
Form

Update

Log Form 
Content
(Excel)

Update
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Update
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File
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Intake Form Received
from Provider
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Corrective Steps
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For Outcome 
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Corrected Steps

For State contracts, fiscal year begins 
on July 1; for King County contracts; 
fiscal year begins on January 1.
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AS-IS PROCESS 3: Contract with Provider (Behavioral Health Services PTSD)

CPAR
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AS-IS PROCESS 4: Develop New King County Program [Life of Contract] (Behavioral Health Services PTSD)
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contractors
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AS-IS PROCESS 5: Generate King County Services Report (Behavioral Health Services PTSD)

King County
Services Report

VTSC
047F

(6 reports)

Used
by
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Uniques
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by

Used
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Report and
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Approval

King County
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(5 reports)

Corrections

Key:
- MST = Military Sexual Trauma
- RCW = Revised Code of Washington

Note:
VTSC 047F only used for MST 
and Trauma versions of King 
County Services Report
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AS-IS PROCESS 6: Generate King County Client Profile Report (Behavioral Health Services PTSD)

King County
Client Profile Report

Used by
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AS-IS PROCESS 7: Generate King County Outcomes Report (Behavioral Health Services PTSD)

King County
Outcomes Report

Used by
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RCW = Revised Code of Washington
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AS-IS PROCESS 8: Process VIP Application (Veteran Services - Veterans Innovations Program)
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SUBJECT MATTER EXPERTS CONSULTED: 

Kristan Johnson - WDVA

Follow-Up
with VIP

ClientProcess VIP Program Payment

Notice
of

Denial

Request
for additional payment 

from Client

Request for additional Payment

Missing
Documentation

DVOP
Letter

Create

Refer

Missing
Documentation

10
Days

Documentation

Approval

Most clients have payment needs 
during the application stage; 
however there are occasional 
addition payment requests made 
during the course of the program 
duration.



W
as

hi
ng

to
n 

St
at

e 
De

pa
rt

m
en

t o
f V

et
er

an
s A

ffa
irs

 (W
DV

A)

VI
P 

Co
or

di
na

to
r

JB
LM

 
Li

ai
so

n

Pr
ov

id
er

/
Pa

rt
ne

r
Ag

en
cy

Se
rv

ic
e

M
em

be
r

JB
LM

 
M

ad
ig

an
Ar

m
y

M
ed

ic
al

Ce
nt

er
 

(in
c.

Cl
in

ic
s)

AS-IS PROCESS 9: Provide Service Member Guidance (Veteran Services - Veterans Innovations Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-13
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Brief VIP to
JBLM

Cohorts

Contact

SUBJECT MATTER EXPERTS CONSULTED: 

Kristan Johnson - WDVA
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Key:
- ESD = Employment Security Department
- CAT = Commissioner Approved Training
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Contact 
Client and

Assess Status

AS-IS PROCESS 10: Follow-Up with VIP Client Sub-Process (Veterans Services - Veterans Innovations Program)
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AS-IS PROCESS 11: IVRS Clark County (Veterans Services – Clark County Incarcerated Veterans Program)
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SUBJECT MATTER EXPERTS CONSULTED: 

Jason La Carney - WDVA
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Refer to Veterans 
Justice Outreach

Refer to Veterans 
Therapeutic  Court

Veterans 
Therapeutic  Court’s

Evaluation

Refer

Referral Channels:
- Booking
- Classification
- Mental Health

Docket has 
capacity of 50 

veterans

Veterans Court Phases:
[1] Opt-In (Initiation)
[2] Treatment and Enhancements 
(Achievements) (I.e. School; Job Hunt)
[3] Complete Treatment (and possibly 
aftercare)
[4] Employed, or Full-Time Student, or (for 
seniors) Community Service, or Aftercase 
Portion. Must be sanction free.

If successful four phases, eligible for 
graduation.
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AS-IS PROCESS 12: IVRS Thurston County (Veterans Services – Thurston County Incarcerated Veterans Reintegration Services)

Identify
Potential

Client
(Thurston Cty 

Database Tool)

Assess 
Eligibility

IVRS
Eligible

?

VJO
Eligible?Yes

Eligible for
Other

Programs?

No

For each 
program

Yes

Referral

No

Yes

Referral

No

Fate-to-Face
Interview with

Client

Assess
Needs

Screen for 
Veterans

Theraputic 
Court

Eligible
?

No

Referral

Yes

Evaluation

Approved
?

No

Opt
In

Yes

Veteran Must 
Follow Phases to 

Remain in Program

SUBJECT MATTER EXPERTS CONSULTED: 

John Stevens - WDVA

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-19
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Thurston
County
Report

Create

Enroll
Client

Additional
Needs

?

Provide
Additional

Needs
Yes

No

Referral

Referral
Received

Determination

Discuss
With VJO

VJO 
Eligible

?

Yes

No

Refer

Refer to Veterans 
Justice Outreach

Refer to 
Veterans 

Therapeutic  
Court

Veterans 
Therapeutic  Court’s

Evaluation

Refer to Other
Therapeutic Court

VJO
Determination

Veterans Court Phases:
[1] Opt-In (Initiation)
[2] Treatment and Enhancements 
(Achievements) (I.e. School; Job Hunt)
[3] Complete Treatment (and possibly 
aftercare)

If successful three phases and 
graduation requirements, eligible for 
graduation.

Referral Channels:
- Booking
- Classification
- Mental Health
- Vet Court (already in program)

- Mental Health Court
- Drug Court
- DUI Court
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AS-IS PROCESS 13: WDVA IVP (Veterans Services – Statewide Incarcerated Veterans Program)

Identify
Client via

DD214

Review 
Social 

Stipulations

Client Has 
VA Medical 

History
?

Present
Disabilities

?

Yes

No

Yes

Evaluate 
Time in 
Prison

Determine
Primary
Provider

Reinstate
Veteran for

Disability

Monitor
Client’s

Progress
For each 
program

Referral

Conduct
Group Meeting 

with Clients

Close Loop
with 

Original
Referees

DD214

Used by

Enroll
Client

Identify
Needs

For each disability

No
Implement

Solution

For each non-program need

Every
2 Weeks

Every
Month

Client
Failing

?

No

Conduct
Heart-to-Heart
Meeting with 

Client

Yes

Yes

18
Months After

Enrollment

Close Out Intensive 
Case Management

SUBJECT MATTER EXPERTS CONSULTED: 

Vincent Woods - WDVA

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-10
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Referral
Received

(Work Source)

Refer

Work Release 
Report
(OMNI)

Walk-In

Typical Veteran Status:
- In Dept. of Corrections (DOC)) System
- Convicted and Incarcerated
- Convicted and Released

- Internal DOC No.
- Valid ID
- Medical
- Warrants (F.T.A)

Examples:
- Sexual Offender
- Drug Treatment
- Restraining Order(s)

Any present disabilities 
before incarceration 
(i.e.):
- TBI
- PTSD

Examples:
- Housing
- Employment
- Personal
- Transportation
- Skills Development
- School

Housing Program Examples: 
- Supportive Services for Veteran Families Program (SSVF)
- Veterans Affairs Supportive Housing (VASH)

Options:
- Follow Standard
- DOC Rehabilitation



W
DV

A

HV
RP

 C
oo

rd
in

at
or

Ca
se

M
gr

.
O

th
er

 P
ro

gr
am

(s
)

Cl
ie

nt
AS-IS PROCESS 14: Administer Homeless Veterans Reintegration Project (Veterans Services - HVRP)

Eligible
?

No

For each 
program

Referral

SUBJECT MATTER EXPERTS CONSULTED: 
Nathan Hoppe - WDVA
Darcy Hutchinson - WDVA
Holly Steingline - WDVA

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-19
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Referral
Received

Validate
Eligibility Yes Walk-In

?

Application

Yes

Completed
Application

Review
Application

and
Supporting 
Documents

HVRP
Application

Used by

Complete
?

Supporting 
Documents

Used by

Yes

Note Application’
Corrective Steps 

Required

No

Corrective 
Steps

Corrective 
Steps

Corrective 
Steps

Process HVRP 
Program Payment

Request
for Support 
from Client

Job
Placement

Notification 

No Enroll
Client

Validate
Support
Request

Request
Complete

TPR
Report

Update

Request for Support

Validate
Employment

Discuss 
Needs

with Client

30, 60, 90, 180 Days 
after Enrollment

Verify
Positive

Outcome
Verified

?

Yes

Notify

No

Notice
of

False
Employment

270 Days 
after Enrollment

Update
Application

with Exit
Information

Complete
Follow-Up

Sheet

Follow-Up
Report

Create

Archive

Refer

Employment
Confirmed

Not Employed

Referral

Application

Notice of Employment

Walk-In

Complete
HVRP

Application

Completed
HVRP

Application

Application
Corrective Steps

Application
Corrective 

Steps

Request
Cancelled

Factors:
- Valid Phone Number
- (or) Valid Email
- Wages confirmed
- Housing confirmed
- 32-hours+ Work/week
[WDVA calls client 3 times.]
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For each Gift Card

For each Check Payment

AS-IS PROCESS 15: Process VIP Program Payment Sub-Process (Veterans Services – VIP)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-16
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Process
A19 and

Draft 
Check

Pay via
Credit
Card

Send
Payment

Record
Payment

Receive
Receipt

File
Receipt and 
Paperwork 
into Client 

File

Payment Receipt

Credit Card Rpt.

