	May 25, 1979	M29-1, Part VIII








CONTENTS





CHAPTER 4. REQUISITION, CHARGED-OUT AND NO RECORD FOLDERS








	PARAGRAPH                                                                                                                                                PAGE





SUBCHAPTER 1 - REQUISITION FOR FOLDERS





	4.01	Routine Request	4-1�	4.02	Priority Request	4-1�	4.03	Urgent Request	4-1�	4.04	Death Claim Material Folder Request	4-2








SUBCHAPTER 2. CHARGED-OUT FOLDER





	4.05	Loan and Cash Surrender Applications	4-2�	4.06	Claim for Disability Insurance Benefits	4-2�	4.07	Death Claim Material	4-3�	4.08	Active Folder Mail	4-3�	4.09	Routine Requests	4-3�	4.10	Complete Search for Lost Folder	4-3�	4.11	Report of Complete Search	4-4








             SUBCHAPTER 3. NO RECORD FOLDER





	 4.12	Loan and Cash Surrender Applications	4-4�	4.13	Disability Insurance Benefits Application and Death Claim Material	4-5�	4.14	Folder Mail and Routine Requests	4-5



















































































	4-i





	May 25, 1979	M29-1,Part VIII








CHAPTER 4. REQUISITION, CHARGED-OUT AND NO RECORD FOLDERS





SUBCHAPTER 1 - REQUISITION FOR FOLDERS





4.01	ROUTINE REQUEST





Active folder mail received from the Receipt and Dispatch Unit (except the category listed in par. 4.02) and insurance RPO's (record printouts) received from the Policy Service Section coded "987/F" will be considered as "ROUTINE" requests.





a.	Upon receipt of the mail, the mail clerk will digitize the items and hold them in suspense pending receipt of the RPO. When the RPO is received, it will be associated with the pending item and given to the file clerk. The file clerk will prepare a VA Form 29-5713, Folder Charge Card, showing the file number, initials and first three letters of the veteran's last name, element to which tee folder is being charged, initials of the file clerk and date the folder is withdrawn. The VA Form 29-5713 will be placed in a chargeout jacket which will be placed in the files in place of the folder. The insurance folder and the material will be forwarded to the appropriate section.





b.	Upon receipt of RPO's coded "987/F," they are digitized and given to the file clerk. The file clerk will prepare a VA Form 29-5713 showing the file number, initials and first three letters of the veteran's last name, element to which the folder is being charged, initials of the file clerk and date the folder is withdrawn. The VA Form 29-5713 will be placed in the window part of the chargeout jacket which will be placed in the files in place of the folder. The insurance folder is then forwarded to the appropriate Policy Service Unit with the RPO attached.





	 c. Other routine requests will be made by the use of VA Form 29-5714, Requisition-Photocopy/PRC/Folder�       Request Temporary Charge. When such requests are received, the file clerk will insert the date of withdrawal


of the folder, initial the chargeout portion of the form, and insert it into the window part of the chargeout jacket which will be placed in the files in place of the folder. The folder will then be forwarded to the appropriate section.





d.	Tabulation cards generated in connection with a project may also be used as routine requests; however, the cards must be in terminal.digit order. The card will be used as the temporary charge card.





4.02	PRIORITY REQUEST





Applications for disability waiver, loans, cash surrender and death benefits will be treated as "PRIORITY" requests. Upon receipt of such items, the general clerk will prepare VA Form 29-5713 showing the file number, initials and first three letters of the veteran's last name, element to which the folder is being charged, reason, initials of the general clerk and date. The items will be associated with the corresponding folder and held in suspense pending receipt of the RPO. When the RPO is received, it will be associated with the pending material and forwarded to the appropriate section.





4.03	URGENT REQUEST





Requests by telephone from the Veterans Assistance Division (PERSON-WAITING), Management Staff, Assistant Director for Insurance and staff, veterans service organizations, and special services in conjunction with congressional or Red Tag mail will be considered as "URGENT" requests; therefore, they will be handled expeditiously. Requests in this category will be handled by the folder request control clerk. When such requests are received, the folder request control clerk will prepare a VA Form 29-5713 showing the file number, initials and first three letters of the veteran's last name, element to which the folder is being delivered, initials of the folder request control clerk and date. The folder will be hand-delivered to the requester or controlling element as quickly as possible.
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4.04	DEATH CLAIM MATERIAL FOLDER REQUEST





a.	All material received from the Receipt and Dispatch Unit relating to insurance death claims will be treated as priority requests.





b.	Upon receipt of FNOD (first notice of death) material, the general clerk will prepare VA Forrn 29-5713 showing the file number, initials and first three letters of the veteran's last name, the element to which the folder is being charged, initials of the general clerk and date of withdrawal of the folder. The items will be associated with the corresponding folder and forwarded to the Central Processing Section for XC-processing.





