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Section A.  Process Overview

 PRIVATE INFOTYPE="OTHER" Overview

	In this Section
	This section contains the following topics:


	Topic
	Topic Name
	See Page

	1
	Overview of the Initial Screening Process
	1-A-2

	2
	Process for Conducting a Routine Check of Original Claims
	1-A-4

	3
	Conducting a Routine Check of Original Claims
	1-A-5

	4
	Individual and Group Responsibilities for Division Mail Management
	1-A-11


1.  Overview of the Initial Screening Process

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic provides an overview of the initial screening process.  It includes information about the

· purpose of initial screening, and

· overall screening process.


	Change Date
	September 5, 2005


	a.  Purpose of Initial Screening
	The purpose of initial screening is to review immediately all incoming applications, correspondence, and evidence to determine if a claim

· warrants expedited action because of its nature or facts

· is a claim in which all evidence is submitted with the application and therefore requires immediate referral to the rating activity

· is incomplete and requires further development, or

· warrants immediate denial.

Reference:  For more information on

· submitting claims to the rating activity, see

· M21-1MR, Part IV, Subpart iii, 1.2 (TBD) or M21-1, Part VI, 5.01 and

· M21-1MR, Part IV, Subpart ii, 1.A.1 (TBD), and

· delegation of responsibilities for the initial screening process, see M21-1MR, Part III, Subpart i, 1. 


Continued on next page

1.  Overview of the Initial Screening Process, Continued

	b.  Process Overview
	The table below provides an overview of the initial screening process.


	Stage
	Description

	1
	Review all incoming material to determine whether it is a

· claim or evidence in support of a claim

· jurisdiction issue, or

· non-claim.

	2
	Depending on the nature of the material, determine whether it is necessary to

· obtain additional evidence

· refer the issue to another location or activity, or

· dispose of the issue immediately.

	3
	Take the appropriate action.


2.  Process for Conducting a Routine Check of Original Claims

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about the process for conducting a routine check of original claims.  It includes information on the

· responsibilities of a Veterans Service Representative (VSR), and

· process for performing a routine check.


	Change Date
	November 15, 2004


	a.  Responsibilities of a VSR
	It is the responsibility of the Veterans Service Representative (VSR) and the authorizer to

· ensure the claim is valid

· verify that basic eligibility exists

· process all submitted documents properly, and

· update the records in the 

· Beneficiary Identification and Records Locator Subsystem (BIRLS)

· Modern Awards Processing – Development (MAP-D)

· Control of Veterans Records System (COVERS), and

· Veterans Appeals Control and Locator System (VACOLS).


	b.  Process for Performing a Routine Check
	The table below describes the process for performing a routine check of

· an application, and

· all evidence in the file.


	Stage
	Description

	1
	Check for the proper signature.

	2
	Determine the benefit sought and the type of claim.

	3
	Check for character of discharge.

	4
	Check for service verification.

	5
	Check for basic eligibility to the benefit sought.

	6
	Check the application for blank spaces or insufficient information.

	7
	Check for acceptable dependency information.


3.  Conducting a Routine Check of Original Claims

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about conducting a routine check of an original claim.  It includes information about

· determining the benefits sought and the type of claim, and

· checking for 

· the proper signature

· basic eligibility to the benefit sought

· character of discharge

· service verification

· blank spaces on the application or insufficient information, and

· acceptable dependency information.


	Change Date
	September 5, 2005


	a.  Determining the Type of Claim
	Follow the steps in the table below to determine the type of claim.


	Step
	Action

	1
	Determine the type of benefit the claimant seeks, based on

· the application form

· any additional information provided on the application, and

· other supporting evidence.

	2
	Since a claim for one benefit can also be a claim for other benefits, consider entitlement to other benefits, if applicable.

	3
	· Once you have determined the type of claim, check the pending issue file (PIF) to ensure that the proper end product (EP) with applicable third digit modifier has been established, and

· use the pending issue change command (PCHG) to correct the EP if necessary.

Note:  If there is no EP pending, establish one in SHARE.