Complete
A19

(Word)

Prepare
Vendor
Letter

(Word)Compile Credit
Card Report

(Excel)

Update

Letter &
Check

Log 
Checks
(Excel)

Check Log

Update

SUBJECT MATTER EXPERTS CONSULTED: 
Nathan Hoppe - WDVA
Darcy Hutchinson – WDVA
Kristan Johnson - WDVA
Holly Steingline – WDVA

Called by PROCESS:  8

Support
Request

Update

Credit Card Payment

Check Payment

VIP

Log in
Financial

Log
(Excel)

Financial Log

Update

Pay via
Credit
Card

Record
Gift

(Word)

File
Receipt and 
Paperwork 
into Client 

File

Gift Card Rpt.

Update

Payment Receipt

Gift Card

Gift Card Purchase

Complete
Statewide

Vendor Form
(Word)

Statewide Vendor Form

Create

Process
Form

Vendor Letter

Update

Payee Number

Check

A19 Check

End
of

Month

CC Report

CC Report A19

Letter/Check

Gift Card

Payee
Number

Form

Form

Payee
Number

Payee
Number
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AS-IS PROCESS 16: Process HVRP Program Payment Sub-Process (Veterans Services – HVRP)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-24
THIS DIAGRAM'S VERSION: 3
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Process
A19 

Pay via
Credit
Card

Send
Payment

Record
Payment

Receive
Receipt

Payment Receipt

Credit Card Rpt.

Complete
A19

(Word)

Compile Credit
Card Report

(Excel)

SUBJECT MATTER EXPERTS CONSULTED: 
Nathan Hoppe - WDVA
Darcy Hutchinson – WDVA
Kristan Johnson - WDVA
Holly Steingline – WDVA

Called by PROCESS:  14

Support
Request

Update

Check

Financial Log

Update

Pay via
Credit
Card

Send 
Payment

Record
Gift

(Word)
Receipt(s)

Gift Card Rpt.

Update

Payment
Receipt(s)

Gift Card

MFR

Update

Credit Card 
Authorization

Gift Card
Authorization

Check Request

Credit Card or Gift Card Request

Update
Memorandum for

Record (MFR)
(Excel)

Log in
Financial

Log
(Excel)

File
Receipts and 
Paperwork 
into Client 

File

Credit Card Rpt.

Update

For each support request

Check Authorization

A19

Check Authorization

End
of

Month

CC Report

CC Report A19

Check

Gift Card

Check

Authorization
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AS-IS PROCESS 17: Validate Employment Sub-Process (Veterans Services - HVRP)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-09
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Employed
?

Request
for

Employment
Confirmation

Yes

Employment
Confirmation

Validate
Employment

Employment
Confirmed

?

No

No

Yes

Called by PROCESS:  14

SUBJECT MATTER EXPERTS CONSULTED: 
Nathan Hoppe - WDVA
Darcy Hutchinson - WDVA
Holly Steingline - WDVA

Request
for

Employment
Confirmation

Employment
Confirmation

Employment
Confirmed

Not Employed

No

Complete
Employment
Confirmation

Employment
Confirmation

Submitted
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AS-IS PROCESS 18: Validate Payment Request Sub-Process (Veterans Services - HVRP)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-9
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Complete
?

Request
Corrective

Steps

No

Corrective
Steps

Yes

Called by PROCESS:  14

SUBJECT MATTER EXPERTS CONSULTED: 
Nathan Hoppe - WDVA
Darcy Hutchinson - WDVA
Holly Steingline - WDVA

Request
Corrective

Steps
Corrective

Steps

Request
Complete

Review
Request

and
Supporting 
Documents

Note Requested
Corrective Steps 

Required

Cancel
Request

Cancel
Request

File
Receipts, Quotes 

and Paperwork into 
Client File

Request
Corrective

Steps

Get Quotes
and 

Payment Type(s)

Quote(s)
and 

Payment
Type(s)

Request Quote(s)
Quote(s)

Receive Quote(s)
and 

Payment Type(s)

Quote(s)
and 

Payment
Type(s)

Corrective
Steps

Received
Request

Cancelled
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PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-07
THIS DIAGRAM'S VERSION: 3
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Inquire 
About 

Nature of 
Contact

Eligible
?

Benefit(s) Inquiry
Yes

Claim(s) Inquiry

AS-IS PROCESS 19: Intake and Triage (Veterans Services – Service Center)

SUBJECT MATTER EXPERTS CONSULTED: 
Joel Kappler - WDVA
Rafael Lozano – WDVA
Heather Miles - WDVA
Joseph Soel - WDVA
Kevin Wharton – WDVA

Determine 
Eligibility for 

Veteran Benefits

Walk-In
?

Yes

Refer to VBS
Client

Returning to
WDVA

?

No

Pull
Physical

File
Yes

No For each 
program

Referral

Refer to VSO

No

Referral

Review Situation

Determine
Application(s) to 

Complete

Complete
ApplicationYes

For each application

Copy
Application

Send 
Application

Referral from
Screener

Application

Able to
visit VBS 
in person

?

No

Can
Task be

Accomplished
?

Yes

No

Contact from
Client or

Family Member

Receive Referral from
DSHS

(Process 73)

Refer

Contact nature:
- Walk-In
- Phone
- Email

In the email scenario, could 
be a dialogue with client  to 
determine right resources 
to refer.
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AS-IS PROCESS 20: Complete Application Sub-Process (Veterans Services – Multiple Programs)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-16
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Complete
?

Request
Corrective

Steps

No

Corrected
Steps

Yes

Called by PROCESSES:  9, 19, 21

Request to 
Complete Application

Request
Corrective

Steps

Corrected
Steps

Application
Complete

Review
Application

and
Supporting 
Documents

Note Request
Corrective Steps 

Required

Request

Request

Application

Used by

Completed 
Application

Application

Application

Request
Corrective

Steps

Corrective
Steps

Received

Note: Some programs involve a 
case manager. If this is the case, 
then all communications to client 
also are duplicated to case 
manager.

Applicant could be 
Veteran (i.e. client), 
Intern, Other Party
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AS-IS PROCESS 21: Assist Client with Claim(s) (Veterans Services – Service Center)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-19
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Case File
Create

or
Update

DIC, Widow’s 
Pension, Pension

SUBJECT MATTER EXPERTS CONSULTED: 
Venus Bailey - WDVA

Contact from
Client

Discuss Needs
with Client

Discuss Increase
Justification
with Client

Discuss Appeal
with Client

New Claim

Claim
Increase

Claim Appeal

Assess What 
Forms to Use

Request Completed
POA

Require POA
?

Yes

Complete
Application

No Prepare (or 
Update) 

Case
File

Claim
Claim

All other 
claims

Research Code of
Federal 

Regulations (CFR)
Justified

?

Yes

Finding

Decision

No Pursue
Claim

?

Yes

No

Access Award
Letter

(VBA SHARE)

Pursue
Appeal

?

Client
Has Award 

Letter
?

Yes

WDVA is
POA

?

Yes

No

Yes

Award
Letter

No

Access

Enter
Case

Notes

Update

CFR
Used by

Request
Completion of

POA

Completed 
POA Claim

Package

Claim
Package

Inform of
Unjustified 

Finding

Finding
Response

St. Paul Pension Management Center (PMC) handles 
Non-Service Connected Disability Pension, Death 
Pension and Dependency and Indemnity 
Compensation (DIC). Currently sent via Fax or USPS.

As a part of its transformation from paper to 
electronic processing, VA has established two Claims 
Intake Centers for consolidated receipt of paper 
compensation claims and related correspondence. 
Paper claims and supporting documents are sent to 
these centers, including Janesville (where State of WA 
sends) where they will then be converted to 
electronic format for processing. 

Note: Seattle Claims 
Quality Assurance Office 
follow this process when 
taking a claim.
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AS-IS PROCESS 22: Manage DSHS Community Service Office (CSO) Client Referral (Veterans Services – Service Center)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-23
THIS DIAGRAM'S VERSION: 3
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Venus Bailey - WDVA

Referral
from
DSHS

Assessment
Form

Completed
Assessment

Enter 
Referral
(Excel)

Already Served
or Receiving VA

Healthcare
?

No

Yes

CSO
Referral

Log

Update

Assess
Needs and 
Eligibility of

Client

Determine
Existing
Benefits

Forms
and

Information

Assessment
Form

Update
Status

Update

Report
Request

CSO
Report

Prepare
Report 
(Excel)

Report

Create

Postage Returned (Assessment Form)
Invalid/Forward Order Expired Address

Verify Client 
Address
(ACES)

Verify Client 
Address

With Client

Have Client
Phone or Email? Yes

No

Yes

Correct 
Information

(Excel) Corrections 
Available

?