c.	When an RPO and VA Form 29-368d, Report of Status for Settlement of Death Claims-Government Life Insurance, is received, the general clerk will prepare VA Form 29-5713 showing the file number, initials and first three letters of the veteran's last name, the element to which the folder is being charged, initials of the general clerk and date of withdrawal of the folder. The items will be associated with the corresponding folder. The folder will be noted "XC" in large letters and forwarded to the Death Claims Section.





d.	If a folder is in file that was previously XC'd, the folder and material will be forwarded directly to the Death Claims Section after preparing the required VA Form 29-5713. If the folder is charged out to the Central Processing Section or the Death Claims Section for FNOD action, the material will be noted to show the chargeout date and forwarded to the appropriate Death Claims Unit.





e.	Insurance folders will be retained in the VA insurance centers and will not be combined with the XC folders. Insurance folders received from the Death Claims Section, prominently stamped "Adjudication Completed," will be returned to the Insurance Files Section.





f. Insurance files personnel will not recall inactive folders from the FARC (Federal Archives and Records Center) unless an RPO and VA Form 29-368d are received.








SUBCHAPTER 2. CHARGED-OUT FOLDER





4.05	LOAN AND CASH SURRENDER APPLICATIONS





a.	Upon receipt of an RPO and either VA Form 29-1546, Application for Cash Surrender Value Government Life Insurance; VA Form 29-1547, Application for Policy Loan; VA Form 29-5772, Loan and Cash Surrender Valued (Government Life Insurance) or an informal application for a loan or cash surrender and the folder is charged out, an attempt will be made within the Insurance Files Section to locate the folder. If the general clerk cannot locate the folder within l workday, a "DO NOT FILE FOLDER" flash will be placed in the chargeout jacket. The element to which the folder is charged, the date of the chargeout, the initials of the general clerk and date will be noted on the VA Form 29-5713 and the material forwarded to the Policy Service Section.





b.	A search slip will be prepared indicating the type of action pending, the date the folder was charged out and the operating element to which the material was forwarded. The slip will be referred to the clerk searcher who will continue the search.





c.	When the folder is located, it will be hand-carried to the operating element to which the material was forwarded. If the material is received for filing prior to locating the folder, it will be held until the folder is located or reconstructed.





4.06	CLAIM FOR DISABILITY INSURANCE BENEFITS





a.	When an RPO and a VA Form 29-357, Claim for Disability Insurance Benefits, are received on a charged-


out folder, the general clerk will attempt to locate the folder within the Insurance Files Section. If the folder cannot be located within l workday, VA Form 29.5713 showing the veteran's file number, first three letters
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of the veteran's last name, the element to which the folder is charged and the date of the chargeout will be attached to the claim and referred to the clerk searcher who will conduct a complete search. A "DO NOT FILE FOLDER" flash will be placed in the chargeout jacket.





b.	After conducting a complete search with negative results, the claim will be referred to the Chief, Insurance Files Section, with a VA Form 3230, Reference Slip, listing the extent of the search that was conducted and the results thereof.





4.07	DEATH CLAIM MATERIAL





a.	Upon receipt of an FNOD or an RPO and VA Form 29-368d, and the folder is charged to other than the Central Processing Section or the Death Claims Section, an attempt will be made within the Insurance Files Section to locate the folder. If the general clerk cannot locate the folder, a "DO NOT FILE FOLDER" flash


  will be placed in the chargeout jacket. A search slip showing the veteran's last name, the element to which the folder is charged and the date of the chargeout will be attached to the material and referred to the designated clerk searcher who will conduct a complete search.





b.	If the folder cannot be located within 2 workdays, the material and the extent of the search will be given to the Chief, Insurance Files Section, in accordance with paragraph 4.06b.





4.08	ACTIVE FOLDER MAIL





a.	When an RPO and active folder mail is received from the Receipt and Dispatch Unit on a chargeout folder, the file clerk will note the VA Form 29-5713 to show the element to which the folder is charged and the date of the chargeout. The VA Form 29-5713 will be attached to the mail and referred to the clerk searcher who


 will continue the search. A "DO NOT FILE FOLDER" flash will be placed in the chargeout jacket.





       b. The clerk searcher will make an additional search of the Insurance Files Section. If the result is negative,  the element to which the folder is charged will be searched. If the folder cannot be located within 5 workdays,


the material and extent of the search will be referred to the Chief, Insurance Files Section (see par. 4.06b). The Chief will refer the material to the Chief of the section responsible for processing the material.





c.	If the material is returned for additional searching, it will be referred to the clerk searcher who will conduct a complete search (see par. 4.10).





4.09	ROUTINE REQUESTS





a.	Upon receipt of a VA Form 29-5714, VA Form 29-5713, or an RPO coded for the attachment of a folder and the folder is charged out, the file clerk will note the VA Form 29-5714, VA Form 29-5713, or the RPO to show the element to which the folder is charged and the date of the chargeout. The requests will be returned to the originator without additional searching.





b.	If the request is returned for additional searching by the section which needs the folder, it will be referred to the clerk searcher who will conduct a complete search (see par. 4.10).





c.	Folders requested by the Insurance Program Management Division (290B) (Philadelphia VA Center) for SQC (statistical quality control) review will not be searched if the folder is charged out to an operating element.


