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12.  General Policies

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains general policy information regarding the permanent transfer of claims folders.  It includes information on

· transfers for insurance purposes, and

· records to accompany claims folders.


	Change Date
	November 15, 2004


	a.  Transfer for Insurance Purposes
	Follow the steps in the table below upon receipt of a request from an insurance center for a determination that has not been made.


	Step
	Action

	1
	Permanently transfer the claims folder to the Veterans Service Center (VSC) of the requesting Regional Office and Insurance Center (ROIC).

	2
	Annotate the Control of Veterans Records System (COVERS) transfer slip or VA Form 70-7216a, Request for and/or Notice of Transfer of Veterans Records, with “M21-1MR, Part III, Subpart vi, 8.5. (M21-1, Part IV, 23.11b(5))” as the reason for transfer.

Result:  Any concurrent adjudicative issues are now under the jurisdiction of the ROIC VSC.


	b.  Records to Accompany Claims Folders
	Whenever transferring the claims folder, also transfer the following records, as appropriate:

· all records in the calendar suspense file

· fiscal records, if indicated, and

· the Counseling/Evaluation/Rehabilitation (CER) folder and charge card.

Note:  Annotate Item 13 of VA Form 70-7216a to show the transfer of the CER folder.


13.  Claims Folders

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about the permanent transfer of claims folders.  It includes information about

· conditions for permanent transfer

· loan default indebtedness

· employee-veteran records

· cases involving a court-appointed fiduciary, and

· correspondence.


	Change Date
	November 15, 2004


	a.  Conditions for Permanent Transfer
	Permanently transfer claims folders under any of the following conditions:

· the veteran, preferred beneficiary, or authorized representative specifically requests transfer to the regional office (RO) of jurisdiction based on a permanent change of address

· a request for a physical examination is pending in the RO having jurisdiction over the veteran’s home address

· an application by the veteran for a Department of Veterans Affairs (VA) benefit or claim for an increase in benefits is pending in the RO having jurisdiction over the veteran’s home address

· exclusive jurisdiction resides with the Washington Regional Office (WRO)

· exclusive jurisdiction resides with the Pittsburgh RO because the veteran has a foreign residence and/or an Area Processing Office (APO) or Federal Processing Office (FPO) address

· exclusive jurisdiction resides with the Houston RO because the veteran resides in Mexico or one of the countries in South America, Central America, or the Caribbean

· exclusive jurisdiction resides with the Manila RO because the veteran’s claim is based on service with the Commonwealth Army of the Philippines, Special Philippines Scouts, or Alleged or Recognized Guerillas

· exclusive jurisdiction resides with the White River Junction RO because the veteran resides in Canada

· another office requires the claims folder for litigation involving insurance benefits, or

· Central Office (CO) reassigns jurisdiction.


Continued on next page

13.  Claims Folders, Continued

	b.  Loan Default Indebtedness
	The table below describes the permanent transfer of claims folders in cases involving loan default indebtedness.


	If …
	Then …

	· loan default indebtedness is established

· no current benefits are being paid

· no claim is being processed, and
· there is no other outstanding indebtedness in the case
	the RO that originated the debt will immediately request the claims folder.

	· benefits are currently being paid

· a claim is being processed, or
· there is an active outstanding indebtedness in the case
	the complete loan indebtedness records will be transferred to the RO having claims folder jurisdiction.


	c.  Employee-Veteran Records
	Permanently transfer claims folders to comply with procedures governing jurisdiction of employee-veteran records as outlined in M21-1MR, Part III, Subpart ii, 5.D.16. 


	d.  Court-Appointed Fiduciary
	If the court appoints a fiduciary for an incompetent or preferred beneficiary, jurisdiction resides with the RO in the geographic location of the appointing court.

Reference:  For more information on cases in which another Veterans Service Center Manager (VSCM) has jurisdiction over a fiduciary, see M21-1MR, Part III, Subpart ii, 5.E.18.d (Step 4). 


	e.  Correspondence
	Upon receipt of correspondence at an RO not having custody of the claims folder, forward the correspondence to the office having possession of the folder.

Result:  The office having possession of the folder will determine whether a transfer is necessary.


14.  Principal Guardianship Folders (PGFs)

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on the permanent transfer of principal guardianship folders (PGFs).  It includes information on the

· initiation of transfer, and

· request for transfer.