No

Completed 
Assessment

Update 
Referral
(Excel)

Update

Benefit
Forms

and
County Info

Report
Request

Report

For Veterans
Assistance 
Fund

No valid mailing address.
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AS-IS PROCESS 23: Manage Department of Licensing (DOL) Client Referral (Veterans Services – Service Center)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-19
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Venus Bailey - WDVA

Client
Requests
Disabled
Veteran
License
Plates

Application DOL Verification Spreadsheet

Verify Client’s
100%

Disabled Status
(VBA SHARE)

DOL Verification
Spreadsheet

Update

DV Plate
Request

Eligible
?

Yes

No

Verify Client’s
100%

Disabled Status
(VBA SHARE)

Eligible
?

For each client requested
Approve 
Specific
Client
(Excel)

Yes

No

DOL Verification Spreadsheet

Deny
Specific
Client
(Excel)

Verify Client’s
100%

Disabled Status
(1-800 Phone)

Military License
Plate Application

100% 
Disabled

Verification
Request

DOL Verification Spreadsheet
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AS-IS PROCESS 24: Handle Parks and Recreation Pass Request (Veterans Services – Service Center)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-19
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Venus Bailey - WDVA

Client
Requests
Disabled
Veteran

Parks
Pass

Application

Verify Client’s
30%

Disabled Status
(VBA SHARE)

Parks Pass
Request

Eligible
?

Yes

No

Access Award
Letter

(VBA SHARE)

Client
Has Award 

Letter
?

WDVA is
POA

?

Yes Yes

Request ID or other proof

Resident
? Yes

No

Award
Letter

Access

No

Advice

Application for
Veterans Lifetime

Pass

Request Picture ID
or Other Proof of

Residence

Picture ID
or Other Proof

Advise Client to
use eBenefits to

Generate Benefits Letter

Other proof 
may be utility 
bill
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AS-IS PROCESS 25: Handle Hunting and Fishing License Request (Veterans Services – Service Center)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-19
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Venus Bailey - WDVA

Client
Requests
Disabled
Veteran

Hunting /
Fishing License

Application

Verify Client’s
30%

Disabled Status
(VBA SHARE)

Hunting/Fishing License
Request

Eligible
?

Yes

No

Access Award
Letter

(VBS SHARE)

Client
Has Award 

Letter
?

WDVA is
POA

?

Yes Yes

Request ID or other proof

Resident
? Yes

Award
Letter

Access

No

Advice
Advice

No Hunter / Fisher Veterans
Reduced Fee Application

Request Picture ID
or Other Proof of

Residency

Picture ID
or Other Proof

Advise Client to
use eBenefits to

Generate Benefits Letter

Advise Client may pay
more for license due to

being non-resident

Other proof 
may be utility 
bill
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AS-IS PROCESS 26: Analyze and Process HCA-Identified Veteran Claims (Veterans Services – Olympia Service Center)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2016-02-26
THIS DIAGRAM'S VERSION: 3
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Kevin Wharton - WDVA

Refer HCA
Clients

To 
Maximize
Monetary 

VA Benefits
(Process 74)

For each Client in file

LTC Applicant Regional 
Referrals File

Copy into 
WDVA Regional 
Referrals Folder

(Excel)

Data File

Screen Client
(VBA SHARE)

Veteran
?

Update

Mark “Yes”
(Excel)

Mark “No”
(Excel)

Yes

No

Update

Data File

Expanded
Data File

For each Client in file

Mail Merge into 
Individual Records

(Excel)

Regional
Referrals

Folder

Update

Client
Record

Create

Contact
Client by

Phone

For each Client Record

3 Days
Since Voicemail

Client
Contacts WDVA

Client
Answers

?

Engage
Client with
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AS-IS PROCESS 27: King County Call Center Operation (Veterans Services – King County Homeless and Incarcerated Services)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-16
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Kay Spitzenberg - WDVA
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AS-IS PROCESS 28: King County Veterans Housing Options Group (VHOG)  (Veterans Services – King Cty. Homeless and Incarcerated Services)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-16
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Kimberly Doering – WDVA
Kathy Nylen – WDVA
Robert Sakay - WDVA
Kay Spitzenberg – WDVA

VHOG
Meeting
Begun

Referral

Identify
Clients

Assess Best 
Options with 

Client

Supporting
Documentation

Create

Review Sign-Up
Sheet to Identify

Clients

Contact Client to
Discuss Options

For each client on sheet

Sign-In
and

Release
Of

Information

Conduct
Sign-Ins

Housing
Options

Housing
Options

Housing
Options

Available

Sign-Up
Sheet

Sign-Up
Sheet

Determine
Eligibility

Eligible
?

Prepare
Supporting

Documentation
Yes

Consult with 
Homeless Veterans

Reintegration 
Coordinator

Housing
Available

?
Yes

Emergency
Shelter

Bed
Available

?

Refer Client for
Housing

Housing
Response

Response

Accepts
Client

?

No

Yes

No

Single Man
Agreeable

to Terms and
Conditions

?

Yes

Present
Admission

Letter

Yes

No

No

Letter

No

At First
Opportunity

To
VHOG

Sign-Up
(Call Center Process)

Yes

Client has 
interest?

No

- C.O.D.
- Length of military service
- Monthly income
- Criminal history
- Gender
- Household size (single, family, etc.)

- Federal VA
- WDVA
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AS-IS PROCESS 29: King County Process Walk-In  (Veterans Services – King County Homeless and Incarcerated Services)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-02
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Robert Sakay - WDVA
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AS-IS PROCESS 30: King County Process IVP (Veterans Services – King County Homeless and Incarcerated Services)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-16
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Kimberly Doering – WDVA
Valinda Hayes-Martinez - WDVA
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Coordinate and to Help 
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Case 
Management

Refer to Jail
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Referral
From Front Desk
(Process Walk-In)Examples:

- PTSD
- Health (i.e. hypertension)
- Stabilization factors

Examples:
- Mental Health Court
- Drug Court
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AS-IS PROCESS 31: WS Military Transition Council Meeting Synchronization (Washington Military Transition Council)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-16
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Frank O’Donnell - WDVA
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Planning Meeting
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Workgroup

Meeting

Conduct 
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Meeting
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Meeting

Conduct 
Workgroup
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Approve

Approved

Publish 
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Summary
(website) Executive 

Summary
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since WSMTC 
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Pre-Brief
WSMTC Meeting

PM synchronizes:
- Communications (themes, messages, timing, decisions)
- Work Products (Executive summaries, presentations, agenda)
- Deliverables (gifts, awards, facilities, refreshments)
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AS-IS PROCESS 32: Intake Client of Rural Veterans Coordination Pilot (RVCP)   (Veterans Services – Rural Veterans Coordination Pilot)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-04
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Ryan Nabors – WDVA
Edgar Rivera – WestCare
Brenda Berrios – WestCare
Melissa Rhea - WestCare
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Create
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(Excel)
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Consent
Form

Refer

New 
Intake Form

New 
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Sources of Referrals:
- Lines for Life (Crisis Hotline Staff)
- WDVA
- VSOs
- First responders
- Non-profits
- Other State agencies
- County Veterans Relief Fund
- Food banks
- Colleges
- Elected officials
- Other partner organizations

Used by

iCarol is Lines for 
Life’s Helpline 
Management 
CRM

Note: CDS is 
WestCare’s 
Clinical Data 
System
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AS-IS PROCESS 33: Perform RVCP Case Management (Veterans Services – Rural Veterans Coordination Pilot)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-21
THIS DIAGRAM'S VERSION: 3
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Ryan Nabors – WDVA
Edgar Rivera – WestCare
Brenda Berrios – WestCare
Melissa Rhea - WestCare
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Navigator Excel Data
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Navigators 
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iCarol is Lines for Life’s 
Helpline Management 
CRM

Note: CDS is 
WestCare’s Clinical 
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Note: The time interval for this large  
“looping task” is dependent on the 
Navigator’s relationship with the client, 
the client’s overall needs, and desire to 
collaborate with Navigator.
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AS-IS PROCESS 34: Screen and Assess Client Enrolled in Rural Veterans Coordination Pilot 
(RVCP) (Veterans Services – Rural Veterans Coordination Pilot)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-22
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Brenda Berrios – WestCare
Melissa Rhea - WestCare
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AS-IS PROCESS 35: Generate Quarterly Report for Rural Veterans Coordination Pilot (RVCP) 
(Veterans Services – Rural Veterans Coordination Pilot)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-22
THIS DIAGRAM'S VERSION: 3
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Brenda Berrios – WestCare
Melissa Rhea – WestCare

Each Quarter
(5 Days After 

End of
Previous
Quarter)
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Necessary

No
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Home Base Program (VA RVCP)
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(PDF)
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(Adobe Reader)

Approve
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Compile
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Review
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Discuss
Report and 

Identify 
Improvements

Client Satisfaction
Survey Data Report

(PDF)

Changes
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(Word)
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Approval
Request
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Approval
Request
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Approval
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Review
Report

Review
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During Biweekly Conference Call. 
Navigators are asked to interpret data 
as needed.

