Circular 20-01-01 is self rescinded March 31, 2002





Department of Veterans Affairs		Circular 20-01-01

Veterans Benefits Administration		January 8, 2001 

Washington, DC 20420





DIRECT DEPOSIT/ELECTRONIC FUNDS TRANSFER

PROCESSING

 IN THE CHAPTER 31 PAYMENT SYSTEM





1.	GENERAL



a.	What does this circular do?�This circular explains direct deposit for the chapter 31 subsistence payments.



NOTE:  Direct deposit (DD) and Electronic Funds Transfer (EFT) mean the same thing in this chapter.��

b.	Who should read this circular?�VR&E staff members in ROs (Regional Offices) will need to study this circular in detail since direct deposit is new to them.  They also need to be alert for direct deposit requests that may accompany an application or enrollment certification.  Veteran Service Representatives (VSRs) and Finance employees will find that processing chapter 31 direct deposit requests is similar to processing Compensation and Pension (C&P) direct deposit requests so that a quick review of this chapter is all that is necessary.��

c.	What are the limitations of EFT?

�	(1)	Performance.  Direct deposit speeds delivery, but does not mean same day or next day service.  Direct deposit payments take between 3 to 5 days to reach the bank once VA authorizes a payment.



NOTE:  The chapter 31 Schedule of Operations now provides a projected payment date for direct deposits. 



	(2)	Determining Receipt of Direct Deposit.  Subsistence payments are always delivered on the first of the month unless the first falls on the weekend or a holiday.  The recipient should contact his or her financial institution to confirm receipt of payment.

��

d.	Who will notify veterans about DD/EFT?�	In January 2001, current recipients of chapter 31 subsistence, as well as those who have received chapter 31 subsistence within the last six months, will be mailed a letter informing them of the availability of the new DD/EFT capability for subsistence allowance.  This campaign letter will be released from the Hines Benefits Delivery Center (BDC).  (See Attachment H for a sample of the notification letter)��

�	In the solicitation letter, veterans will be notified of the information needed to initiate DD/EFT for their subsistence allowance and advised to submit their request to the Muskogee Regional Office, which maintains a special unit which specializes in processing DD/EFT requests.  This is designed to relieve the initial workload burden, as much as possible, to VR&E staff.  However, as the instructions advise, all appropriate staff at the regional offices may also process these requests if the appropriate information is furnished.��

e.	Where can I find more detailed instructions if I need them?�This circular covers both the basics of direct deposit and unique chapter features.  For the finer points of direct deposit, consult MP-4, part IV, chapter 6, and the Treasury Greenbook, which should be available in the Finance activity at each regional office.



NOTE:  The C&P program has had direct deposit for many years.  All regional offices have employees who have developed expertise on this subject.  VR&E staff members at the regional offices should call on these experts for assistance.��

2.	SIGNING UP FOR DIRECT DEPOSIT



a.	Acceptable Institutions�	(1)  Acceptable:  EFT may be made to banks, savings and loans, credit unions, and mutual savings banks.



	(2)  Not acceptable:  EFT may not be made to credit card companies, finance companies, mutual fund companies, brokerage firms, insurance companies, and other non-traditional financial services companies.��

b.	Minimum Required Information�Three pieces of information are needed in addition to the veteran’s name and file number.  They are:



	(1)  Routing number of the veterans’ financial institution.



	(2)  Veterans’ account number at the financial institution.



	(3)  Whether account is checking or savings.

��

c.	Acceptable Enrollment Methods�Any of the following enrollment methods is acceptable:



	(1)  Government Forms.  These include Standard Form 1199A (Direct Deposit Sign-Up Form), VA Form 24-0296 (Direct Deposit Enrollment), VA Form 10051(JF) (Get Direct Deposit), or any other form which has the required information. 

��

c.	Acceptable Enrollment Methods�

	(2)  Bank Forms.  These include canceled checks or voided checks.



	(3)  Telephonic enrollment.  Either the veteran (or, if the veteran is incompetent – the fiduciary of the veteran) or a representative of a financial institution may call.  If the representative of a financial institution calls, the veteran (or fiduciary) must be present at the time of the call.  RO personnel will make every reasonable effort to verify the identity of the caller.



