April 19, 1993	M21-1, Part II

		Change 6

CHAPTER 2.  FOLDER ESTABLISHMENT



CONTENTS



PARAGRAPH				PAGE



					SUBCHAPTER I.  GENERAL



2.01  General				2-I-1



2.02  File Number Assignment			2-I-1



2.03  File Number Establishment in the BIRLS System		2-I-2



				SUBCHAPTER II.  FOLDERS AND CHARGE CARDS



2.04  Creating the Folder				2-II-1



2.05  Lettering the Folder and Establishing Charge Cards		2-II-1



2.06  Color Coding.				2-II-2



2.07  Cross-referencing and Standard Notations on Folders		2-II-2



					SUBCHAPTER III.  FILING



2.08  Filing Material in Folders			2-III-1



2.09  Filing Flashes in Folders.			2-III-3

�February 19, 2004		M21-1, Part II

		   Change 54 Erratum



CHAPTER 2.  FOLDER ESTABLISHMENT



SUBCHAPTER I.  GENERAL



2.01  GENERAL



	The Administrative/Support Services Division has overall records management responsibility for folder creation, maintenance and disposition.  See chapter 3 and M23-1, part I, chapters 2 and 13.



2.02  FILE NUMBER ASSIGNMENT



	a.  The records of all claimants and beneficiaries must be identified by a file number which, in most cases, will be the veteran's Social Security Number (SSN).  Original applications from Philippine nationals or other former servicemembers who have never been assigned an SSN require the assignment of an eight-digit claim number by BIRLS.  Request assignment of a file number during CEST processing by placing an "X" in front of either CLAIM or SSN in the ASSIGN FILE NUMBER AS field of the VID Screen.  For detailed instruction on CEST processing, refer to chapter 1 and M23-1, part I, chapter 2.



	b.  Regional offices (ROs) will assign a file number, if none currently exists, upon receipt of the following types of applications or records from living veterans.



	(1)  Applications for compensation or pension when the veteran's entire military service was subsequent to July 15, 1903, or Coast Guard service after January 27, 1915.



	(2)  Applications for education and vocational rehabilitation under 38 U.S.C. chapters 30, 31, 32 and 106.



	(3)  Certified copies of certificates of service issued to individuals on the Army, Navy or Air Force Medal of Honor Roll under 38 U.S.C. chapter 15, subchapter IV.



	(4)  Requests from designated officials in connection with applications under 38 U.S.C. chapter 41.



	(5)  VA Forms 29-4373, Request for Disability Compensation Rating for Insurance Purposes (Government Life Insurance).



	(6)  VA Forms 4-1426, Request for Assignment of File Number on Overpayment Cases.



	(7)  Requests for memorandum ratings received from military hospitals.



	(8)  Requests for memorandum ratings received from Loan Guaranty for determination of individual eligibility for loan guaranty benefits under 38 U.S.C. 3702.



	(9)  Inquiries from penal institutions for determination of potential eligibility for burial allowance under 38 U.S.C. chapter 23.



	(10)  Requests for eligibility determination received from Loan Guaranty for cases under section 203(b)(2) of the National Housing Act, as amended by Public Law 89-117.  The requests for assignment of file numbers for these cases will be received on OF 41, Routing and Transmittal Slip, attached to a Statement of the Case.
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	(11)  VA Forms 10-7131, Exchange of Beneficiary Information and Request for Administrative and Adjudicative Action, indicating the need for adjudicative action or a decision on an other than honorable discharge.



	(12)  VA Forms 21-4502, Application for Automobile or Other Conveyance and Adaptive Equipment.



	(13)  Requests for memorandum ratings received from VA RO and insurance centers (VARO&IC) for determination of competency.



	c.  Forward the following types of applications to the Washington RO (WRO) for file number assignment:



	(1)  Veterans having military service prior to July 16, 1903.



	(2)  Chapter 31 claims filed by persons claiming service in Allied Forces during World War II.



	d.   Forward applications to the Pittsburgh RO for claimants residing outside the continental limits of the United States other than within the territories assigned to the ROs in Alaska, Hawaii, Puerto Rico and the Philippines, with the exceptions below.



	(1)  Education applications for enrollment in a United States school will be forwarded to the regional processing office having school jurisdiction.



	(2) Applications from claimants residing in Mexico, Central and South America, and the Caribbean will be forwarded to the Houston RO.