	Change Date
	November 15, 2004


	a.  Initiation of Transfer
	The VSCM or designee at the RO where the folder is located initiates the permanent transfer of principal guardianship folders (PGFs).

Do not transfer a PGF without the approval of the

· VSCM, or

· designee.


	b.  Request for Transfer
	To transfer a PGF, forward a copy of VA Form 70-7216a to the RO having jurisdiction of the corresponding claims folder.

Result:  The authorization activity at the RO transferring the PGF uses the CORR command to enter the three-digit number of the RO that has jurisdiction of the PGF in the GDN field of the M11 screen.  


15.  Classified Records

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on classified records.  It includes information on

· the policy for transfer

· confidential material, and

· material classified as “For Official Use Only.”


	Change Date
	November 15, 2004


	a.  Policy for Transfer
	VA allows the transfer of claims folders containing confidential material after
· the processing of an award or denial, and

· the expiration of the appeal period.


	b.  Confidential Material
	Confidential material remains at the WRO in the locked files, despite possible transfer of the claims folder to another RO.


	c.  Material Classified “For Official Use Only”
	Material in a file that is classified as “For Official Use Only” remains in the claims folder.

If the claims folder is transferred, the classified material is transferred along with the folder.


16.  Employee-Veteran Records

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on the permanent transfer of employee-veteran records.  It includes information on

· records maintenance

· VA Form 20-0344a, Notification of an Employee or Employee-Relative Claims File

· the transfer of claims folders to the RO of jurisdiction, and

· offices of jurisdiction.


	Change Date
	October 24, 2005


	a.  Records Maintenance
	Each RO maintains VA employee-veteran records in the locked files if jurisdiction of records is assigned to the employing office.


	Reference:  For more information on locked files, see M21-1MR, Part III, Subpart ii, 4.A.3.


Continued on next page

16.  Employee-Veteran Records, Continued

	b.  VA Form 20-0344a
	Upon receipt of VA Form 20-0344a, Notification of an Employee or Employee-Relative Claims File

· pull the claims folder, and

· use the table below to determine the next action based on the information indicated on VA Form 20-0344a.


	If VA Form 20-0344a indicates . . .
	Then . . .

	· employment in “Part I,” or

· transfer in “Part II” 
	review the folder to determine the office of jurisdiction.

Note:  The Information Security Officer (ISO) will review the folder to determine if a transfer is in order.

	termination of employment in 

“Part II” 

	the office of jurisdiction at the time of the veteran’s separation retains the veteran’s records 

· in locked files for a period of three years following the date of separation, and

· thereafter, in general files until a transfer is in order for any of the reasons listed in M21-1MR, Part III, Subpart ii, 5.D.13.a.


	c.  Transfer to Regional Office of Jursidiction
	The table below contains information about the transfer of claims folders to the RO of jurisdiction.


	If …
	Then transfer the claims folder …

	· no rating or award action is pending, or

· rating or award action is indicated, but has not been initiated
	immediately

	development of a claim is in progress
	upon receipt of the requested evidence.

Note:  Evidence includes reports of any authorized physical examination.


Continued on next page

16.  Employee-Veteran Records, Continued

	d.  Offices of Jurisdiction
	The table below contains the offices of jurisdiction for active employee-veteran records for compensation or pension purposes.


