CHAPTER 5. INSURANCE VOUCHER AUDITING


5.01	PURPOSE


Instructions in this chapter prescribe the procedures which govern the examination and certification for payment of insurance vouchers.


5.02	PREPARATION AND SUBMISSION OF VOUCHERS


Vouchers and supporting material for determining the propriety and correctness of a disbursement is based on documents developed and administratively authorized in the Insurance Division and submitted to the Voucher Audit Unit, Finance and Data Processing Division in the VA center.


5.03	POLICY LOANS


a.	Disbursed by the ADP System


(1)	Compare the signature on VA Form 29-1547, Application for Policy Loan, with the witnessed signature of record only on those cases which the Fiscal Officer deems necessary. Determine the amount of loan desired and any other pertinent request in item 7.


(2)	Review all fields of input documents for accuracy and completeness. Determine if the address on VA Form 29-5886b, Insurance Record Printout (RPO), is to be used for the check, a temporary address should be used or a change of address has been requested. Check RPO for a history of dishonored checks, uncollectible checks submitted in payment of premiums or loans, for prior 2 years. Check for loan payments of $100 or more within the last 20-day period, prior to granting the loan.


(3)	Check RPO and folder for incompetency information and prior loan.


(4)	Assign appropriate batch control number to input and release to the data processing center.


b.	Disbursed Off System


(1)	Check the validity of the loan requested by comparing the signature on the request with the witnessed signature of record and ascertain that it is a request for a loan.


(2)	Check the RPO to determine the loan value using the effective date of the contract to the effective date of the loan and the plan of insurance. Check RPO for prior loan and compute interest from last interest year to effective date of current loan.


(3)	Review VA Form 29-1468b, Notice of Approval of Policy Loan, for accuracy and completeness. Check the address and release for mailing to the insured.


(4)	Review all fields of the input documents for accuracy and completeness.


(5)	Release input document, together with VA Form 29-1468b, Notice of Approval of Policy Loan, for appropriate batch control number. Prepare SF 1166, Voucher and Schedule of Payments.


(6)	Review SF 1166 and release to Accounting Section, which will forward the SF 1166 to the proper disbursing office.


5.04	CASH SURRENDERS


a.	Disbursed by the ADP System


(1)	Compare the signature on VA Form 29-1546, Application for Cash Surrender Value, with the witnessed signature of record only on those cases which the Fiscal Officer deems necessary. Check item 6 for disposition of cash surrender value. Check the address.


(2)	Review all fields of input documents for accuracy and completeness.


(3)	Check RPO and folder for incompetency information. Check folder for history of dishonored checks, uncollectible checks submitted in payment of premiums or loans, for prior 2 years. Check for loan or premium payments within last 20 days.


(4)	Assign appropriate batch control number to input and release to the data processing center.


b.	Disbursed Off System


(1)	Compare the signature on VA Form 29-1546 with the witnessed signature of record only on those cases which the Fiscal Officer deems necessary. Check disposition of cash surrender value, address, policy number and postmark date on form.


(2)	Check RPO for policy number, plan and status of account.


(3)	Check VA Form 29-332, Notice of Cash Surrender, for accuracy and completeness against VA Form 29-1546 and the RPO including the effective date of surrender, reserve value, overpaid or underpaid dividends, premium credits or shortages, dividend credits or deposits, interest credit, outstanding loan and loan interest. Check the net amount payable, which is the difference between total debits and total credits.


(4)	Review all fields of input documents for accuracy and completeness.


(5)	Release input documents together with VA Form 29-332, Notice of Cash Surrender, for appropriate batch control number. Prepare SF 1166, Voucher and Schedule of Payments.


(6)	Review SF 1166 and release to Accounting Section, which will forward SF 1166 to proper disbursing office.