	(3)  Applications from claimants residing in Canada will be forwarded to the White River Junction VAM&ROC.



	e.  Cases Under Jurisdiction of Philadelphia RO.  Forward applications for death in service or while in training or on officially authorized travel to Philadelphia RO.  (See also M21-1, Part II, 4.02e.)



	f.  See paragraph 5.11 concerning assignment of file numbers for death claims.



2.03  FILE NUMBER ESTABLISHMENT IN THE BIRLS SYSTEM



	Establish a file number in the BIRLS system during CEST processing or by using the FNOD or BADD command.  Use of the BADD command for this purpose should be limited to instances when the CEST or FNOD command is not appropriate.  The following types of folders may be established in BIRLS:



	a.  Claims Folders



	(1)  On the LOC Screen place an "X" in front of the ESTABLISH A      FOLDER field and the entry "CLAIM" in the blank field in front of FOLDER.



	(2)  Enter "UPD" in the NEXT SCREEN field and press the ENTER key.



	(3)  The Target system generates an "ESTABLISHMENT DATA" print on a tearsheet.  Save this generated print for filing in the folder being established.



	b.  NOD (Notice of Death) Folders

	

(1)  On the LOC Screen place an "X" in front of the ESTABLISH A       FOLDER
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field and the entry "NOD" in the blank field in front of FOLDER.  If a NO FOLDER EST RSN appears, do not delete it.



	(2)  Enter "UPD" in the NEXT SCREEN field and press the ENTER key.



	(3)  The Target system generates an "ESTABLISHMENT DATA" print on a tearsheet.  Save this generated print for filing in the folder being established.



	c.  DEA (Dependents Educational Assistance) Folders.  Use the CEST command to create a DEA file.  The Ready Screen entries are CEST, password, file number, payee number, EP (end product) code, benefit type, veteran's stub name and beneficiary's full name.  Enter "UPD" in the NEXT SCREEN field on the displayed VID Screen.



NOTE:  Do not establish a DEA folder until eligibility has been established.



	(1)  When establishing the first DEA folder, complete the 101 Screen.  Press the ENTER key and the BID Screen will be displayed.  Enter ID data.  The message "ESTABLISH PROCESSING OF DEA FOLDER IN PROGRESS - CERTAIN FOLDER CONTROL FIELDS ARE PROTECTED" is displayed.  Enter "UPD" in the NEXT SCREEN field and press the ENTER key.



	(2)  When establishing subsequent DEA folders, also complete the 101 Screen.  The BID Screen for the first child will be displayed with the message "ENTER ADD IN NEXT SCREEN TO ESTABLISH NEW PAYEE."  The BID Screen for the new payee will be displayed with the message "ESTABLISH PROCESSING OF DEA FOLDER IN PROGRESS - CERTAIN CONTROL FIELDS ARE PROTECTED."  Enter ID data.  Enter "UPD" in NEXT SCREEN field and press the ENTER key.



	d.  Chapter 30 Folders



	(1)  Use the CEST command to establish a Chapter 30 folder.



	(2)  On the LOC Screen place an "X" in front of the ESTABLISH A        FOLDER field and the entry "CH30" in the blank field in front of FOLDER.



	(3)  Enter "UPD" in the NEXT SCREEN field and press the ENTER key.



NOTE:  Chapter 30 folders are currently maintained only in the Atlanta, Buffalo, Muskogee and St. Louis regional offices.



	e.  R&E Folder.  Use the BUPD or BFLD command to create an R&E folder.  Complete the two ESTABLISH A FOLDER fields on the LOC Screen with "X" and "R&E" and enter "UPD" in the NEXT SCREEN field.  Press the ENTER key.



	f.  JOBS (Job Training Folders) and REPS (Restored Entitlement Program for Survivors) Folders.  These types of folders are not tracked in BIRLS.
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SUBCHAPTER II.  FOLDERS AND CHARGE CARDS



2.04  CREATING THE FOLDER



	There are specific folders for the various claims filed.  Refer to M23-1, part I, chapter 13, for detailed information.  Select the specific type of folder shown below for the indicated categories:



	a.  Claims Folder.  A red-rope, three-flap folder with fasteners attached on the inside (stock number NSN 7530-00-707-8406) is established when VA receives an initial claim for benefits from a veteran.