	Employing RO
	Office of Jurisdiction

	Central Office
	Baltimore, Maryland

	Appeals management Center
	Baltimore, Maryland

	Area Offices  (see Note)
	Baltimore, Maryland

	Albuquerque, New Mexico
	Waco, Texas

	Anchorage, Alaska
	Seattle, Washington

	Atlanta, Georgia
	Montgomery, Alabama

	Baltimore, Maryland
	Providence, Rhode Island

	Boise, Idaho
	Fort Harrison, Montana

	Boston, Massachusetts
	Manchester, New Hampshire

	Buffalo, New York
	New York, New York

	Cheyenne, Wyoming
	Salt Lake City, Utah

	Chicago, Illinois
	Milwaukee, Wisconsin

	Cleveland, Ohio
	Detroit, Michigan

	Columbia, South Carolina
	St. Petersburg, Florida

	Denver, Colorado
	Salt Lake City, Utah

	Des Moines, Iowa
	Chicago, Illinois

	Detroit, Michigan
	Pittsburgh, Pennsylvania

	District of Columbia (WRO)
	Wilmington, Delaware

	Fargo, North Dakota
	St. Paul, Minnesota

	Fort Harrison, Montana
	Seattle, Washington

	Hartford, Connecticut
	White River Junction, Vermont

	Honolulu, Hawaii
	San Diego, California

	Houston, Texas
	Phoenix, Arizona

	Huntington, West Virginia
	Winston-Salem, North Carolina

	Indianapolis, Indiana
	Louisville, Kentucky

	Jackson, Mississippi
	St. Louis, Missouri

	Lincoln, Nebraska
	New Orleans, Louisiana

	Little Rock, Arkansas
	Wichita, Kansas

	Los Angeles, California
	Oakland, California

	Louisville, Kentucky
	Nashville, Tennessee

	Manchester, New Hampshire
	Togus, Maine

	Manila, Philippines
	District of Columbia (WRO)
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16.  Employee-Veteran Records, Continued

	d.  Offices of Jurisdiction (continued)


	Employing RO
	Office of Jurisdiction

	Milwaukee, Wisconsin (including the Pension Maintenance Center (PMC))
	Des Moines, Iowa

	Montgomery, Alabama
	Columbia, South Carolina

	Muskogee, Oklahoma
	Little Rock, Arkansas

	Nashville, Tennessee
	Cleveland, Ohio

	New Orleans, Louisiana
	Jackson, Mississippi

	New York, New York
	Newark, New Jersey

	Newark, New Jersey
	Buffalo, New York

	Oakland, California
	Reno, Nevada

	Philadelphia, Pennsylvania (including the PMC)
	Indianapolis, Indiana

	Phoenix, Arizona
	Albuquerque, New Mexico

	Pittsburgh, Pennsylvania
	Philadelphia, Pennsylvania

	Portland, Oregon
	Boise, Idaho

	Providence, Rhode Island
	Hartford, Connecticut

	Reno, Nevada
	Sioux Falls, South Dakota

	Roanoke, Virginia
	Huntington, West Virginia (see Note)

	St. Louis, Missouri
	Lincoln, Nebraska

	St. Paul, Minnesota (including the PMC)
	Denver, Colorado

	St. Petersburg, Florida
	Atlanta, Georgia

	Salt Lake City, Utah
	Seattle, Washington

	San Diego, California
	Los Angeles, California

	San Juan, Puerto Rico
	St. Petersburg, Florida

	Seattle, Washington
	Portland, Oregon

	Sioux Falls, South Dakota
	St. Paul, Minnesota

	Togus, Maine
	Boston, Massachusetts

	Waco, Texas
	Houston, Texas

	White River Junction, Vermont
	Togus, Maine

	Wichita, Kansas
	Muskogee, Oklahoma

	Wilmington, Delaware
	Indianapolis, Indiana

	Winston-Salem, North Carolina
	Roanoke, Virginia


	Note:  Eastern Area veteran employee claims folders should be maintained at the Huntington Regional Office, not Baltimore.


17.  Transfers Following Pre-Discharge Claims Processing

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on transfers following pre-discharge claims processing.  It includes information on

· the role of an RO

· Systematic Technical Accuracy Review, and

· exceptions.


	Change Date
	November 15, 2004


	a.  Role of an RO
	The table below describes the role of an RO that performs pre-discharge rating and claims actions.


	Stage
	Description

	1
	The RO retains the claims folders for two months following 

· the claimant’s discharge from active duty

· promulgation of pre-discharge ratings, and

· completion of any necessary claims actions.

	2
	The RO permanently transfers the claims folders to the ROs with jurisdiction over the service member’s or the veteran’s post-discharge address of record.


	b.  Systematic Technical Accuracy Review
	If a claims folder is selected for local Systematic Technical Accuracy Review (STAR), the two-month delay in the transfer of claims folders permits RO employees to review pre-discharge ratings and claims actions prepared in their office. 


Continued on next page

17.  Transfers Following Pre-Discharge Claims Processing, Continued

	c.  Exceptions
	The table below describes exceptions to the process of transferring claims folders following completion of a pre-discharge claim.


	If …
	Then …

	there are unresolved or new issues that the RO with jurisdiction over the veteran’s home address must finalize
	transfer the claims folder to the RO of jurisdiction upon completion of the pre-discharge claim.

	the pre-discharge claim is selected for STAR review after the claims folder has been transferred to another RO
	the claims folder must be temporarily returned to the RO that completed the pre-discharge claim for review under the STAR program.


5-D-12


5-D-1