	(4)  Signed Statement.  Any signed statement that includes the necessary enrollment information is acceptable.��

3.  FINDING DIRECT DEPOSIT DATA ON A CHECK



�For successful use of EFT, VR&E staff members and veterans need to understand several identifying items on the front of a check.  This information is required to process an EFT transaction.��



a.	Routing Number�The routing number is a nine-digit all numeric field at the lower left corner of a check.  This number identifies the financial institution.  This number is preceded and followed by a symbol that looks approximately like the following:  “|:”.  



NOTE: If the check shows  "Payable Through", see subparagraph d below. ��

b.	Account Number�The individual’s account number at the financial institution  appears in the lower middle area of the check.  This number can be up to 17 positions with a combination of both alpha and numeric characters.  This number is followed by a symbol that looks approximately like the following: “||§”.  



NOTE:  Some account numbers may contain dash (–) symbols.��

c.	Check Serial Number�This is the number of a particular check.  In most situations, the check serial number appears to the right of the account number.  However, in some cases it may be coded between the routing number and the account number.  In either instance, be careful not to record the check serial number as part of the account number.  If in doubt, contact the financial institution.��

d.	Payable Through�If applicable, this phrase is shown directly under the logo of the financial institution at the lower left of the check.  This indicates that a contractor is involved with processing certain transactions for the primary financial institution.  This is a common practice among most credit unions, but can also be used by banks, and savings and loan associations.  When  "Payable Through" is shown on the check, in all likelihood the routing number shown on the check belongs to the contracting financial institution.  Contact the primary financial institution to obtain the correct routing number.��

e.	Name of Financial Institution�The name of the veteran’s financial institution appears in the lower left corner of the check, above the routing number.  There may be a memo, note, or “For” line between the name and the routing number.  ��

f.	Account Title Information�The account title information appears in the upper left corner of the check.  This information indicates the person or persons entitled to the proceeds of the account.  The name of the veteran must appear in the account title, except in the case of a fiduciary.  Joint accounts are acceptable.��

4.  PROCESSING REQUESTS FOR DIRECT DEPOSIT



a.	Review Direct Deposit Data�Be sure you have the minimum required information listed in paragraph 2b above.��

b.	Access the 601 Screen�Use the CADD (Change Address) command to access the 601 screen (Change Address).  The required entries are CADD, password, file number and benefit type (CH31). If more than one record exists, you will obtain the usual S02 screen (Payee Selection).  Select the chapter 31 record from this screen.��

NOTE:  At the present time, DD/EFT establishment, changes and cancellations may only be done via the CADD command, separate from all other processing.  Although the 601 screen of a pending issue file (PIF) may be accessed at any time for other purposes, DD/EFT changes cannot be processed.  Therefore, DD/EFT should generally precede chapter 31 award or GED processing, if the information is known.��

c.	Make Necessary 601 Screen Entries�The 601 screen fields listed below each require an entry except for the sixth one, which is optional:



	(1)  DD/EFT (Direct Deposit/Electronic Funds Transfer) CHG CANCEL



		(a)	To establish or change a direct deposit, enter an "X" after CHG.



		(b)	To cancel a direct deposit, enter an "X" after CANCEL.



	(2)  ROUTING.  Enter the first eight digits of the financial institution’s routing number.



	(3)  CHECK DIGIT.  Enter the 9th digit of the financial institution’s routing number.  (The check digit is used to verify the routing number.)



	(4)  TYPE ACCT.  Enter the type of the veteran’s account, either "C" (Checking) or "S" (Savings).  (If unsure, enter "C".)



	(5)  ACCT NO.  Enter the veteran’s account number at the financial institution.  



	(6)  DD/EFT LTR SUPPRESS.  Enter an "X" only if you wish to suppress the direct deposit acknowledgment letter or special paragraphs.��

d.	Refer Documentation for Drop-Filing�Refer all documentation of direct deposit for drop-filing in the chapter 31 Counseling/Evaluation/Rehabilitation (CER) folder. ��



5.  SUMMARY OF BDN CHANGES



�Direct deposit required changes to the chapter 31 Benefits Delivery Network (BDN) system.  These include:��

a.	601 Screen Changes�The existing direct deposit fields on the 601 screen as described in paragraph 4c are now available for chapter 31 processing.  These fields were previously blocked for chapter 31.��

b.	Commands for Direct Deposit�To access the 601 screen to enter direct deposit data, use the CADD, CNAM (Change of Name), or CFID (Change of Fiduciary) command.��

c.	Limitations on Processing�Chapter 31 direct deposit data can only be entered at a regional office by VR&E, Finance, and Veterans Services Center employees with CADJ authority.��

d.	Inquiry and Transaction History

�	(1)  Chapter 31 M32 screen (Chapter 31 Master Record Status).  The M32 screen now has a one-position direct deposit indicator field in the middle of the screen.  