	b.  NOD Folder.  A lightweight, two-flap manila folder with fasteners attached on the inside (stock number NSN-7530-00-757-4108) is created when a first notice of death (FNOD) results in a new file number assignment or an FNOD is processed and a claim number exists but there is no claims folder or the claims folder is located at RPC.  (See par. 5.13 for more information.)



	c.  R&E (Rehabilitation and Education) Folder.  A kraft folder (stock number NSN 7530-00-680-2420) is created for each veteran who enters a Chapter 31 vocational rehabilitation program.



	d.  DEA Folder.  A blue, two-flap folder with fasteners attached on the inside (stock number NSN-7530-00-680-2421) is created for each eligible person for whom a VA Form 22-5490, Application for Survivors and Dependents Educational Assistance, is filed.



NOTE:  Do NOT establish a DEA folder until eligibility is determined by an adjudicator.



	e.  Job Training Folder.  A yellow, two-flap folder with fasteners attached on the inside (stock number NSN 7530-00-761-4110) is created when a veteran files an initial VA Form 22-8932, Application for a Certificate of Eligibility.



	f.  Chapter 30 Folder.  A gray, two-flap folder with fasteners attached on the inside (stock number NSN 7530-00-761-4110G) is created when an original claim for Chapter 30 benefits is received at the Atlanta, Buffalo, Muskogee or St. Louis regional office.



2.05  LETTERING THE FOLDER AND ESTABLISHING CHARGE CARDS



	Integral parts of the folder creation are the lettering of the folder and the completion and filing of the charge card.  Adhere to the following procedures:



	a.  Print the veteran's name, or the claimant's name if creating a DEA folder, last, first and middle name or initial (if only initial is known), in letters at least 3/8-inch high on the upper left corner of the cut edge of the left flap of the folder.



	b.  Print the file number, including the proper prefix C, SS, XC or XSS, in digits at least 1/2-inch high on the upper right corner of the cut edge of the left flap of the folder.  For a DEA folder include the correct letter suffix (W, A, B, etc.).
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	c.  Establish a VA Form 3025, File Charge Card, for each folder established.  Print the veteran's name, or the claimant's name for a DEA folder, last name first at the upper left corner of the VA Form 3025.



	d.  Print the file number, including the prefix C, XC, SS or XSS as appropriate, at the upper right corner of the VA Form 3025.  Also, for DEA folders include the correct letter suffix (W, A, B, etc.).  In addition, annotate charge cards for R&E folders and Job Training folders "R&E FOLDER" or "JOB FOLDER," as appropriate, below the claim number.



	e.  Color code all charge cards except those for claims folders and Chapter 30 folders according to the classification of folder.  Color code the charge card by centering a 3/4-inch strip of colored tape at the top of the VA Form 3025.  The color codes for charge cards are as follows:



	(1)  R&E folder	Orange

	(2)  Job Training folder	Yellow

	(3)  DEA folder (Spouse or Surviving Spouse)		Red

	(4)  DEA folder (Child)	Light 

					Blue



2.06  COLOR CODING



	a.  Claims, R&E, Job Training, DEA, NOD and Chapter 30 folders must be color-coded based on the last two digits of the claim number.  To color code a claims folder, place a single strip of 3/4-inch self-adhesive tape, 3 inches long, over the center fold of the claim folder (1 1/2-inch overlap on each side) 1 inch from the edge of the upper right corner; on R&E, DEA, Job Training, NOD and Chapter 30 folders, center the tape on the square-cut edge of the folder making sure that neither the name nor the file number is covered by the tape.



	b.  Color codes for the terminal digits are as follows:



	00-09 red		50-59 medium blue

	10-19 light blue	60-69 yellow

	20-29 orange	70-79 black

	30-39 light green	80-89 white

	40-49 brown	90-99 medium green



2.07  CROSS-REFERENCING AND STANDARD NOTATIONS ON FOLDERS



	Notations stamped on claims folders are used to denote existence or disposition of a record allied to the basic claims folder.  The current standard notations are:



	a.  "R&E FOLDER ESTABLISHED."  Placed on the jacket of a claims folder concerning a veteran for whom an R&E folder has also been established.  Upon establishment of an R&E folder, place the following rubber stamp impression in the lower left quarter of the front of the claims folder: "R&E FOLDER ESTABLISHED" (letters at least 3/8-inch high).



	b.		"R&E FOLDER RETIRED PL (346)(16)(550)(894)(815)

			To: FEDR REC CTR 	(Location)	

			By: (Retiring office)		(Date)	
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			"	PL (Number)		R&E FLDR RETIRED

			To: FED REC CTR		(Location)		



			"TERM 346 R&E FLDR RETIRED

			To: FEDR REC CTR	(Location)		

			By: (Retiring office)		(Date)			



			"CHAPTER 31 R&E FOLDER RETIRED

			To: FARC	(City, state) 		(FARC Accession No.)	

