This chapter was previously M27-1, Part III, Section I, Chapter 13.  It was redesignated as M21-1, Part VIII, Section I, Chapter 13 in April 2000 due to a reorganization.  The content of this chapter was not changed.
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CHAPTER 13.  PAPER FILES AND RECORDS MANAGEMENT





13.01  FIDUCIARY AND FIELD EXAMINATION ACTIVITY WORKING FILES





	The paper files to be maintained by the Fiduciary and Field Examination (F&FE) activity include:





	a.  Principal guardianship folders (PGFs).





	b.  Correspondence files.





	c.  Veteran files.





13.02 LOCATION OF FILES





	All F&FE activity working files should be located in or adjacent to Veterans Services Division (VSD) preferably near the F&FE activity.  The sensitive nature of the material contained in these files makes it imperative that they be safeguarded in an area not usually available to the general public.  An analysis of the security of these files is to be conducted each year in concert with the field station risk analysis survey.





13.03  PRINCIPAL GUARDIANSHIP FOLDERS (PGFS)





	a.  Folder Establishment.  A PGF will be established by the station having jurisdiction and maintained by VA file number when any of the following situations exist:





	(1)  A recognized fiduciary has been appointed by a State court within the area of jurisdiction.





	(2)  A recognized legal custodian or custodian-in-fact is residing within the area of jurisdiction.





	(3)  Payments are authorized to an incompetent veteran's spouse residing within the area of jurisdiction.





	(4)  A supervised direct payment beneficiary resides within the area of jurisdiction. 





	(5)  An institutional award has been or is being made to the chief officer of a non-VA facility within the area of jurisdiction.
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	(6)  The payee within the area of jurisdiction is the superintendent or other bonded officer of an Indian reservation.





Note: See M27-1, Part III, par. 1.04 for information on jurisdiction.





	b.  Types of Folders.  Three types of folders, depending upon the type of fiduciary, are to be maintained as PGFs.





	(1)  Existing red rope folders, used in the past to establish a fiduciary file for court-appointed fiduciary cases, may continue to be used for established cases; however,





	(2)  A green three-flap letter-size folder (stock item number 7530-00-947-2918, available through GSA term contract) with built-in fasteners will be used when new cases involving court fiduciaries are established within the area of jurisdiction, or existing court-appointed fiduciary cases need rejacketing during the ordinary course of business.  At local option, Federal fiduciary cases in which an accounting is required may also be maintained in green three-flap letter-size folders.





	(3)  A kraft folder (stock number 7530-00-680-2420, available through GSA term contract) will be used when a Federal fiduciary is recognized and is residing within the area of jurisdiction except as provided in subpar. (2) above.





	c.  PGF Organization.  The following folder organization guidelines will be followed:





	(1)  Green Three-Flap Folders (and Existing Red Rope Folders).  Due to the divergent filing requirements which result from differences in individual state laws, stations may establish the folder organization for the green three-flap folder using the following guidelines:





	(a)  The folder organization must be systematic and chronological.  The location of documentation in cases of the same type will be uniform.





	(b)  Normally the largest concentration of materials should be filed on the center flap, and smaller volumes on the side flaps to minimize damage to the folder during routine use.





	(c)  VA Forms 27-4707, Estate Summary, and 27-3045, Estate Action Record, will be top filed on an appropriately designated flap.





Note:  When the green three-flap folder is used for Federal fiduciary cases, the basic format described in par. c(2) below will be followed except that accountings and associated materials will be filed in the center flap of the folder.
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	(2)  Kraft Folders.  All payment actions (including computer-generated notices), changes of address, bonds, joint control agreements, restrictive withdrawal agreements, accountings and VA Form 27-4707 will be filed chronologically on the left flap.  VA Form 27-4707 will always be on top.  All other material will be filed chronologically under


VA Form 27-3045 on the right flap.  In cases where an accounting is not required, 


VA Form 27-4707 is not required. 





	d.  Charge Out.  VA Form 3025, File Charge Card, will ordinarily be used to maintain control of PGFs removed from the filing cabinets although stations with a small fiduciary staff may use less formal methods of control.  The card will show the name of the person to whom charged, the date of charge, and, when applicable, the type of action which caused the folder to be pulled.





	e.  Disposal.  A PGF will be destroyed 2 years after the case has been closed in accordance with RCS (Records Control Schedule) VB-1, part I, item 6-016.  See M27-1, Part IV, for information on scheduling a case for closing in the Fiduciary Beneficiary System (FBS).  See M27-1, Part III, Chapter 11, for closing criteria.