Reference:  For information on proper EPs, see M21-4, Appendix C, Section II.


Continued on next page

3.  Conducting a Routine Check of Original Claims, Continued

	b.  Checking for the Proper Signature
	A claim for any type of benefit must be signed by the claimant or by a fiduciary appointed by the Department of Veterans Affairs (VA) in the case of a minor or incompetent claimant.

Use the table below to determine the appropriate required signature. 

Reference:  For more information about checking for the proper signature, see M21-1MR, Part III, Subpart ii, 1.C.11.


	If the claim is filed …
	Then it requires the signature of the …

	by a veteran
	veteran.

	by a surviving spouse
	spouse.

	for a child under age 18
	· parent, or

· guardian.

	for a child over age 18
	child.


	c.  Processing VONAPP Application Without Signature
	Until the claimant’s signature can be electronically added and verified, VONAPP applications will require development for the claimant’s signature.  Other than additional development for the claimant’s signature, an otherwise complete VONAPP application will be processed as if it were substantially complete. 

Note:  Normal development procedures and rules of evidence apply to VONAPP applications.  This paragraph merely addresses the unique feature of processing a VONAPP application prior to receipt of a claimant’s signature.

The following table summarizes steps for processing VONAPP applications after receipt of the electronic VA Form 21-526:


	Step
	Action

	1
	Review to see if claim is substantially complete, except for signature.

	2
	Establish appropriate EP (110, 010, 180).  If an EP 400 was previously established because of no signature, PCHG to the correct EP.  The date of claim is electronically printed in the upper right corner of VONAPP 21-526.


Continued on next page

3.  Conducting a Routine Check of Original Claims, Continued

	c.  Processing VONAPP Application Without Signature (continued)


	Step
	Action

	3
	Initiate development action by:

· reviewing the claims folder to 

· determine which evidence is necessary to support the claim, and

·  request it from the claimant,

· including with the request for evidence 

· a copy of the signature page from the VONAPP application, and 

· VA Form 21-4138, Statement in Support of Claim, and

reminding the claimant that a signature is required and may be on any document related to the claim, but must be received before a decision may be made on the claim.

	4
	If a signature is not received by the time VA would otherwise notify the claimant of a decision,

· change the EP to 400 and clear it, and

notify the claimant that a decision has been made but VA cannot discuss the decision or make any payments (if entitled to benefits is granted) until a signature associated with the claim is received.

	5
	If a signature is subsequently received after clearing EP 400,

· the original EP (110, 010, 180) will be reestablished using the date the signature is received as the date of claim,

· entitlement may be established

· from the date of receipt of the original application if the signature is received within one year of VA’s initial request for that signature, or

· for no period earlier that the date of receipt of the document with signature if received more than one year from the date of VA’s initial request, and 

formal award or disallowance action may be taken and the claimant notified as long as no new issues have been raised


Continued on next page

3.  Conducting a Routine Check of Original Claims, Continued

	d.  Checking for Basic Eligibility to the Benefit Sought
	Consider the basic criteria for eligibility to the benefit sought.

Example:  If the claim is for pension, consider whether or not the veteran has sufficient wartime service, or if the income and net worth are within limits.

Reference:  For more information about checking basic eligibility, see

· M21-1MR, Part III, Subpart ii, 2.A.1 and M21-1MR, Part III, Subpart ii, 2.A.2, and

· M21-1MR, Part III, Subpart ii, 6.


	e.  Checking for Character of Discharge
	If the discharge document shows service that was not honorable, general, or under honorable conditions, review the file for an administrative decision on the character of discharge or bar to benefits.

Use the table below to determine VA policies for reviewing the file for an administrative decision.


	If …
	Then …

	a decision has not been made
	see M21-1MR, Part III, Subpart v, 1.B (TBD) or M21-1, Part IV, 11.01.

	an unfavorable decision is already of record
	determine if its conclusion is in accordance with laws and regulations currently in effect.

	there have been legislative or regulatory changes affecting the reason for the original unfavorable decision
	· reconsider the decision

· after sending notice, allow the claimant 60 days to furnish additional evidence before making an unfavorable decision, and

· prepare a new decision, adding information to address any new laws that may apply.