A "Y" means the record has direct deposit data.  

An "N" means it does not.

An “I” means it has inactive data.



	(2)  MO1 screen (Deduction/Receivable/Balance Data).  The MO1 screen now displays the full direct deposit data in the record.  The new data fields are as follows:



		(a)  DD/EFT STATUS.  This will be either blank or read "Active" or "Inactive".  Blank means VA has not received direct deposit data or that previous direct deposit data has since been canceled.  "Active" means VA has active direct deposit data.  "Inactive" means VA has direct deposit data, but the most recent direct deposit payment was returned from the financial institution.



		(b)  ROUTING.  This shows the first eight digits of the financial institution’s routing number.



		(c)  CHECK DIGIT.  This shows the ninth digit of the financial institution’s routing number.



		(d)  TYPE ACCOUNT.  This will be either C (Checking) or S (Savings). 	



		(e)  ACCT NO (Account Number).  This is the individual’s account number at the financial institution.

�

	(3)  M38 screen (Transaction History).  The M38 screen now displays a "22D" transaction when direct deposit data is added, changed, or deleted in a chapter 31 master record.  The 22D is recorded in addition to any other transaction that may be processed.�����

e.	Direct Deposit Payment Standard�All payments for a chapter 31 veteran will be released via direct deposit if there is active direct deposit data in the master record.  This includes out-of-system payments as well as tutorial and work-study payments.  There is an exception for fiscal payments.  A field has been added to the F15 screen (Special Payments) and the F45 screen (Unassociated Clearance) giving the operator the choice of issuing a payment by direct deposit or by check if appropriate.��

f.	Returned Payment�	(1)  Returns for "bad address."  If a chapter 31 DD/EFT payment  is returned for "bad address" (that is, the bank did not accept the payment) and updated direct deposit information exists on the M01 screen, the BDN will automatically reissue the payment by DD/EFT. 

	If a chapter 31 DD/EFT payment  is returned for "bad address" (that is, the bank did not accept the payment) and updated direct deposit information does not exist on the M01 screen, the  payment will be reissued as a check and DD/EFT STATUS field on the M01 screen will be changed to "Inactive".

	Any subsequent entry of DD/EFT data on the 601 screen will reactivate DD/EFT status.  If a chapter 31 check payment is returned due to a bad address, BDN will reissue the payment via direct deposit if the DD/EFT STATUS field shows "Active."



	(2)  Returns for other reasons.  If a chapter 31 check is returned for a reason other than a bad address, the payment will go into proceeds and no payment will be reissued.�����

g.	TINQ�TINQ processing will continue to show 31-RECUR, 31-RETRO and 31-ONE-T as the TYPE of payment for direct deposit payments.  The financial institution’s routing number will appear under ZIP-CODE; the student’s account number will appear under ADDR LINE 1; and either C (Checking) or S (Savings) will appear under ADDR LINE 2.  For returned direct deposit payments, TINQ will show the check issue date, amount, cancel date, trace (check) number (under CHECK #), reason code, and benefit type as CH31-EFT.

��

h.	Letters�New letters and new paragraphs for existing letters have been developed to keep the veteran advised regarding direct deposit.  See paragraphs 6 and 7 below.��

i.	Chapter 31 Award Documentation Changes�VA Form 22-8945, Education Award, which is printed at the ROs, will not contain direct deposit data in the name and address block.��

6.  EFT LETTERS AND PARAGRAPHS



a.	BDN Letters For Direct Deposits�BDN will issue direct deposit letters under the conditions indicated.  The letters shown in attachments A, B, and C will be suppressed if the DD/EFT LTR SUPPRESS indicator is checked on the 601 screen.��

b.	BDN Paragraphs For Direct Deposits�BDN will issue special paragraphs, on attachments D and E to existing letters under the conditions indicated.  These paragraphs will be issued unless the operator checks the DD/EFT LTR SUPPRESS indicator on the 601 screen.��

7.  INQUIRIES



Who can answer questions on EFT?  �Refer policy questions to the Strategic Planning and Information Management section of the VR&E Service at (202) 273-7419.  Refer finance questions to Office of Resource Management at (202) 273-6720.  Alternatively, send e-mail to MAIL VBA 28 for delivery to the appropriate staff.��

