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Section G.  Folder Maintenance

 PRIVATE INFOTYPE="OTHER" Overview

	In this Section
	This section contains the following topics:


	Topic
	Topic Name
	See Page

	23
	Maintenance and Renovation
	4-G-2

	24
	Outdated Folder Notations
	4-G-4


23.  Maintenance and Renovation

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on the maintenance and renovation of folders.  It includes information on

· folder maintenance

· the general renovation policy, and

· the renovation of segregated and non-segregated folders.


	Change Date
	November 15, 2004


	a.  Folder Maintenance
	Maintain veterans folders to provide maximum protection of their contents by

· avoiding overcrowding in file cabinets, and

· replacing folders and envelopes that become damaged.


	b.  General Folder Renovation Policy
	Renovate folders as needed to protect the contents.

Perform any required renovation before transferring a folder out of the office.


	c.  Renovation of Segregated Folders
	Follow the steps in the table below to renovate a segregated folder.


	Step
	Action

	1
	Remove from compartment A

· change of address notices, and

· superseded stop or suspend pay notices and worksheets.

	2
	Remove from compartment D all material dated one year or older.

	3
	Check the material in all compartments for correct filing sequence.


	Reference:  For more information on the type of documents filed in each compartment of a segregated folder, see M21-1MR, Part III, Subpart ii, 4.F.21.c.


Continued on next page

23.  Maintenance and Renovation, Continued

	d.  Renovation of Non-Segregated Folders
	Follow the steps in the table below to renovate a non-segregated folder.


	Step
	Action

	1
	Ensure all documents relating to payments, allowances, and denials are filed on the left flap of the folder.

	2
	File documents in chronological order.

	3
	Ensure replies to incoming correspondence are filed immediately above the incoming correspondence.

	4
	Remove duplicate copies of documents unless they contain notations of record value.

	5
	Remove the following documents if they have served their purpose and have no record value:

· worksheets

· control or suspense copies of Department of Veterans Affairs (VA) forms

· form letters

· diary slips

· routing slips, and

· letters of transmittal.

	6
	Dispose of the removed material according to RCS VB-1, Part I, Item No. 13-052.000.

	7
	Duplicate the old folder’s markings on the new folder.

Exception:  Do not duplicate the markings on obsolete folders.


24.  Outdated Folder Notations

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about outdated folder notations on claims folder and deceased veterans’ claims folder.  It includes 

· general policy information, and

· information on 

· notation descriptions, and

· other outdated folder notations.


	Change Date
	November 15, 2004


	a.  General Policy
	Certain standard notations previously used to denote the existence or disposition of associated records or actions

· are no longer required, and

· must not appear on newly prepared folders.

Always use the current notation that supersedes the outdated notation.

Reference:  For more information about current notations, see M21-1MR, Part III, Subpart ii, 3.B.6.


Continued on next page

24.  Outdated Folder Notations, Continued

	b.  Notation Descriptions
	The table below contains a partial list of outdated folder notations.


	Notation
	Description/Action

	POWER OF ATTORNEY (date)
	Indicates a discontinued procedure to reflect the existence of a current power of attorney (POA) on the folder.

Currently, a determination of the status of powers of attorney requires a review of the folder content.

	· RETIRED FILE IN VARSC, and

· CURRENT FILE
	Denotes a discontinued procedure.

“Retired Files”

· consisted of correspondence removed from claims folders

· were retired to the VA Records Service Center, which no longer exists, and

· have been disposed of in accordance with appropriate records disposition authority.

Current procedure does not provide for the creation of “Retired Files.”

	R&E FLDR TRFR TO VA REC (SERV) CENTR (date of transfer)
	Obliterate this stamp if noted during routine operations.

Folders transferred to VA Records Service Center have been destroyed.

	R&E FLDR LOC (name of RO)
	Placed immediately next to the “R&E FLDR” stamp when R&E or DEA folders were at another regional office (RO) by reason of VR&E workload consideration.


Continued on next page

24.  Outdated Folder Notations, Continued

	c.  Other Outdated Folder Notations
	Other outdated folder notations include

· “DECEASED CASE”

· “PAY RECORDS LOCATED ___________”

· “RATED 1945S”

· “REVIEWED UNDER PUBLIC LAW NO. 2, 73RD CONGRESS”

· “REVIEWED LETTER D A 12-14-54”

· “REVIEWED UNDER INSTRUCTION #3 SECTION 27 AND 28 PUBLIC LAW 144, 73RD CONGRESS,” and

· “7-195 FILED IN R&E FOLDER ON ___________.”
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