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CHAPTER 12.  REPORTING AND ADMINISTRATIVE PROCEDURES





12.01  GENERAL





	a.  Many of the procedures necessary for maintaining Fiduciary and Field Examination (F&FE) program records are accomplished automatically through use of the Fiduciary Beneficiary System (FBS).  Detailed instructions relating to keeping records in FBS may be found in M27-1, Part IV, and its appendices.





	b.  One or more persons will be designated to maintain the records required for administration of the F&FE activity.  These reporting and administrative functions will include (but not be limited to) the following:





	(1)  Input and processing of all FBS records pertaining to classification, assignment, status, control, completion, and quality of all types of field examinations and accountings.





	(2)  Administrative procedures necessary for the recognition, appointment, and certification of payees.





	(3)  Estate supervision duties as designated.





	(4)  Referral duties.





	(5)  Compiling and maintaining data required by the Distribution of Operational Resources (DOOR) system.





	(6)  Preparation and maintenance of veterans and correspondence files and principal guardianship folders (PGFs).





	(7)  Screening mail, date-stamping, and/or searching.





	(8)  Telephone and reception duties.





	(9)  Maintenance of court appearance schedules in offices having Veterans Services Division attorneys authorized by Regional or District Counsel to do this work.
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12.02  PROCEDURES FOR CONTROLLING FIELD EXAMINATIONS AND ACCOUNTINGS





	a.  Field Examination Reports.  Forms for scheduled field examinations are generated automatically each month by FBS.  These forms must then be annotated to include necessary information not automatically printed on the field examination request forms.  Such information includes (but is not limited to):





	(1)  Updating the form itself before assignment to include current income and estate information and/or obtaining and attaching any other information pertinent to the field examination request.  See M27-1, Part III, Appendices B and C for more information.





	(2)  When an accounting is overdue at the time of the field examination, annotating the field examination request to provide the field examiner with relevant details.  The field examiner should attempt to resolve the situation and arrange for the accounting.





	(3)  Assigning the field examination request.





	b.  Accountings.  FBS provides a monthly listing of accounts due and account call letters which require administrative actions.  Administrative duties include (but are not limited to):





	(1)  Preparing and mailing account call letters by FBS.





	(2)  Reviewing overdue accountings and taking follow-up action as necessary.





	c.  Miscellaneous Records.  Maintaining all other required records, diaries, and reports provided by FBS either automatically or through FBS customized report functions.





12.03  ESTATE SUPERVISION AND ADMINISTRATIVE CONTROLS





	Estate supervision involves the functions required to ensure control and proper action in individual cases.  These functions include (but are not limited to):





	a.  Maintenance of Records.  Responsible fiduciary personnel must update the Estate Action Record, VA Form 27-3045, and the Estate Summary, VA Form 27-4707.





	b.  Payee Designation.  Payee designation involves administrative actions and controls necessary to recognize, appoint, and certify a payee.  These include the proper disposition of VA Form 27-555, Certificate of Legal Capacity to Receive and Disburse Benefits.
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	c.  Referrals.  The responsible person will refer memorandums, forms, and letters to other activities or persons, maintaining copies and diaries as appropriate.





	d.  General Supervision.  Estate supervision includes all other activities necessary to ensure that accurate records are maintained and that appropriate, timely action is taken on individual cases.





12.04  MISCELLANEOUS REPORTS, RECORDS, AND RESPONSIBILITIES





	a.  DOOR Reports.  Obtaining and maintaining information required to complete DOOR reports, including (but not limited to):





	(1)  Field examiners' availability each month. 





	(2)  Outreach and special detail hours.





	(3)  Information pertaining to misuse of funds.





	(4)  Accounts audited information on "Adverse Conditions" totaled from all VA Forms 27-8038b, Worksheet 3, Veterans Services-Fiduciary Activity for DOOR input.





	(5)  Other DOOR report information as defined by the DOOR User Guide, Part II, Appendix N (TG 20-92-1).





	b.  Certification of Initial Appointment (IA) Field Examinations





	(1)  The field examiner will attach VA Form 27-555a, Designation of Payee, to the field examination report:





	(a)  Whenever a payee is to be certified; or





	(b)  Whenever direct payment with continuing supervision is recommended; or





	(c)  In the case of a minor able to manage his or her affairs, whenever direct payment without continuing supervision is recommended.





Note:  At local option, the field examiner may complete VA Form 27-555 in lieu of 27-555a.  See M27-1, Part III, Appendix D for additional information.





	(2)  Office personnel will take action as indicated on the form in item 4, "Control Action," and/or any other control action as directed by the field examiner in the
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"Comments" section of field examination reports, VA Form 27-3190 or VA Form 27-4716a.





	(3)  Certification is effected by preparation of VA Form 27-555.  If more than one benefit is payable by VA, control personnel will prepare a copy of VA Form 27-555 for each file involved (claims file and/or insurance file) and will note the additional office, if any, to which certification is to be forwarded.  For example, a beneficiary may be receiving pension as a surviving spouse, dependency and indemnity compensation as a dependent parent, and insurance proceeds at the same time.





	(4)  If the field examiner has made any notations in item 7 of the VA Form 27-555a which include instructions for personal funds of patients (PFOP) payments, an additional copy of the VA Form 27-555 will be prepared for the VA medical center if the veteran is under medical center supervision, or for the regional office Finance Support Services Officer if the PFOP account is maintained at the Hines Data Processing Center.





	(5)  Names of beneficiaries for listing on VA Form 27-555 normally will be obtained from the award or VA Form 21-592, Request for Appointment of a Fiduciary, Custodian or Guardian, except when the field examiner notes any change in name of beneficiary(ies).  In such case the names will be obtained from VA Form 27-555a.





	(6)  Information on VA Form 27-555 concerning court-appointed fiduciaries will be obtained from the court papers.





	c.  Processing Completed Field Examinations





	(1)  A copy of the completed IA field examination report will be forwarded along with VA Form 27-555 to a requester:





	(a)  When specifically requested; or





	(b)  When the content of the report documents the need to effect a change in the type or amount of benefits; or





	(c)  When the report recommends re-rating for competency.





	(2)  Fiduciary-Beneficiary reports will be forwarded if the request came from another field station.





	(3)  Control personnel will forward nonfiduciary program field examination reports to the requesting activity or to other offices for further development, if needed, with a notice of transfer to the requester.
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	(4)  Copies of all forwarded reports will be retained because of danger of loss of the original during transmittal.  (See M27-1, Part III, par. 13.04.)





	(5)  Office personnel should pay particular attention to any control action designated by the field examiner on any of the various forms used to report field examinations.





	(6)  Generally, dates for scheduled field examinations will be entered into FBS.  All diary dates must be posted in the PGF on VA Form 27-3045, Estate Action Record, in chronological order.





		12-5