	(1)  When a case is closed, the inactive PGF may either be returned to the active PGF files or placed in a separate inactive or disposal file until the case appears in the monthly FOLDERP list (G70M screen) generated  by FBS.





	(2)  Cases which appear for disposal on the monthly FOLDERP list will be removed from the file and reviewed per M27-1, Part III, par. 11.08 prior to action in accordance with RCS VB-1, part I and DVB Supplement to MP-1, part II, Chapter 1, par. 4e(d).





13.04 CORRESPONDENCE FILES





	Correspondence files contain copies of material prepared at the request of another division or field station when there is no local PGF.  This material includes nonfiduciary program field examinations and fiduciary program field examination reports and attachments to be returned to the requester or forwarded for completion at another station.  These files are composed of letter-size manila folders in which material will be stored chronologically.  Material will be retained for 1 year and then removed for disposal in accordance with RCS VB-1, part I, item 6-016.3.





13.05 VETERAN FILES





	Veteran files contain all material relating to a beneficiary for whom there is no PGF but for whom some future action(s) may reasonably be expected.
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	a.  Individual records may be established for these beneficiaries in manila folders on which the veteran's name and VA file number are inscribed.





	b.  These records may be filed in either terminal digit or alphabetical order by the last name of the veteran, at local option.





	c.  Veteran files will be destroyed 2 years after the date of last activity and after removal of any precedent material in accordance with RCS VB-1, part I, item 6-024.





Note:  Material in veteran files may instead be filed in claims folders or similar files.





13.06 REDUNDANT MATERIALS





	Redundant and duplicate materials as defined by RCS VB-1, part I, item 13-052, will not be filed.  Any material that is obsolete in accordance with RCS VB-1, part I, items 


6-016.1 and 6-016.11 will be removed and disposed of during routine operations.  Some examples of redundant material are:





	a.  Routine and unnecessary Benefit Delivery Network (BDN)  screen printouts.





	b.  Additional copies of material already in the PGF.





	c.  Obsolete correspondence.





	d.  Unnecessary notes or buck slips.





13.07  VA FORM 27-3045, ESTATE ACTION RECORD





	A VA Form 27-3045 will be established in each PGF and will serve as a running account of all actions taken on a case.





	a.  All diaries will be permanently posted in chronological order with a brief description of the action to be taken when the diary comes due.  In addition, brief notes of interviews, quality reviews, research, or explanations of actions taken and the date should be entered on the form.





	b.  All notations will be legible and sufficiently detailed to permit easy identification of the type of action taken.





	c.  The date the information was posted on the form will be entered in the Date column.
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	d.  The initials of the person making the entry will be posted in the Initial column.





	e.  Both sides of each form will be completed, with additional forms being added to the PGF as necessary.





13.08 CORRESPONDENCE FOLLOWUP CONTROL





	Much correspondence involving F&FE cases is generated in addition to letters provided by FBS.  A diary system will be established to ascertain the status of replies to this correspondence.  Use of either the FBS MISC DUE field or another automated diary system is encouraged.





13.09  SUSPENSION OF PAYMENT CONTROL FILE





	A diary system will be established to control cases in which payments to a fiduciary are suspended at the request of the VSO.





13.10  TRANSFERRING PGFS





	PGFs may be transferred either permanently or temporarily from one station to another using VA Form 7216a, Request For and/or Notice of Transfer of Veterans Records.





	a.  Permanent transfers occur when supervisory jurisdiction in the case changes.  The provisions of M23-1, Chapter 14, par. 14.06 apply.  VA Form 7216a should be completed and attached to the outside of the PGF.  One copy should be routed to the Adjudication Division to update the BDN Master Record unless insurance is the only benefit payable.  FBS will be updated in accordance with Part IV of M27-1, and the VSO code will be changed in BDN.





	b.  Temporary transfers occur only when requested and when there is no change in supervisory jurisdiction.  VA Form 7216a should be completed.  The original copy should be attached to the outside of the PGF, one copy should be filed inside the PGF, and the third copy should be attached to the file charge card in the PGF file unit.  FBS should also be updated.
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