Continued on next page

3.  Conducting a Routine Check of Original Claims, Continued

	e.  Checking for Character of Discharge (continued)


	If …
	Then …

	you are reviewing a character of discharge or statutory bar decision
	· consider whether or not entitlement exists to the Chapter 17 health care provision of Public Law (PL) 95-126, enacted October 8, 1977, and

· if there is adequate space on the document, add a statement to the decision in the file or rewrite the decision to include the new information.

Note:  Only the Chapter 17 statement can be added to an old decision.  All other reconsiderations require a new decision.


	f. Checking for Service Verification
	Service verification can be accomplished in various ways.  For a list of acceptable evidence for verification of service, see M21-1MR, Part III, Subpart ii, 6.


	g.  Checking the Application for Blank Spaces or Insufficient Information
	If a claimant omits necessary information on an application

· do not establish a control for response to a request for evidence needed to establish a substantially complete claim

· use telephone contact, when possible, to obtain evidence necessary to establish a substantially complete claim, and

· return the original application (if telephone contact did not resolve the issue) with incomplete blocks or fields marked in red.

Note:  Although it is not always necessary to answer every question on an application, some information is mandatory to adjudicate the claim properly.

Example:  Dependency and income information are mandatory on a pension claim.


Continued on next page

3.  Conducting a Routine Check of Original Claims, Continued

	h.  Checking for Acceptable Dependency Information
	Generally, the written statement of a claimant can establish marital or dependency status if sufficient information is provided.  The statement must include the 

· month, year, and place of the event (i.e., birth, marriage, adoption)

· full name and relationship of the other person

· Social Security number (SSN) of the person, and

· in cases in which the dependent child does not reside with the claimant, the name and address of the person having custody of the child.

Otherwise, dependency is established by an original document, or a copy of an original document.  If the copy does not appear genuine and free from alteration, the copy must be certified by
· a public custodian of records

· any VA employee who is authorized to administer oaths

· certain representatives of veterans’ service organizations

· certain military personnel, or

· certain officials of approved educational institutions.

Reference:  For more information about acceptable dependency documents, see

· 38 CFR 3.204
· 38 CFR 3.205
· 38 CFR 3.209, and

· M21-1MR, Part III, Subpart iii, 1.C.12.b (TBD) or M21-1, Part III, 1.05.


4.  Individual and Group Responsibilities for Division Mail Management

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic describes the individual and group responsibilities for division mail management.  It includes information about

· the importance of effective mail management, and

· individual and group responsibilities.


	Change Date
	September 5, 2005


	a.  Importance of Effective Mail Management
	Effective mail management is crucial to the success and control of workflow within the division.


	b.  Individual and Group Responsibilities
	The table below describes the individual and group responsibilities for establishing and following procedures for division mail management and control.


	Individual or Group
	Responsibilities

	Veterans Service Center (VSC)
	· Maintains a copy of the Mail Routing Guide
· reviews the guide at least once a year to ensure that it is current, and

· designates at least one central point where VSC employees can deliver outgoing mail.

Note:  To eliminate unnecessary handling, the point of delivery for outgoing mail should also serve as the point of delivery for incoming mail.


Continued on next page

4.  Individual and Group Responsibilities for Division Mail Management, Continued

	b.  Individual and Group Responsibilities (continued)


	Individual or Group
	Responsibilities

	Veterans Service Center Manager (VSCM)
	· Establishes explicit delivery procedures for all categories of mail, and

· ensures that the procedures appear in the regional office’s (RO) Mail Routing Guide.

Reference:  For more information on official VA mail procedures, see 

· M23-1, Part I, Chapter 1, and 

· VA Handbook 6340.

	Administrative Support Services Division
	Establishes local procedures for movement of all mail, including

· delivery of incoming mail, and

· pickup of outgoing mail.


	Reference:  For more information on delegation of responsibility for VSC mail management, see M21-1MR, Part III, Subpart ii.1.C.
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