Sent to Office of Rural Health:
1) WestCare Home Base Program (VA RVCP)
Quarterly Evaluation Reports
2) Client Satisfaction Surveys
3) VA Access Database
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AS-IS PROCESS 36: Claims Performance Review (Veterans Services – Claims Quality Assurance)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-19
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Steve Gill – WDVA
Caesar Plasencia - WDVA
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AS-IS PROCESS 37: Produce Claims Quality Assurance Quarterly Report (Veterans Services – Claims Quality Assurance)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-19
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Steve Gill – WDVA
Caesar Plasencia - WDVA
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AS-IS PROCESS 38: Process Legislative/Governor’s/Congressional Claim Inquiry (Veterans Services – Claims Quality Assurance)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-19
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Steve Gill – WDVA
Caesar Plasencia - WDVA
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Issue
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AS-IS PROCESS 39: Collaborate with Partners (Veterans Services – Veterans Conservation Corps)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Jeremy Grisham - WDVA

VCC
Partner

Contacts
VCC

Contact

Project
Documentation

Offer

Desire to
Create Ecotherapy

Opportunity

Identify 
Potential
Partners

Discuss 
Opportunities and 

Synergies

For each potential partner

Good
Match

?

Select
PartnerYes

No

Create Supporting
Documentation
(Word, Excel)

(Optional)

Create

For each planned event

Run Event Conduct After Action(s)
(Word, Excel)Offer to partner

on project

Example Content:
- Memorandum of Understanding
- Email dialogue
- Project Details
- Benefits
- Military cultural awareness
- Therapeutic components
- Skill building

Examples:
- Number of participants
- Volume of work achieved
- Training outcome(s)
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AS-IS PROCESS 40: Planning Projects with Duwamish River Cleanup Coalition (Veterans Services – Veterans Conservation Corps)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Jeremy Grisham - WDVA

Project Plan

Coalition
Planning

Cycle
Begins

Discuss and Identify 
Projects with Coalition 

Members

Develop Project Plan
(Word, Excel)

Create

Run Event Conduct After Action(s)
(Word, Excel)

Project Plan

Plan

Plan

Conduct Fundraising 
for Supplemental
Project Funding

Plan for Next
Project Cycle

Example Content:
- Agenda and schedule
- Site list
- Public relations plan (media used, channels, multi-lingual)
- Desired outcomes
- Cohesive message(s)
- Community involvement
- Barriers to overcome
- Ecotherapy goals
- Spiritual connection opportunities

13-15 Sites along 
Duwamish River and its 
tributaries

Notes:
- 2 events per year (Earth Day – April; Fall planting – October)
- Monthly events: tour site(s); habitat restoration
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AS-IS PROCESS 41: Site Management and Stewardship (Veterans Services – Veterans Conservation Corps)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Jeremy Grisham - WDVA

Conduct Site Vist

For each site

Prepare Site for 
Project Work

Time to
Maintain Site

Familiarization before 
project day
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AS-IS PROCESS 42: Develop Peer Support (Veterans Services – Veterans Conservation Corps)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Jeremy Grisham - WDVA

Identify
Therapeutic Needs

For each peer that tested

Identify
Peer(s)

Train
Peer(s)

Test
Peer(s)

Evaluate
Test

Pass Test
?

Certificate

Yes

No
Drop
Peer

(perhaps next 
time)

Support Peer(s)

While in peer program cycle

Conduct Additional
Peer Training

While in peer program cycle

Certificate

Note: Peers can be other 
veterans, or anyone that can 
empathize with veterans Test Score of 50% or 

greater is a pass

Training Considerations/Topic Examples:
- Veterans often have invisible injuries or behavioral health issues
- Ceremonial nature of ecotherapy
- Veterans may self-direct ceremonies to help heal
- Spiritual connection to outdoors can be valuable
- Veterans might address their shadow (i.e. work on their soul)
- Awareness of archetypes (personalities)

Notes: Training and peer involvement 
concludes when Vet Corps cycle ends. Peers 
have option to continue to work with 
veterans. Outdoor activities can be ongoing.
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AS-IS PROCESS 43: Coordinate with Partners (Veterans Services – Veterans Conservation Corps)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-30
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Matthew West – WDVA Contractor

Project Plan

Organization
Contacts VCC

Discuss and Assess Needs
with Partner

Develop Project Plan
(Word, Excel)

Create

Run Event

Project Plan

Contact
Plan

Create Calendar of 
Events

(Word, Excel)

Follow-Up with 
Partner and 

Interns

For each event in plan

Calendar of Events

Create

Example Topics of Discussion:
- Labor needs
- Desires work with veteran(s)
- Win-win scenarios
- Desired outcomes
- Community involvement
- Barriers to overcome
- Ecotherapy goals
- Spiritual connection opportunities

Typical Content:
- Position description(s)
- Resource Binder
- Staffing (number of heads and duration)

- Workshops and training (e.g. networking skills;     
interviewing skills; pet-related programs)
- Volunteer events
- Work required per event
- Test date(s)

Notes:
- Coordination
- Resource marshalling
- Strive for successful conclusion
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AS-IS PROCESS 44: Manage Interns (Veterans Services – Veterans Conservation Corps)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Matthew West – WDVA Contractor

Internship
Application

Recruiting 
Need

Identified

Publicize 
Need

Review
Application

Used by

For each applicant
Contact

Received

Contact

Resume
Received

Resume

While position open in effect

Select 
Interview 

Candidates

Interview
Candidate

Used by

For each applicant

Applications
and Notes

Interview Notes

Create

Applications
and

Notes

Application
Complete

Complete
Application

Recommendations

Recommendations

Hire?

Refer or
Correct the

Problem

No

Enroll InternYes

For each applicant

Conduct 1-Day
Orientation

Conduct Site 
Visit/Field Day

Conduct 
Training

For duration of internship and each intern

Monitor
CNLM Program

Intern
Timesheet
(biweekly)

Timesheet

Update
Intern
Hours
(Excel)

Coordinate with
AmeriCorps

on Intern
Progress

Intern
Tracking

Update

Conduct 
Exit

Interview

Internship
for College 

Credit
?

Coordinate with
College to Ensure

Credit
Yes

No

For each intern

Note: Successful applicants become interns.

Channels:
- Vet Corps
- Craig’s List
- WorkSource
- VCC Navigators
- WDVA
- Colleges

Two WDVA 
Interviewers

Hiring factors:
- Need

- Abilities/skillset
- Experience

- Attitude

Note: CNLM also 
interviews applicants

Training 3 times/month. Topics 
include:
- Mock interviews
- Informational interviews

AmeriCorps requires intern complete 
450 hours in internship if certificate of 
completion is to be granted.



W
DV

A

Ve
te

ra
ns

 C
on

se
rv

at
io

n 
Co

rp
s I

nt
er

n 
Co

or
di

na
to

r

Pr
ov

id
er

(s
)

Ba
ck

gr
ou

nd
In

ve
st

ig
at

io
ns

, 
In

c.

In
te

rn
AS-IS PROCESS 45: Enroll Intern Sub-Process (Veterans Services – Veterans Conservation Corps)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Matthew West – WDVA Contractor

Intern
Hired

Identify
Barriers

to Sustainable 
Employment

Barriers Exist
?

Yes

Mitigate
Barriers

Refer to Providers
That May Help

No

Referral

Order
Background
Investigation

Order

Report

Background
Investigation

Report

Review
Report

Serious
Issues

Present
?

Disenroll
Intern

Yes

Complete
Enrollment
Paperwork

No

Form W-4

Create

Form I-9

Create

Intern
Agreement

Agreement

Intern
Agreement

Intern
Agreement

(Signed)
Used By

Signed
Agreement

Updated

Called by PROCESS:  44

Example:
- Unreliable transportation

Sources Used:
- WA State Patrol
- National Sex Offender Registry
- Others
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AS-IS PROCESS 46: Run Volunteer Meeting/Community Engagement (Veterans Services – Veterans Conservation Corps)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-30
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Matthew West – WDVA Contractor

Project Plan

Discuss and Assess Needs
with Partner

Develop Project Plan
(Word, Excel)

Create

Project Plan

Plan

Create Calendar of 
Events

(Word, Excel)

Calendar of Events

Create

Run Event Conduct After Action(s)
(Word, Excel)

Conduct Fundraising 
for Supplemental
Project Funding

For each event in plan

Example Topics of Discussion:
- Labor needs
- Desires work with veteran(s)
- Win-win scenarios
- Desired outcomes
- Community involvement
- Barriers to overcome
- Ecotherapy goals
- Spiritual connection opportunities

Typical Content:
- Position description(s)
- Resource Binder
- Staffing (number of heads and duration)

- Workshops and training (e.g. networking skills;     
interviewing skills; pet-related programs)
- Volunteer events
- Work required per event
- Test date(s)
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AS-IS PROCESS 47: Run Training Event (Veterans Services – Veterans Conservation Corps)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Matthew West – WDVA Contractor

Identify Professional and
Veteran-Specific

Training

Identify Volunteer 
Instructors

Invitation to 
Train

Invitation

Run Event Conduct Post-Event
AssessmentCoordinate Site

Instructor
Response

Have 
Sufficient

Instructors
?

Response

Yes

No
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AS-IS PROCESS 48: Traumatic Brain Injury (TBI) Case Management  (Veterans Services – TBI Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Scott Bloom – WDVA

Referral
Received

Discuss Needs
With Client

Assess for 
Veteran’s 

Status

Assess
Performance

Review 
Status and 

Progress with
Client

Assess for Negative
TBI Finding

Assess for Service-
Connected TBI versus Non-

Service-Connected

Has 
TBI
?