			(FARC Shelf Location No.)	(VA Box No.)	

			By: (Retiring office)			(Date - Year only)	



These notations are placed on claims folder jackets to indicate retirement of corresponding R&E folders to Federal records centers.



	c.  "REBUILT FOLDER-NOTIFY RPC (232C) WHEN CONSOLIDATION WITH LOST FOLDER OCCURS."  Place this notation on the jacket of a folder established because the original record could not be located.



	d.  "EMPLOYEE."  Affix VA Form 23-8949, VA Employee Folder Label, to the front of all veteran-employee folders which are maintained in locked files in the regional office.  If the folder is maintained at a station other than that in which the veteran-employee works, affix VA Form 23-8949a, VA Employee Label, to the front of the folder.  Under normal circumstances, do not maintain the latter class of folders in locked files.



	e.  "(Name) RO



	OUTPATIENT TREATMENT RECORDS REVIEWED FOR DEATH COMPENSATION OR 

	PENSION CLAIM DATE			.

	INITIALS		



This notation, stamped on the inside right cover of the XC-folder, indicates review by the Adjudication Division of the associated outpatient treatment folder for existence and removal of relevant adjudicatory material not appearing elsewhere.  Adjudication personnel place this notation on the folder.



	f.  "COUNSEL FLDR LOC (name of station)(year)."  Place this notation on the related claims folder before sending it to the inactive storage area.



	g.  "INACTIVE XC-FOLDER EXISTS."  Stamp this notation on the newly created XC-folder at the time the inactive XC-folder is created.  It indicates that the records created or received in the regional office before the veteran's death are in the inactive XC-folder.  (See par. 3.18.)



	h.  "POW" (Prisoner of War).  Affix VA Form 10-5558, POW Label, to the front cover of the veteran's claims and active R&E folders approximately 1 inch below and parallel to the veteran's name.  Follow this procedure for each veteran identified by an indicator in BIRLS as a POW.
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	i.  "JOB TRAINING FOLDER EXISTS."  Stamp this notation on the front cover of any existing claims folder when a Job Training folder is prepared.  The Job Training folder will be stamped "NO C FILE EXISTS" or "C FILE EXISTS," depending on whether or not one is in existence when the Job Training folder is created.



	j.  "DUAL BENE."  If a beneficiary is receiving benefits from two or more deceased veterans, stamp the claims or NOD folder with the notation "DUAL BENE." followed by the file number(s) of the cross-referenced case(s).  Pull the companion folder when a folder in which beneficiaries are receiving benefits from more than one veteran is requested.



NOTE:  There is no prohibition against adjusting dual beneficiary awards without reviewing the XC-folders if the Target data are sufficient to properly work the awards.
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SUBCHAPTER III.  FILING



2.08.  FILING MATERIAL IN FOLDERS



	a.  Only essential material should be filed in a claims folder.  Material of nonrecord value will not become part of official records.  Remove and dispose of material contained in claims folders which is redundant or of nonrecord value under Records Control Schedule (RCS) VB-1, part I, item No. 13-052.200 unless it was submitted by the claimant.  In that case date stamp the material and return it with a cover letter (see pt. IV, par. 3.09).  Remove from claims folders the following material provided it has served its initial purpose and has no additional legal, administrative or historical value:



	(1)  Diary forms and suspense copies of correspondence.



	(2)  Reference and routing slips.



	(3)  Control records.



	(4)  Incoming transmittal or cover letters with no evidentiary value.



	(5)  Envelopes and returned VA original letters with no evidentiary value.



	(6)  Requests for civil service preference certificates.



	(7)  VA form and form letter requests for evidence (returned originals or file copies).



	(8)  Rating board worksheets.