5.05	CHANGE OF PLAN-HIGHER TO LOWER PLAN


a.	Compare the signature on VA Form 29-1549, Application for Change of Permanent Plan, with the witnessed signature of record only on those cases which the Fiscal Officer deems necessary. Check the address and postmark date on the application and determine the disposition of reserve.


b.	Audit all information on VA Form 29-328, Underwriting Worksheet, using reserve and premium rate tables. Check information on the form with the RPO. Check for loan or premium payments within last 20 days.


c.	Audit VA Form 29-332, for accuracy and completeness.


d.	Review all fields of input documents for accuracy and completeness.


e.	Release input documents together with VA Form 29-332 for appropriate batch control number. Prepare SF 1166, Voucher and Schedule of Payments.


f.	Review SF 1166 and release to Accounting Section, which will forward the SF 1166 to the proper disbursing office.


5.06	CLERICALLY PREPARED DIVIDEND AUTHORIZATIONS


All clerically prepared dividend authorizations, regardless of the year of dividend, will be audited in the Voucher Audit Unit.


a.	Disbursed by the ADP System


(1)	Check for correct folder and RPO. Also, history lookup, if necessary.


(2)	Verify amount payable using dividend rate books.


(3)	Check status of account and review all fields of input documents for accuracy and completeness. Assign appropriate batch control number to input and release to the data processing center.


b.	Disbursed Off System


(1)	Check for correct folder and RPO. Also, history lookup, if necessary.


(2)	Verify amount payable using dividend rate books.


(3)	Check status of account and review all fields of input documents for accuracy and completeness.


(4)	Release input documents for appropriate batch control number. Prepare SF 1166, Voucher and Schedule of Payments.


(5)	Review SF 1166 and release to Accounting Section which will forward SF 1166 to the proper disbursing office.


(6)	When a dividend is authorized for an off-tape account, verify the amount payable on VA Form 29-394, Dividend Transaction Input, or VA Form 29-8528, Paid Dividend/Dividend History. Prepare SF 1166 and send it to the Accounting Section. File dividend authorization in folder.


(7)	When an off-tape lien is established for a dividend overpayment, review the input documents for accuracy and completeness. Check all information on VA Form 29-1696, Lien Record Card, and VA Form 29-1610, Transfer Worksheet (Interfund/Intrafund). Assign a "B" batch control number to the input and release to the data processing center. Release VA Form 29-1610 to the Accounting Section and VA Form 29-1696 to the Insurance Division.


5.07	CLERICAL INSERT FOR REFUND


a.	Disbursed by the ADP System (Pending TT 609-Callup Type 609)


(1)	Check for correct folder and RPO. Review history lookup and status of account.


(2)	Review all input documents for accuracy and completeness as to amount of refund and policy number, etc.


(3)	If a deduction from benefits account, audit stop and starts of deductions and any pending transactions reflected on the RPO. Audit history lookup from last premium paid direct until establishment of deduction.


(4)	Assign appropriate batch control number to input and release to the data processing center.


b.	Disbursed Off System


(1)	Check for correct folder and RPO. Review status of account.


(2)	Review all input documents for accuracy and completeness as to amount of refund and policy number, etc.


(3)	Verify amount payable and check VA Form 4-706, Notice of Refund and Refund Worksheet, and all input documents for accuracy and completeness. Prepare SF 1166.


(4)	Release input documents together with a copy of VA Form 4-706 for appropriate batch control number. Prepare SF 1166, Voucher and Schedule of Payments.


(5)	Review SF 1166 and release to Accounting Section which will forward the SF 1166 to the proper disbursing office. Send VA Form 4-706 to file.


(6)	When a refund is authorized for an account that is not on tape, verify the amount payable on VA Form 4-706. Prepare SF 1166 and send it, with a copy of VA Form 4-706, to the Accounting Section.


c.	Refund on Date of Birth Adjustment to Younger Age-Disbursed by the ADP System


(1)	Audit premium record card and RPO to the original date of contract for amount of overage due to difference in premium due. The period the policy was in force under an "N," "T," or "I" number will not be considered when calculating the amount of refund. If Permanent Plan, do not adjust term contract.