Refer

No

DD-214

Used by

Yes

VA Eligibility
Letter

Claim
Documentation

Veteran
?

No

Used by
Used by

Assess
Client
Needs

Yes

Open
Case
File

(Excel)

Case File

Create

Update

Document
and Close File

(Excel)

Client
Done
with

Program
?

Yes

30 Days
After Entering 

Program

90 Days
After Entering 

Program

180 Days
After Entering 

Program

No

Case File

Update
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AS-IS PROCESS 49: Conduct Traumatic Brain Injury (TBI) Awareness Training  (Veterans Services – TBI Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Scott Bloom – WDVA

Training
Requested

Assess
Performance
of Training

Delivery

Training
Evaluation

Training
Materials

Used by

Assess 
Training
Needs

Design
Training

Conduct
Training

Create

Training 
Evaluation

Training 
Evaluation

Evaluation

Used by
Used by

Completed
Evaluation

Audience:  
WDVA and 
community 
partners

When, What, 
Why, Where, 
Who

Typical Attendees (1-3 hour duration):
- Law enforcement personnel
- Professionals (Medical and Therapeutic)
- Veterans Service Organizations personnel
- Tribal personnel
- Faculty
- Veterans Conservation Corps (VCC)
- Vet Corps personnel
- PTSD providers
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AS-IS PROCESS 50: Recruit Traumatic Brain Injury (TBI) Contractors  (Veterans Services – TBI Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Scott Bloom – WDVA

TBI
Provider 

Recruiting 
Need

Identified

Release
Request

For
Qualifications

Contact
Received

Contact

Resume
Received

Resume

While position open in effect

Select 
Interview 

Candidates

Interview
Candidate

For each respondent

Wants
Job?

Contract with
TBI Provider

No

For each successful respondent

Review
Response

For each respondent

Identify
Candidates

for
Offer Offer

Job
Response to

Offer

Offer Response

Order
Background
Investigation

Order

Report

Background
Investigation

Report

Yes Review
Report

Issues
Present

?

Drop Provider

Yes

No Train
Provider

Sources Used:
- WA State Patrol
- National Sex Offender Registry
- Others

Note: Training 
is conducted 3 
times per year

Note: In the context of this process, 
“contractor” is synonymous with 
“provider.”
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AS-IS PROCESS 51: Contract with TBI Provider Sub-Process (Veterans Services – TBI Program)

CPAR

Create

Used by

Contact 
Provider for 

Interest

Discuss 
Terms with 

Provider

Provider
Documentation

Set

Review 
Documentation 

Set
Complete CPAR

(Word)

Create

Customize A19
(Word)

A19

Create

Review 
Administrative 

Procedures
with Provider

Used by

Update
Provider List

Update
Website

TBI Provider List (PDF)

Update

Develop and
Complete
Contract
(Word)

Provider Contract

Contract with 
Signature Request

Signed Contract Executed Contract

Sign
Contract

Create Update

Used by

SUBJECT MATTER EXPERTS CONSULTED: 
Scott Bloom – WDVA
Dorothy Hanson - WDVA
Melissa Rhault – WDVA
Jessica Wilson - WDVA

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Review 
Intakes with

Provider

Resource Needed
(because Program 

is funded or provider left)

Documentation
Set

Documentation
Set

CPAR

CPAR

Contract with 
Signature Request

Signed Contract Executed Contract

Executed Contract

Terms, payment plan, 
scope of service, etc.
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AS-IS PROCESS 52: Research TBI Funding Opportunities (Veterans Services – TBI Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Scott Bloom – WDVA

Identify
Grant Sources

Select 
Grant 

Candidates

Complete 
Grant 

Application

For each grant selected

Grant
Awarded?

No

Application Grantor’s 
Response

Grant
Application Response

Self-Assess
Grant

Eligibility
Create

Grant
Application

Used by

Contract with
TBI ProviderYes

File for
Next Grant

Opportunity 
Timeframe
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AS-IS PROCESS 53: Manage Vet Corps Grants (Veterans Services – Vet Corps)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-30
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Jason Alves – WDVA

Identify
Grant Sources

Select 
Grant 

Candidates

Complete 
Grant 

Application

For each grant selected

Grant
Awarded?

No

Application Grantor’s 
Response

Grant
Application Response

Self-Assess
Grant

Eligibility
Create

Grant
Application

Used by

Contract with
Vet Corps 
GrantorYes

File for
Next Grant

Opportunity 
Timeframe

Review 
AmeriCorps’ 

Contract 
Requirements

Extract 
Required
Program 

Data
(America 
Learns)

End of 
Contract

?

Each Month of 
Contract

Mid-Term
Through 
Contract

End of Year 
of Contract

No

Generate
Report
(Word)

AmeriCorps
Contract
Report

Create

YesDeficient
?

No

AmeriCorps
Contract
Report

Report
Evaluation

Report Evaluation

Yes

Example Content:
- Milestones
- Outcomes
- Outputs
- Reporting



W
as

hi
ng

to
n 

St
at

e 
De

pa
rt

m
en

t o
f V

et
er

an
s A

ffa
irs

 (W
DV

A)
Ve

t C
or

ps
 

G
ra

nt
or

Da
ta

Co
m

pi
le

r
Co

nt
ra

ct
 

M
an

ag
er

Pr
og

ra
m

Di
re

ct
or

Bu
dg

et
 a

nd
 

Fi
na

nc
ia

l A
na

ly
st

CF
O

AS-IS PROCESS 54: Contract with Vet Corps Grantor Sub-Process (Veterans Services – Vet Corps Program)

RPAR

Create

Used by

Contact 
Provider for 

Interest

Discuss 
Terms with 

Provider

Provider
Documentation

Set

Review 
Documentation 

Set
Complete RPAR

(Word)

Create

Customize A19
(Word)

A19

Create

Review 
Administrative 

Procedures
with Provider

Used by

Develop and
Complete
Contract
(Word)

Provider Contract

Contract with 
Signature Request

Signed Contract Executed Contract

Sign
Contract

Create Update

Used by

SUBJECT MATTER EXPERTS CONSULTED: 
Jason Alves – WDVA
Dorothy Hanson - WDVA
Melissa Rhault – WDVA
Jessica Wilson - WDVA

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-06
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Review 
Intakes with

Provider

Resource Needed
(because Program 

is funded or provider left)

Documentation
Set

Documentation
Set

RPAR

RPAR

Contract with 
Signature Request

Signed Contract Executed Contract

Executed Contract

Terms, payment plan, 
scope of service, etc.



W
DV

A

Ve
t C

or
ps

 P
ro

gr
am

 M
an

ag
er

M
em

be
r

Ca
nd

id
at

e

Ve
t C

or
ps

 
Re

gi
on

al
 C

oo
rd

in
at

or
 a

nd
 S

ite

AS-IS PROCESS 55: Recruit Vet Corps Member  (Veterans Services – Vet Corps Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-07
THIS DIAGRAM'S VERSION: 3
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Jason Alves – WDVA

Vet Corps
Site
Has

Member 
Vacancy

Release
Position

Announcement

Contact
Received

Contact

While position open in effect

Select 
Interview 

Candidates

Interested
?

Enroll 
Vets Corps
Member

No

For each respondent

Review
Response

For each 
respondent

“Still
Interested”

Inquiry

Response to
Offer

Inquiry Response

Yes Schedule
Interview

Good
Match

?

No

Yes

Assign 
Candidates

to 
Regional

Coordinator

Candidates
from 

Program
Manager

Interview
Candidate

At Site
Interview

Date/Time,
Location

Interview
Details

Refer to Other Site(s)

Referral for Other Site(s)

Other
Site
Has

Vacancy
?

File
Candidate
For Future

Need

No

Yes

Download
Candidate
Resumes
(eGrants)

Direct 
Candidate to 

eGrants
Website

Channels:
- Vet Corps
- Craig’s List
- WorkSource
- VCC Navigators
- WDVA
- Colleges
- AmeriCorps website

Note: Position 
Announcement directs 
would-be candidates to sign 
up at eGrants website.
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AS-IS PROCESS 56: Enroll Vet Corps Member Sub-Process  (Veterans Services – Vet Corps Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Jason Alves – WDVA

Conduct
Beginning of 

Year
Training

Complete
Enrollment 

Package
with Member

Order
Background
Investigation

Order

Report

Background
Investigation

Report

Review
Report

Issues
Present

?

Drop
MemberYes

No

Vet Corps
Enrollment

Package

Create

Vet Corps
Enrollment

Package

Enrollment
Package

Unenroll
Notice

Unenroll
Notice Begin Vet Corps Service

Note: Member Candidate now becomes Member.

Sources Used:
- WA State Patrol
- National Sex Offender Registry
- Others
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AS-IS PROCESS 57: Manage Vet Corps Member (Veterans Services – Vet Corps Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Jason Alves – WDVA

Onsite
September 1st

Peer
Mentor

For duration of contract (10 months)

Intern
Timesheet

Timesheet
Used by

Every Two
Weeks

Prepare
Timesheet

Intern
Timesheet

Evaluate
Timesheet

Accurate
?