8.  RESCISSION	This circular is rescinded on March 31, 2002







							By Direction of the Under Secretary For Benefits









					Julius M. Williams, Jr., Director

					Vocational Rehabilitation and Employment Service











Distribution:	CO:	RPC 2900

SS (28)		FLD:	VBAFS, 1 each (Reproduce and distribute as needed)





�Attachment A



EFT Acknowledgment Letter

(Establishment)



Return Address								Date





Addressee							In Reply Refer To:

								File Number

								Stub Name



We have received your request for Direct Deposit of your VA chapter 31 subsistence allowance benefits.  Your next subsistence allowance payment will go to your financial institution.



	*  Your Financial Institution's Routing Number:  [Enter 9 digit number]



	*  Your Account Number:  [Enter veterans' account number up to 17 characters]



	*  Type of Account:  [Enter "Checking" or "Savings"]



DIRECT DEPOSIT TO CONTINUE



Please let us know if your Direct Deposit information changes.  Otherwise, we’ll continue to use this information for all of your future chapter 31 subsistence allowance payments.



REPORTING CHANGES



VA's toll-free number for Direct Deposit is 1-877-838-2778.  If you write, include a voided personal check. If you don't include this document, be sure to give us the information about your account listed above.  You should send any changes to:

				Department of Veterans Affairs

				Regional Office

				125 S. Main St., Suite B

				Muskogee, OK  74401-7004



MAILING ADDRESS



Keep us informed of any change in your mailing address even though you have Direct Deposit.  We will continue to send correspondence to your mailing address.



DEPARTMENT OF VETERANS AFFAIRS

�Attachment B



EFT Acknowledgment Letter

(Change)





RETURN ADDRESS								DATE



ADDRESSEE							IN REPLY REFER TO:

								FILE NAME

								STUB NAME



We have received your request to change the Direct Deposit information for your chapter 31 subsistence allowance benefits.  Your next subsistence allowance payment will go to



	*  Your Financial Institution's Routing Number:  [Enter 9 digit number]



 	*  Your Account Number:  [Enter veterans' account number up to 17 characters]



	*  Type of Account:  [Enter "Checking" or "Savings"]



DIRECT DEPOSIT TO CONTINUE



Please let us know if your Direct Deposit information changes.  Otherwise, we’ll continue to use this information for all of your future chapter 31 subsistence allowance payments.



REPORTING CHANGES



VA's toll-free number for Direct Deposit is 1-877-838-2778.  If you write, include a voided personal check. If you don't include this document, be sure to give us the information about your account listed above.  You should send any changes to:

				Department of Veterans Affairs

				Regional Office

				125 S. Main St., Suite B

				Muskogee, OK  74401-7004



MAILING ADDRESS



Keep us informed of any change in your mailing address even though you have Direct Deposit.  We will continue to send correspondence to your mailing address.



DEPARTMENT OF VETERANS AFFAIRS







Attachment C  



EFT Acknowledgment Letter

(Cancellation)



RETURN ADDRESS								DATE







ADDRESSEE							IN REPLY REFER TO:

								FILE NAME

								STUB NAME







We have received your request to cancel your Direct Deposit for chapter 31 subsistence allowance benefits.  Future subsistence allowance payments will go to your mailing address.



REPORTING CHANGES



VA's toll-free number for Direct Deposit is 1-877-838-2778.  If you write, include a voided personal check. If you don't include this document, be sure to give us the information about your account listed above.  You should send any changes to:



				Department of Veterans Affairs

				Regional Office

				125 S. Main St., Suite B

				Muskogee, OK  74401-7004



DEPARTMENT OF VETERANS AFFAIRS



�Attachment D 



(Original Award Letter Paragraphs when Active  EFT Data Exists in the Chapter 31 Master Record )



We will send your chapter 31 subsistence allowance payments by Direct Deposit.   The Direct Deposit information we have is



	*  Your Financial Institution's Routing Number:  [Enter 9 digit number]



 	*  Your Account Number:  [Enter veterans' account number up to 17 characters]



	*  Type of Account:  [Enter "Checking" or "Savings"]



If you need to change your Direct Deposit information, please let us know.  VA's toll-free number for Direct Deposit is 1-877-838-2778.  If you write, include a voided personal check..