(2)	If it is an allotment case, check information in folder and history file to validate allotment as reflected on premium record cards and RPO.


(3)	If it is a direct pay case, audit history lookup to validate all premiums paid.


(4)	Review all fields of input documents for accuracy and completeness.


(5)	Assign appropriate batch control number to input and release to the data processing center.


5.08	TOTAL AND PERMANENT DISABILITY


a.	Policy Matured for Total and Permanent Disability-Automatic Processing and Payment by the ADP System


(1)	Check for correct folder and RPO. Make complete audit of account back to the effective date of total and permanent disability.


(2)	Review VA Form 29-1565-3, Decision Disability Insurance Benefits, and all fields of input documents for accuracy and completeness.


(3)	Check that appropriate batch control number is on the proper input and release to the data processing center.


b.	When conditions prevent automatic processing, the award is authorized by VA Form 29-462, Authorization for Insurance Payments.


(1)	Check for correct folder and PRO. Make complete audit of account back to the effective date of total and permanent disability.


(2)	Review VA Form 29-1565-3 and all fields of input documents for accuracy and completeness.


(3)	Check that appropriate batch control number is on the proper input and release to the data processing center.


(4)	Review VA Form 29-462 for completeness and release to the Insurance Award Unit.


5.09	MATURED ENDOWMENT


a.	Automatic Processing and Payment by the ADP System


(1)	Check folder and RPO for proper payee.


(2)	Check for VA Form 29-5767, Maturing Endowment Notification. If returned by insured, check that an option was selected and form is signed by insured.


(3)	Check that VA Form 29-8521, Disbursements, shows the option under which the proceeds are to be paid.


(4)	Check RPO against original application.


(5)	Check that RPO is noted "48/51 Dividend Verified" (if applicable) and that dividend was paid.


(6)	Check that VA Form 29-5767 is signed and dated by the person authorizing the payment. The voucher auditor should also sign and date the form.


(7)	If VA Form 29-5767 is not returned by the insured, check for RPO with reason code 906, signed and dated by the person authorizing the payment and VA Form 29-8521, to enter one sum option on the insurance master record.


(8)	Review all input documents for accuracy and completeness, check that appropriate batch control number is on the proper input and release to the data processing center.


(9)	Release folder to file or to any element that might be involved.


b.	When conditions prevent automatic processing, the award is authorized by VA Form 29-462.


(1)	Check folder and RPO for proper payee.


(2)	Check VA Form 29-5767 for signature of insured and option selected. Check that VA Form 29-8521 shows the option under which the proceeds are to be paid.


(3)	Check RPO against original application.


(4)	Check that RPO is noted "48/51 Dividend Verified" (if applicable) and that dividend was paid.


(5)	Review all input documents for accuracy and completeness, check that appropriate batch control number is on the proper input and release to the data processing center.


(6)	Review VA Form 29-462 for completeness and release to Insurance Award Unit. If insured requested a split option, the option inserted on the record must be "3" and a VA Form 29-462 for each option selected will be received for review.


(7)	Release folder to file or to any element that might be involved.


5.10	TOTAL DISABILITY INCOME PROVISION-REFUND OR PREMIUMS-WAIVER OF PREMIUMS AND AWARD OF BENEFITS ON RIDER


a.	Check VA Form 29-357 or 29-357c, Claim for Disability Insurance Benefits, for proper insured, date of birth, social security number and service number.


b.	Review VA Form 29-1565-3 for completeness.


c.	Audit RPO and history lookup (when required) from date of waiver to next month due as shown on the RPO for the amount of premiums to be refunded.


d.	Review all fields of input documents for accuracy and completeness, check that an appropriate batch control number is on the input and release to the data processing center.


e.	If an award of benefits on the rider is authorized, review the VA Form 29-462 for completeness and release to the Insurance Award Unit. Release the insurance folder to file.
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