The VA Form 29-8600 Request for Temporary Transfer of Insurance Folder for SQC Review, will be noted "Folder Charged Out," date of the chargeout and returned to the Insurance Program Management Division (290B).





4.10	COMPLETE SEARCH FOR LOST FOLDER





a.	A complete search will consist of searching: (l) The Insurance Files Section; including conducting 40- and 100-digit searching; (2) All elements, including the Index Unit to verify the validity of the file number;(3) BIRLS (Beneficiary Identification and Records Locator Subsystem); (4) FARC: and (5) The other VA insurance center.
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b.	When conducting a 40-digit search for a lost folder, the following steps may be followed.





EXAMPLE:	FV 101 17 89 is the number of the folder that is lost.





	Final Number	Secondary Digits		Primary Digits


	V101		17	89





Step l - Review all of the final numbers within the primary and secondary digits of the number being searched -00 17 89 through 8700 17 89.





Step 2 - Review all of the units position numbers of the secondary digits of the number being searched-V 101 10 89 through V 101 19 89.





Step 3 - Review all of the tens position numbers of the secondary diets of the number being searched-V 101 07 89 through V 101 97 89.





Step 4 - Review all of the -units position numbers of the primary digits of the number being searched-V 101 l7 80 through V l0l 17 89.





Step 5 - Review all of the tens position numbers of the primary digits of the number being searched-V 101 l7 09 through V l0l 17 99.





c.	When conducting a l00-digit search for a lost folder, the following example may be used as a guide.





EXAMPLE:	FRS 1701 40 56 is the number of the folder that is lost.





	Final Numbers	Secondary Digits		                 Primary Digits


	RS 1701	40	56





Review all of the secondary digits within the primary digits of the number being searched-FRS 1701 00 56 through FRS 1701 99 56.





4.11	REPORT OF COMPLETE SEARCH





After conducting a complete search for an insurance folder and the folder cannot be found, the material will be referred to the Chief, Insurance Files Section. The Chief will prepare a memorandum to the Chief, Insurance Division, advising of the type of action pending, the element to which the folder is charged (if any), date of the charge (if any), the searching that has been done and the results. The name of the person who conducted the search will also be included in the memorandum.








SUBCHAPTER 3. NO RECORD FOLDER





4.12	LOAN AND CASH SURRENDER APPLICATIONS





a.	When an RPO and an application for a loan or cash surrender are received and there is no record of the folder, the general clerk should index the material to verify the validity of the file number. If the file number is correct, the "No Record Active File" box of the VA Form 29-5713 will be checked, attached to the material and referred to the clerk searcher for additional searching.





b.	The clerk searcher will make an additional search of the files. When this proves negative, BIRLS, the retirement selection cards, the other VA insurance center and the FARC will be checked. If the folder is not  located, the material will be noted and forwarded to the Chief, Policy Service Section.





c.	If the material is returned for additional searching, a complete search will be conducted.
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4.13	DISABILITY INSURANCE BENEFITS APPLICATION AND DEATH CLAIM MATERIAL





a.	When an RPO and VA Form 29-357 or FNOD claim material are received and there is no record of the folder, the general clerk should index the material to verify the validity of the file number. If the file number is correct, the "No Record Active File" box of the VA Form 29-5713 will be checked, the form attached to the material and referred to the designated clerk searcher for a complete search.





b.	If, after conducting a complete search, the folder is not located, the material will be noted and referred to the Chief, Insurance Files Section (see par. 4.06b).





4.14	FOLDER MAIL AND ROUTINE REQUESTS





a.	Folder mail received from the Receipt and Dispatch Unit with or without an RPO, and there is no record of the folder in the active files, the material will be indexed to verify the validity of the file number. If the number shown is correct, the "No Record Active File" box of the VA Form 29-5713 will be checked, attached to the material and referred to the clerk searcher for additional searching.





b.	The additional searching will consist of checking the files, the retirement selection cards and the FARC. When this proves negative, the material will be forwarded to the operating element involved. If the material is returned from the operating element for additional searching, the clerk searcher will conduct a complete search for the folder.





c.	Upon receipt of an RPO for the attachment of the folder and there is no record of the folder in the active files, the "No Record Active File" box of the VA Form 29-5713 will be checked, attached to the RPO and returned to the operating element involved. If the RPO is returned for searching, a complete search will be conducted.





		d. Folders requested by use of VA Form 29-5714 will be returned without additional searching when there is no record of the folder in the active files. The "No Record" box of the VA Form 29-5714 will be noted and returned to the requester. If the request is returned for searching, a complete search will be conducted.
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