Timesheet
Corrections

Required

Note
Corrections

No

Timesheet
Corrections

Required

Update
Member

Hours
(America Learns)

Yes

Prepare
Timesheet

Prepare
Reflection

Log
(America Learns)

Reflection
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File Log
(America Learns)

Completed 
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Projects
?
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Intern
Timesheet
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Timesheet

Evaluate
Timesheet

Accurate
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Timesheet
Corrections

Required

No

Graduate
Member

Yes

Monitor Vet Corps 
Member

Progress and 
Performance

Member
Disenrolled

Certificate of
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Education Award

Create

Certificate of
Completion & 

Education Award

Certificate of
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Education Award
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AS-IS PROCESS 58: Monitor Vet Corps Member Progress and Performance Sub-Process (Veterans Services – Vet Corps Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-07
THIS DIAGRAM'S VERSION: 3
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Jason Alves – WDVA

Prepare
Progress Reports
(America Learns)

Each Month of 
Contract

Mid-Term
Through 
Contract

End of Year 
of Contract Monitor

Accumulated
Hours

(America 
Learns)

AmeriCorps
Contract
Report

Create

Monitor
Reflection

Logs
(America 
Learns)

Evaluate Member
Progress and

Performance with
Regional

Coordinator and
Site

Attend 
Training
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Training

Adjustments
Required

?

No
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Past 
Mitigation
Effective

?
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Yes

Set 
Blackout Dates

(America 
Learns)

Enter Final 
Hours 

(eGrants)

Mitigate
Deficiency

Mitigate
Deficiency

Member
Disenrolled

Disenroll
Member
Notice & 

Stop Payroll
Letter

Disenroll
Member
Notice & 

Stop Payroll
Letter

Prepare
Stop Payroll

Letter 
(Word)

Stop Payroll
Letter

Create

Content Examples:
- Team Meeting
- Skills Development

Member is unable to 
enroll more hours.
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AS-IS PROCESS 59: Recruit Vet Corps Site(s)  (Veterans Services – Vet Corps Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Jason Alves – WDVA

Site 
Recruiting 

Need
Identified

Prepare
Solicitations Response

Received

Contact

While open Develop
Memorandum

of Understanding 
and Supporting 

Documents

For each respondent

Contract 
with Vet 

Corps Site

MOU and Documents

Review 
Response

Interested
?

File for 
Next Year

No

Yes

MOU
and 

Documentation

Prepare
Invoice

Invoice
Solicitation

Invoice

Channels:
- All 2-Year, 4-Year Colleges
- Technical Schools
- Vocational Schools
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AS-IS PROCESS 60: Contract with Vet Corps Site Sub-Process (Veterans Services – Vet Corps Program)

RPAR

Create

Used by

Contact 
Provider for 

Interest

Discuss 
Terms with 

Provider

Provider
Documentation

Set

Review 
Documentation 

Set
Complete RPAR

(Word)

Create

Customize A19
(Word)

A19

Create

Review 
Administrative 

Procedures
with Provider

Used by

Develop and
Complete
Contract
(Word)

Provider Contract

Contract with 
Signature Request

Signed Contract Executed Contract

Sign
Contract

Create Update

Used by

SUBJECT MATTER EXPERTS CONSULTED: 
Jason Alves – WDVA
Dorothy Hanson - WDVA
Melissa Rhault – WDVA
Jessica Wilson - WDVA

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-17
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Review 
Intakes with

Provider

Resource Needed
(because Program 

is funded or provider left)

Documentation
Set

Documentation
Set

RPAR

RPAR

Contract with 
Signature Request

Signed Contract Executed Contract

Executed Contract

Terms, payment plan, 
scope of service, etc.



W
DV

A

Tr
an

sit
io

na
l H

ou
sin

g 
Pr

og
ra

m
Ca

se
 M

an
ag

er

Cl
ie

nt
O

th
er

Pr
ov

id
er

(s
)

Fe
de

ra
l

Ve
te

ra
ns

 
Ad

m
in

ist
ra

tio
n

Ba
ck

gr
ou

nd
In

ve
st

ig
at

io
ns

, I
nc

.

AS-IS PROCESS 61: Screen Client  (Veterans Services – Transitional Housing Services Program (THSP) – Building 9)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-08-04
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Jay Behrens – WDVA
Carrie Cook – WDVA
Christine Freemon – WDVA
Juan Herrera - WDVA
Lynda Reese - WDVA
Ray Switzer - WDVA
Andrea Talmadge - WDVA

Federal 
VA

Referral

Yes Complete
Application

THP
Application

Create

Emergency
Referral

?

Screen
Client for
Eligibility

Yes Eligible
?

Time
To Screen

THP
Candidates

No

For each 
program

Referral

Determine
Other

Programs
For Referral

No

Assess
Application

Used by

Acceptable
?

No

Interview
ClientYes

File
Hardcopy

Client 
Record(s)

Acceptable
?

No

Yes

Order
Background
Investigation

Order Report

Background
Investigation

Report

Review
Report

Acceptable
?

No

Yes
Determine

Entry
Date

Determine
Transportation

Needs

Refer

Client
Is

Awaiting
Admission

Report as 
Outreach 
Program
“Unique”

Referral

Screening 
Questions

Used by

Sources Used:
- WA State Patrol
- National Sex Offender Registry
- Others

Other programs could include 
CABHI/BRIDGES, HVRP, etc.
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AS-IS PROCESS 62: Admit Client to Building 9  (Veterans Services – Transitional Housing Services Program (THSP) – Building 9)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-22
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Jay Behrens – WDVA
Carrie Cook – WDVA
Christine Freemon – WDVA
Juan Herrera - WDVA
Lynda Reese - WDVA
Ray Switzer – WDVA
Andrea Talmadge - WDVA

Client
Is

Awaiting
Admission

THP
Policies &

Procedures
Manual

Discuss
Admission

Requirements 
with Client

Review P&P 
Manual with 

Client

Used by

Screen Client
for Income

Qualifies
?

Yes Set up
Appointment

Client
Ready for

Clinical
Intake

Meet with Building 9 
Staff to

Assess and Determine
Living Requirements THP

Policies &
Procedures

Manual

P&P Manual

Introduce  
Client

To Service 
Center

Screen Client
for Eligibility for 
CABHI/BRIDGES

Program Client
Ready for

CABHI/BRIDGES
Screening

No

CABHI/BRIDGES, Facility 
Peer, Case Manager, 
Admissions Coordinator 
meet to determine 
client’s rooming needs 
vs. availability.

Includes:
- Paperwork
- Money

Note on acronyms:
- CABHI is “Cooperative Agreement to Benefit Homeless Individuals”
- BRIDGES is “Bringing Recovery into Diverse Groups through Engagement & Support”
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AS-IS PROCESS 63: Perform Client Intake  (Veterans Services – Transitional Housing Services Program (THSP) – Building 9)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-22
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Assign to 
Case 

Manager

Define
Case Plan

(TheraScribe)

Encourage or 
Warn Client
As Needed

Client
Ready for

Clinical
Intake

Introduce 
Client to 

Case 
Manager

72 Hours Since Case 
Manager Assignment

Assess
Client’s
Needs

Manage
Plan

For each 
plan objective

Check-In 
Per Plan

Discuss 
Progress and 
Status with 

Client

First Episode of Stagnation

Second Episode of Stagnation

Issue Written Notice to Client

Notice

Refine
Case Plan as 

Needed
(TheraScribe)

Issue Written Eviction 
Notice to Client

Third
Episode

of
Stagnation

Eviction
NoticeWhile in THP at Building 9

Client
Completes
Program

Written Notice to Client Written Eviction 
Notice to Client

SUBJECT MATTER EXPERTS CONSULTED: 
Jay Behrens – WDVA
Carrie Cook – WDVA
Christine Freemon – WDVA
Juan Herrera - WDVA
Lynda Reese - WDVA
Ray Switzer - WDVA
Andrea Talmadge - WDVA

Iteration depends on the 
specific plan and the client’s 
needs. Typical: Every week to 
every 60 days.

Examples:
- Medical issues
- Alcohol/drug abuse treatment
- Mental health issues
- Income issues

Typical content:
- Objectives
- Intervention needs
- Progress checks
- Completion criteria
- Collaboration with other agencies (i.e. Apple Care)
- VA Hospital enrollment (A.C.T.)
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AS-IS PROCESS 64: Perform Client Follow-Up and Close Out  (Veterans Services –
Transitional Housing Services Program (THSP) – Building 9)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-22
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Conduct 
Exit

Interview

Close Out
Case Plan

(TheraScribe)

Client
Completes
Program

Offer Ongoing
Case 

Management

Assess
Client’s
Needs

No

Each Month

Written Eviction 
Notice to Client

Client
Wants

Ongoing Case
Mgmt.

?

Yes Check In 
with Client

6 Months
Has

Elapsed
?