				Department of Veterans Affairs

				Regional Office

				125 S. Main St., Suite B

				Muskogee, OK  74401-7004





�Attachment E



(Supplemental  Award Letter Paragraphs when Active EFT Data Exists in the Chapter 31 Master Record )



We will continue Direct Deposit of your chapter 31 subsistence allowance payments.  



If you need to change your Direct Deposit information, please let us know.  VA's toll-free number for Direct Deposit is 1-877-838-2778.  If you write, include a voided personal check..  You should send any changes to:



				Department of Veterans Affairs

				Regional Office

				125 S. Main St., Suite B

				Muskogee, OK  74401-7004



�Attachment F 



(Award letter paragraphs when no Active EFT Data Exists in the chapter 31 master record) 



Return Address								Date







Addressee							In Reply Refer To:

								File Number

								Stub Name





You can now receive Direct Deposit of your chapter 31 subsistence allowance checks at your bank or other financial institution.  You may sign up either by mail or by phone.  The information we need is:



	*  Your Financial Institution's Routing Number.  



 	*  Your Account Number.



	*  Type of Account (savings or  checking).  



If you need to change your Direct Deposit information, please let us know.  VA's toll-free number for Direct Deposit is 1-877-838-2778.  If you write, include a voided personal check. If you don't include this document, be sure to give us the information about your account listed above.  You should send any changes to:



				Department of Veterans Affairs

				Regional Office

				125 S. Main St., Suite B

				Muskogee, OK  74401-7004



�Attachment G 



EFT Reject Letter



Return Address								Date







Addressee							In Reply Refer To:

								File Number

								Stub Name







We were unable to make a Direct Deposit of your chapter 31 subsistence allowance benefits.  If we made an error, we apologize.  We will send your subsistence allowance checks to your mailing address until this matter is resolved.



The financial institution did not accept the following account data we submitted for you:



	*  Your Financial Institution's Routing Number:  [Enter 9 digit number]



 	*  Your Account Number:  [Enter veterans' account number up to 17 characters]



	*  Type of Account:  [Enter "Checking" or "Savings"]



HOW TO REAPPLY FOR DIRECT DEPOSIT



VA's toll-free number for Direct Deposit is 1-877-838-2778.  If you write, include a voided personal check. If you don't include this document, be sure to give us the information about your account listed above.  You should send any changes to:



				Department of Veterans Affairs

				Regional Office

				125 S. Main St., Suite B

				Muskogee, OK  74401-7004







DEPARTMENT OF VETERANS AFFAIRS

�Attachment H

(Campaign Letter)



125 S. MAIN ST. SUITE B							In Reply Refer To:

MUSKOGEE OK 74401-7004 

							

						

File Number:

XXX-XX-XXXX 



Addressee

Line 1 Address

Line 2 Address

Line 3 Address

Line 4 Address

City, State, Zip



We invite you to “sign up” for Direct Deposit (also known as Electronic Funds Transfer) of your VA subsistence allowance payments.  If you sign up for Direct Deposit, we’ll send your subsistence payments directly to your account.  Direct Deposit is the safest and fastest way to receive your VA subsistence payments.  You no longer have to worry about your check being delayed by the mail or being lost or stolen. 



HOW DO YOU SIGN UP FOR DIRECT DEPOSIT?



You can sign up for Direct Deposit by phone or by mail.  To sign up by phone, call 1-877-838-2778.  This is a toll-free call.  To sign up by mail, sign this letter and mail it to:



				Department of Veterans Affairs

	Regional Office

		125 S. Main St. Suite B

	Muskogee, OK  74401-7004



Whether you sign up by phone or by mail, you’ll need to give us some information about the account where you want your payments to go.



WHAT INFORMATION SHOULD YOU GIVE US?



You should give us the following information about the account you want your benefits to go to.  

Your bank or financial institution's nine digit routing number: ___________

For checking accounts, the routing number is the first nine digits

on the bottom of the check

For savings accounts, you’ll probably need to ask your financial institution for their routing number

The account number: __________________

The type of account:  checking account  or  savings account



If using your checking account, all of this information is on your checks.  So, the easiest thing for you to do is send us a “void” check when you sign up.  You can void a check by writing “VOID” across the front of a blank check.

    

  ________________________(___)____________________(___)_______________

      Your Signature           Home Phone               Work Phone





DEPARTMENT OF VETERANS AFFAIRS
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