	(9)  Flashes.



	(10)  Target prints not specifically required by directives.



	b.  Do not file documents and correspondence containing changes of address which can be entered in the master record.  Dispose of all documents and correspondence containing changes of address in accordance with Records Control Schedule VB-1, part I, item No. 13-051.000.



	EXCEPTIONS:  Instances where the source document contains data of record value in addition to the address; the address change is for a nursing home, penal institution or fiduciary payee; and address changes which cannot be entered and retrieved from a Hines master record.



	c.  Do not stamp, staple, punch or mark original records which are to be returned to the claimant.  Stamp the date of receipt on a paper tag and fasten it to the original record with a paperclip.



	(1)  Before returning the original to the claimant, make and file a true, certified copy containing the date and VA office at which the original was received and the signature and title of the person authorized to certify authenticity.



	(2)  The term "original record" is not to be strictly construed.  Any nonoriginal document which, 
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because of age, issuance by a foreign government or other factor, has high sentimental value and is irreplaceable or replaceable only at considerable expense or effort, may be treated as an original record.



	d.  The law prohibits the reproduction of the following documents.  If one of these documents is received, after it has served its purpose, make a memorandum to file identifying the record, the date the original was received and a resume of pertinent contents.  An adjudicator or authorizer will sign the memorandum.



	(1)  U.S. Certificates of Citizenship or Naturalization.



	(2)  U.S. Passports.



	(3)  U.S. Immigration papers.



	e.  File VA Form 10-3884, “Exchange of Beneficiary Information and Request for Eligibility Data CHAMPVA,” in the center portion of the folder in reverse filing order.



	f.  Top file all material filed in the veteran’s folder.  Convert all folders currently in use which provide for side filing to top filing whenever such a file is pulled for any purpose.  File material in newly created and existing nonsegregated folders as follows:



	(1)  Left Flap.  File awards, overpayment material and all documents relating to payments, allowances and disallowances on the left flap of the folder.  File Target prints of name changes on the left flap.  File VA Form 26-1833, “Advice Regarding Indebtedness of Obligors on Guaranteed or Insured Loans,” or VA Form 26-6822, “Advice of Termination and Indebtedness on Portfolio Loans,” on the left flap of the claims folder in reverse filing order to ensure it will remain on top of all subsequent documents filed.



	(2)  Center.  File material such as birth certificates, marriage certificates, divorce decrees, legal documents and any other permanent type of adjudicative material, including C&P applications in support of the claim, chronologically in the center portion of the folder.



	(3)  Right Flap.  File educational training material, including the applications, on the right flap of the folder.  File VA Form 21-22, “Appointment of Veterans Service Organization as Claimant's Representative,” or VA Form 2-22a, “Appointment of Attorney or Agent as Claimant's Representative,” on the right flap in reverse filing order to ensure these forms appear above the training material at all times.  File DD Form 214, the military separation document or its equivalent, on the right flap in reverse filing order to ensure these forms appear above the training material and under the VA Form 21-22, “Appointment of Veterans Service Organization as Claimant's Representative,” or VA Form 2-22a, “Appointment of Attorney or Agent as Claimant's Representative,” at all times.  If necessary, add an ACCO fastener to the right flap of an existing folder to accommodate this method of filing.  

,

	g.  File material in R&E, Jobs Training, DEA and Chapter 30 folders as follows:



	(1)  Left flap.  All documents relating to allowances, disallowances, awards, payments and overpayments.



	(2)  Right flap.  Applications, award letters and any other type of evidence.
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2.09  FILING FLASHES IN FOLDERS



	a.  File VA Form 22-6564, Claims Folder Flash - Vocational Rehabilitation Trainee, on the left flap of the claims folder in reverse filing order so that it can be folded back to remain on top of all subsequent material.



	b.  File VA Form 20-6879, Overpayment Flash, on the left flap of the claims or XC-folder in reverse filing order so that it can be folded back to remain on top of all subsequent material.



	c.  File VA Form 27-8886, Insurance Flash, on the left flap of the claims or XC-folder in reverse filing order so that it can be folded back to remain on top of all subsequent material.  Once the original death pension claim has been adjudicated and the insurance payment has been included in income considerations or if there is no claim for more than 45 days after the date of death (provided the insurance is paid within the 45 days), there is no need to continue to reverse file the form.
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