No

Yes

Cloe Out and 
Store

Hardcopy
Client File

Topics:
- Medical needs
- Hours working
- Job specifics
- Income

SUBJECT MATTER EXPERTS CONSULTED: 
Jay Behrens – WDVA
Carrie Cook – WDVA
Christine Freemon – WDVA
Juan Herrera - WDVA
Lynda Reese - WDVA
Ray Switzer - WDVA
Andrea Talmadge - WDVA
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AS-IS PROCESS 65: Screen Client for CABHI/BRIDGES  (Veterans Services – Transitional Housing Services Program (THSP) – Building 9)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-29
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Jay Behrens – WDVA
Carrie Cook – WDVA
Christine Freemon – WDVA
Juan Herrera - WDVA
Lynda Reese – WDVA
Ray Switzer – WDVA
Andrea Talmadge - WDVA

Client
Ready for

CABHI/BRIDGES
Screening

Interview
Survey

Discuss
Program 

with Client

Create

Interview 
Client and 
Complete 

Survey

Yes
Client

Agreeable
?

No

Assess
Housing and 
Employment 

Goals

Enter Intake
Information

(SAMHSA CDP)

Enter Intake
Information

(SAMHSA TARGET )

Enter Intake
Information

(Excel )

Participant
Log

Sheet

Update

Meet CABHI/
BRIDGES Client 

Needs

Update Intake
Information

(SAMHSA CDP)

Update Intake
Information

(SAMHSA TARGET )

Update Intake
Information

(Excel )
90 Days 

Has Elapsed

Check In 
with Client

Client
Has Needs

?

Meet CABHI/
BRIDGES Client 

Needs
Yes

Client Wants
To Exit

Program

Fail to 
Reach Client? No

Third Failure
To Reach

?

Yes

Administratively
Discharge

Client

Changes Made
To Client Status

?

Client Wants
To Exit

Program
?

No

Yes

Yes

Yes

No

No

Finalize Intake
Information

(SAMHSA CDP)

Finalize Intake
Information

(SAMHSA TARGET )

Finalize Intake
Information

(Excel )

No

Update

UpdateDiscuss Housing 
History

(Housing Survey)

Housing
Calendar

Create

CDP = Common Data Platform
TARGET = Treatment and 
Assessment Report Generation 
Tool

- Expectations
- Outcomes
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AS-IS PROCESS 66: Meet CABHI/BRIDGES Client Needs Sub-Process (Veterans Services – Transitional Housing Services Program (THSP) – Building 9)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-22
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Client
Desires

Employment
?

Verify with Case 
Manager

Client Ready for 
Employment

Yes Ready
?

Attempt
Employment 

Match
Yes Match

?

Assist Client 
with Job 
Needs

Yes

Determine 
What Client 

Can Live With

No

Agreeable to
Alternative(s)

?

Yes

Client
Desires
Housing

?

No No No

No

Verify with Case 
Manager

Client Ready for 
Employment

Yes Ready
?

Client Has
Housing Voucher

?
Yes Yes

Duplicative
Effort

?

Cease
Housing 

Match Effort 

Yes

No

No

No

Attempt
Housing Match

Match
?

Assist Client with 
Housing NeedsYes

Determine 
What Client 

Can Live With

No

Agreeable to
Alternative(s)

?

Yes

No

No

Keep CABHI 
Informed

Notification

Verify  No 
Duplicative

Effort

Inquiry

Inquiry

Duplicative
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Response

SUBJECT MATTER EXPERTS CONSULTED: 
Jay Behrens – WDVA
Carrie Cook – WDVA
Christine Freemon – WDVA
Juan Herrera - WDVA
Lynda Reese - WDVA
Ray Switzer - WDVA
Andrea Talmadge - WDVA

Examples:
- Job Application
- Clothing for interview/job
- References

Examples:
- Veterans Affairs Supportive Housing (VASH) 
- Housing Access and Services Program (HASP)

Typical assistance activities: 
- Complete rental/lease application
- Make deposit
- Credit check
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AS-IS PROCESS 67: Building 9 Soft Case Management (Veterans Services – Transitional Housing Services Program (THSP) – Building 9)

Client
Requires

Basic
Needs

Assess 
Need(s)

Determine
Source(s)

Provision State 
Funded?

Process
THP

PaymentYes Provision
Request

No

Client
Requires
Help with

Forms

Locate
Form

Assist Client 
with 

Completion 
of Form

Request

Client
Requires
Help with
Resume

Assist Client 
with 

Resume

Client
Has Conflict

With Another
Resident

Encourage 
Client to 
Resolve
Among 

Themselves Wait
Several

Days

Conflict
Resolved

?

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-22
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Client
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Referral
Required
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Complete 
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Create

Refer
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Used by

Refer

Refer
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SUBJECT MATTER EXPERTS CONSULTED: 
Jay Behrens – WDVA
Carrie Cook – WDVA
Christine Freemon – WDVA
Juan Herrera - WDVA
Lynda Reese - WDVA
Ray Switzer - WDVA
Andrea Talmadge - WDVA
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AS-IS PROCESS 68: Process THP Payment Sub-Process (Veterans Services – Transitional Housing Services Program (THSP))

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-29
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Process
A19 

Pay via
Credit
Card

Send
Payment

Record
Payment

Receive
Receipt

Payment Receipt

Credit Card Rpt.

Complete
A19

(Word)

Compile Credit
Card Report

(Excel)

SUBJECT MATTER EXPERTS CONSULTED: 
Nathan Hoppe - WDVA
Darcy Hutchinson – WDVA
Kristan Johnson - WDVA
Holly Steingline – WDVA

Called by PROCESSES:  62
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Update

Pay via
Credit
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Send 
Payment

Record
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(Word)
Receipt(s)

Gift Card Rpt.

Update

Payment

Receipt(s)Gift Card

MFR

Update

Credit Card 
Authorization

Gift Card
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Check Request

Credit Card or Gift Card Request

Update
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Record (MFR)
(Excel)

Log in
Financial

Log
(Excel)

File
Receipts and 
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into Client 

File

Credit Card Rpt.

Update

For each support request

Check Authorization

A19

Check Authorization

End
of

Month

CC Report

CC Report A19

Check

Gift Card

Check

Authorization
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AS-IS PROCESS 69: Welcome VEMP Client and Process Intake  (Veterans Services – Veterans Estate Management Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-13
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Dean Motoyama – WDVA
Tobias Perry – WDVA

Federal 
VA

Referral

Federal
Fiduciary Account

(VA Form 21-4706b)

Used by

Negotiate 
Commission

Referral
Used by

Representative 
Payee

Appointment
Referral and 
Paperwork

Review 
Paperwork

Fiduciary Appointment 
Referral

and Paperwork

SSA 
Referral

Negotiate 
Commission

Review 
Paperwork
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Member, Friend
Of Social Worker

Referral

SSA Payee
Application

(Form SSA-11-BK)

Application To Collect 
Fee for Payee Services

Form SSA-445)

Update

Complete 
Payee 

Application 
and Sign

Complete Payee 
Services 

Application and 
Sign

Update

Complete 
Payee 

Application 
and Sign

Update

SSA Applications (2)

VA Applications (2)

Applications

Applications

Complete 
Application
On Behalf of

Client

Discuss 
Needs with 

Client or 
Proxy

Has VA
Pension or

Benefits

Has
SSA

Benefits

Time to
Enter in System

?

At First
Opportunity

No

Enter Client and 
Fiduciary

Information
(QuickBooks)

Yes

Build 
Paper 

File 

Enter Client
Case Notes

(Word)

Assign
Estate

Manager

Prepare 
Welcome Packet

(Word)
Welcome Packet

Create

Welcome Packet

Welcome
Packet

Set-Up 
Memorized

Transactions
(QuickBooks)

Client
Has Recurring

Payments
?

No

Yes

Welcome Packet Contents:
- Welcome Letter
- Client Guidelines
- VA Directed Budget
- Financial Questions
- Personal Information 
- Authorization to Release Information
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AS-IS PROCESS 70: Process Payment  (Veterans Services – Veterans Estate Management Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-24
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Dean Motoyama – WDVA
Tobias Perry – WDVA
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Enter Payment
Information

(QuickBooks)

Income 
Posted

Income 
Posted

Verify
Vendor

(QuickBooks)

Client
One-Time

Payment Request

Time to Pay
Recurring Bill Draft

Check
(QuickBooks)

Vendor
Exists

?

Verify
Client Balance against 

Recurring and Monthly 
Bill Obligations
(QuickBooks)

Add
Vendor 

Information
(QuickBooks)

No

Yes
Payment 
Possible

Now
?Bill

Arrives

Invoice or Bill

Notify Client
Or Proxy

Notify
Client or Proxy

?
No

Yes

Yes

No

Check

Check

Process 
Paper
Check

Add to Daily
Outgoing 

Mail

Client Exits

Notification

Time to
Deliver to

WA Consolidated
Mail Services

Deliver
Outgoing 

Mail



W
DV

A

Ve
te

ra
ns

 E
st

at
e 

M
an

ag
em

en
t P

ro
gr

am
 (V

EM
P)

Pr
og

ra
m

 S
pe

ci
al

ist

Cl
ie

nt
Fe

de
ra

l
De

pt
. o

f 
Ve

te
ra

ns
 

Af
fa

irs

So
ci

al
 

Se
cu

rit
y 

Ad
m

in
.

AS-IS PROCESS 71: Process Federal Accounting Reports  (Veterans Services – Veterans Estate Management Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-13
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Dean Motoyama – WDVA
Tobias Perry – WDVA
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Received

SSA Report
Due Notice
Received

Notice

Generate
Report

(QuickBooks)

Enter Expense
Information
(MS Access)

Correct 
Errors

(QuickBooks)

Errors
In 

Report(s)
? Access Form

and Letter(s) to Client
Or Proxy

No

Yes

Form and Letter(s)

QuickBooks
Report

Create Used by

VA Report &
Supporting 

Documentation

SSA Report &
Supporting 

Documentation

SSA Report
Response

VA  Report
Response

Report

Report Response

Response

MS Access
Form

Create

Content:
- Hardcopy Letter
- Approval or Errors
- Start Date/End Date
- Ending Balance

Note: The timing of the 
report notice and the due 
dates is dependent on the 
client’s appointment 
anniversary. This process 
is executed per client per 
anniversary.
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AS-IS PROCESS 72: Close Out VEMP Client  (Veterans Services – Veterans Estate Management Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-24
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Dean Motoyama – WDVA
Tobias Perry – WDVA
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AS-IS PROCESS 73: Conduct Initial Briefing  (Veterans Services – Transitioning Warrior Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-24
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Malcolm Leach – WDVA

Service Member
Conducts

Required Visit 
to TWP Office

Discuss Needs 
with

Service Member

Interview Checklist

Used by

Documents
Needed

Documents

Enter Contact
Event

(JBLM CTS)

Gather
Documents

Based
On Needs

Examples:
- Housing
- Financial
- Education

Joint Base Lewis McChord’s
“Client Tracking System”

Examples:
- WDVA Benefits Letter
- PTSD Counselor
- TWP PowerPoint Deck explaining Contact Info
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AS-IS PROCESS 74: Conduct Briefing to IDES or Battalion Service Members and Family (Veterans Services – Transitioning Warrior Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-24
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Malcolm Leach – WDVA

Each Monday

Introduce and
Review 
Agenda

Deliver 30-Minute
PowerPoint

Briefing

Briefing

Signs In

IDES
Audience

Battalion
Audience

Deliver 60-Minute
PowerPoint

Briefing

Briefing

Conduct Question 
and 

Answer
Session

Note:
IDES = Integrated Disability Evaluation System
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AS-IS PROCESS 75: Update Resources (Veterans Services – Transitioning Warrior Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-24
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Malcolm Leach – WDVA
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AS-IS PROCESS 76: Direct Client to Resources (Veterans Services – Transitioning Warrior Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-24
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Malcolm Leach – WDVA
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AS-IS PROCESS 77: Conduct Outprocessing (Veterans Services – Transitioning Warrior Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-06-24
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Malcolm Leach – WDVA

Service
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Office
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Member
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Examples:
- Disability
- State to reside in
- Any claims filed?
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AS-IS PROCESS 78: WDVA-to-DSHS Data Exchange  (Veterans Services – Olympia Service Center)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-09
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Becky Boutilier – DSHS
Steve Gill - WDVA
Rafael Lozano – WDVA
Kevin Wharton - WDVA

Run Query to
Export

Previous Quarter’s
New DD214

Records
(MS Access)

Quarterly

Validate Export
And Prepare

(Excel)

DSHS
DD-214

Quarterly
Export

File

Create

New
DD-214
Records
Export

File

Create

Used by

DSHS
DD-214

Quarterly
Export

File

DSHS
DD-214

Quarterly
Export

File

Analyze 
Export File

(Excel)

Correctly
Formatted

?

Yes

No

Commit Records 
to Client Registry

Send File
(Secure FTP)

SFTP Failed,
Resend

Commit Failed

Corrections

DSHS
DD-214

Quarterly
Export

Successfully Imported

DSHS
DD-214

Quarterly
Export

Successfully Imported

View Client Record
(Client Registry)

Veteran
?

No

Send Referral to WDVA
(Process 13)

Match Records in 
Client Registry

Corrections

Performed:
- October 31
- January 31
- April 30
- July 31

Note: This intermediate event can happen for a variety of reasons 
when a case manager is researching a client or evaluating eligibility. 
Client Registry displays a “Non-DSHS Services” field that can display 
the value “VA.” 

Stored Procedure

Stored Procedure
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AS-IS PROCESS 79: HCA-to-WDVA Data Exchange (Veterans Services – Olympia Service Center)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-08
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Bill Allman – HCA
Tim Dahlin - HCA
Rafael Lozano – WDVA
Kevin Wharton - WDVA
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and Augment Client

Record
(Excel)

Identify Additional 
Client

Information
(Excel)

Enhanced
LTC Applicant Regional 
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- Spousal Info
- Financial Info
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AS-IS PROCESS 80: Request Match Information for HCA Long Term Care Veteran Clients (Health Care Authority – Veterans Benefit Program)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-07-08
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

State of WA
Match File

Create

VA Match File
(HCA Data Only)

For each returned record from DMDC

Analyze, Organize 
and Augment Client

Record
(Excel)

Analyze Appended 
Client

Information
(Excel)

Enhanced
LTC Applicant Regional 

Referrals File

Update

SUBJECT MATTER EXPERTS CONSULTED: 
Bill Allman – HCA
Tim Dahlin - HCA
Rafael Lozano – WDVA
Kevin Wharton - WDVA

Match File
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(Appended Data)
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Match File
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(ACES)

Process Match 
Output File

(ACES)

Export Match 
File

(ACES)

Used by

State of WA
Appended Match File

Used by

State of WA
Match Export File

FTP File

FTP File

Create

Used by

File returned with possible matches 
from VA PARIS records obtained by 

DMDC from Federal VA. Not all records 
will score a match.
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AS-IS PROCESS 81: Manage Accounts Payable (WDVA Financial Services)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-10-06
THIS DIAGRAM'S VERSION: 2
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

Contractor
Spreadsheet

Update

SUBJECT MATTER EXPERTS CONSULTED: 
Daniel Beard – WDVA
Andrea Donnelly – WDVA
John Giles – WDVA 
Terri Goddard – WDVA
Ron Pitre - WDVA
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Used by
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Against A19
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Used by

Verify the following:
- Coding
- Month
- Vendor Number
- Vendor Name
- Signature
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AS-IS PROCESS 82: Upload Financial Transactions Sub-Process (WDVA Financial Services)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-09-09
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Daniel Beard – WDVA
Andrea Donnelly – WDVA
John Giles – WDVA 
Terri Goddard – WDVA
Ron Pitre - WDVA

Update

Enter Filepath
(AFRS Financial 

Toolbox)

Upload and Validate
Batch File

(AFRS Financial Toolbox)

Used by

Results

View Upload
Results

(AFRS Financial 
Toolbox)

Upload
Errors

?

Correct Error
Record

(AFRS Financial Toolbox)

For each upload error record

Yes

No

ResultsTransactions

AFRS  = Agency Financial Reporting System
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AS-IS PROCESS 83: Manage Accounts Receivable (WDVA Financial Services)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-09-09
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Daniel Beard – WDVA
Andrea Donnelly – WDVA
John Giles – WDVA 
Terri Goddard – WDVA
Ron Pitre - WDVA
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Template and Log
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(Excel)

Errors?
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Used by

Used by
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AS-IS PROCESS 84: Receive Revenue (WDVA Financial Services)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-09-09
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Daniel Beard – WDVA
Andrea Donnelly – WDVA
John Giles – WDVA 
Terri Goddard – WDVA
Ron Pitre - WDVA

Paper
Check
Arrives

A8 Package

A8 Package

Code A8
(Excel)

Release Batch
(AFRS Financial 

Toolbox)

Time to
Check

Treasury
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System
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From

Inter-Agency
Processing

Verify That
ACH Receivable

Has Posted
(TM$)

ACH 
Posted

?

No

Print 
ACH

Yes
Enter into

Cash Receipt Log
(Excel)

Cash Receipt
Log

Update

A8 Journal
Voucher

Create A8
Journal Voucher

(Excel)

Create

Enter into
Cash Receipt Log

(Excel)

Update

Upload Deposit
(Remote Image 
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Print Deposit
(Remote Image 

Deposit)

Create Deposited 
Checks A8

(Excel)

A8 Deposited Checks

Create

Combine 
with A8

Update Journal
Voucher Log

(Excel)

J.V. Log

Update

Upload Financial 
Transactions

Used by

TMS = Treasury Management System (stylized as “TM$”) 
is the Office of the State Treasurer's financial 
application. 
ACH = Automated Clearing House

A8 = Cash Receipts 
Journal Summary 
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AS-IS PROCESS 85: Prepare Federal Annual Report (WDVA Financial Services)

PROJECT NAME/NUMBER: WDVA Business Process Mapping
ORGANIZATION: WDVA
AUTHOR: Dan Drislane
DATE: 2015-09-09
THIS DIAGRAM'S VERSION: 1
SOURCE FILE: WDVA_AS_IS_PROCESSES_V22.vsd

SUBJECT MATTER EXPERTS CONSULTED: 
Daniel Beard – WDVA
Andrea Donnelly – WDVA
John Giles – WDVA 
Terri Goddard – WDVA
Ron Pitre - WDVA
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