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Section B.  Administrative Record Keeping and Control Responsibilities

 PRIVATE INFOTYPE="OTHER" Overview

 PRIVATE INFOTYPE="OTHER" 
	In this Section
	This section contains the following topics: 


	Topic
	Topic Name
	See Page
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	Determining Principal Veterans Service Center Manager (VSCM) Jurisdiction
	4-B-2

	5
	Maintaining Fiduciary and Field Examination (F&FE) Records
	4-B-6

	6
	Certifying Initial Appointments (IA) for Field Examinations
	4-B-8

	7
	Processing Completed Field Examinations
	4-B-11

	8
	Completing Distribution of Operational Resources (DOOR) Reports 
	4-B-13

	9
	Reporting Data for the VBA Annual Benefits Report 
	4-B-14

	10
	Control Procedures for Field Examinations and Accountings
	4-B-15


4.  Determining Principal Veterans Service Center Manager (VSCM) Jurisdiction

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about principal guardianship folder (PGF) jurisdiction, including determinations of  

· the principal Veterans Service Center Manager (VSCM), and

· instances in which a change in the principal VSCM is required. 


	Change Date
	July 13, 2005


	a.  Determining the Principal VSCM
	In matters of jurisdiction, the principal VSCM is determined by the type of payee, as outlined in the table below.


	If the payee is a …
	Then the principal VSCM is the VSCM … 

	supervised direct payment (SDP) beneficiary
	in the area where the beneficiary resides.

	court-appointed fiduciary
	in the area of the appointing court.
Note:  The jurisdiction remains the same even if the veteran and fiduciary reside in, or move to, another state.

	legal custodian or custodian-in-fact, or temporary fiduciary 
	in the area where the custodian resides.

	superintendent of an Indian reservation
	in the area where the superintendent resides.

	chief officer of an institution
	in the area where the institution is located.


Continued on next page

4.  Determining Principal Veterans Service Center Manager (VSCM) Jurisdiction, Continued

	a.  Determining the Principal VSCM (continued)


	If the payee is a …
	Then the principal VSCM is the VSCM … 

	spouse payee
	in the area where the spouse resides.

	foreign fiduciary with a permanent residence that is outside the United States
	at the regional office (RO) assigned jurisdiction of the foreign address, as listed below.

· Canada:  White River Junction, VT

· Mexico:  Houston, TX

· The Philippines:  Manila, PI

· All other foreign countries:  Pittsburgh, PA

Note:  When it is necessary to make personal contact with a fiduciary and/or beneficiary in one of these areas, a request for contact containing all pertinent information should be forwarded to the principal VSCM. 


Continued on next page

4.  Determining Principal Veterans Service Center Manager (VSCM) Jurisdiction, Continued

	b.  When a Change in Principal VSCM Is Required
	The table below outlines the circumstances in which the principal VSCM jurisdiction must change and the principal guardianship folder (PGF) must be transferred.


	If the payee is a …
	Then the principal VSCM changes and the PGF must be transferred when … 

	SDP beneficiary
	the beneficiary permanently moves to another VSCM’s area.

	court-appointed fiduciary
	all of the following actions are accomplished:

· a qualified successor fiduciary has been appointed within another VSCM’s jurisdiction and recognized by the VSCM in the jurisdiction of the original appointing court

· the estate, if any, has been transferred to the successor fiduciary, and

· any other required action has been taken.  

	legal custodian, to include temporary fiduciaries
	the legal custodian has moved from the VSCM’s area and there is documented evidence that the legal custodian continues to maintain his/her responsibility satisfactorily for the welfare of the beneficiary.

Notes:  

· A legal custodian’s change of address is considered permanent unless information is furnished to the contrary.

· A change of address due to a tour of military duty abroad of a family member is classified as temporary and the PGF is not transferred to the Department of Veterans Affairs (VA) RO in Washington, DC.  Such changes on regular tours in the United States are considered permanent.


Continued on next page

4.  Determining Principal Veterans Service Center Manager (VSCM) Jurisdiction, Continued

	b.  When a Change in Principal VSCM Is Required (continued)


	If the payee is a …
	Then the principal VSCM changes and the PGF must be transferred when … 

	spouse payee
	the spouse-payee moves to another VSCM’s area permanently and there are no known circumstances, such as estrangement from the veteran or abandonment of children, which would require a change of fiduciary.  

	chief officer of an institution
	the veteran has been transferred to an institution in another RO’s jurisdiction, and any funds at the first institution have been released to the receiving institution or VA.


5.  Maintaining Fiduciary and Field Examination (F&FE) Records 

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information regarding the maintenance of Fiduciary and Field Examination (F&FE) records.  It includes 

· procedures for maintaining F&FE program records, and

· information regarding the responsibilities of the reporting and administrative functions.


	Change Date
	February 2, 2005


	a.  Maintaining F&FE Program Records
	Many of the procedures for maintaining Fiduciary and Field Examination (F&FE) program records are automated through the use of the Fiduciary Beneficiary System (FBS).  For this reason, accurate data entry is essential.

One or more persons must be designated to maintain the records required for administration of the F&FE activity.


	Reference:  For detailed instructions on maintaining records in FBS, see the FBS User Guide, at the Web site location http://152.124.238.193/bl/21/publicat/Users/Index.htm - bmf.


Continued on next page

5.  Maintaining Fiduciary and Field Examination (F&FE) Records, Continued

	b.  Reporting and Administrative Functions for Maintaining F&FE Records
	The reporting and administrative functions for maintaining the F&FE records should include, but not be limited to, the following:

· establishing and updating of FBS VetBene records, to include records transfer or close

· establishing and updating of FBS Work Process records, to include assignment, routing and completion of all types of field examination and accounting work

· completing administrative procedures necessary for recognition, appointment, and certification of payees

· performing estate supervision duties as designated

· making appropriate referrals

· compiling and maintaining data required by the Distribution of Operational Resources (DOOR) system that is not supplied by FBS or the Personnel & Accounting Integrated Data (PAID) system

· preparing and maintaining veteran files, correspondence files, and PGFs

· screening mail, date stamping, and/or searching, and

· responding to telephone and correspondence inquiries.


6.  Certifying Initial Appointments (IA) for Field Examinations

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on fiduciary personnel responsibilities relating to certifying initial appointment field examinations.


	Change Date
	July 13, 2005


	a.  Overview of the IA Certification Process
	The table below describes the stages in the process for certifying the Initial Appointments (IA) for field examinations.


	Stage
	Description

	1
	The Field Examiner (FE) attaches VA Form 21-555a, Designation of Payee, to the field examination report in the following cases:

· whenever a payee is to be certified

· whenever direct payment with continuing supervision is recommended, or

· in the case of a minor able to manage his/her affairs, whenever direct payment without continuing supervision is recommended.

Notes:  

· Cases involving appointment of a temporary fiduciary must have concurrence of the VSCM or higher level official.

· At local option, the FE may complete VA Form 21-555, Certificate of Legal Capacity to Receive and Disburse Benefits, in lieu of VA Form 21-555a.  The FE recommending the appointment may not sign this form.

	2
	Office personnel must take

· action as indicated on the VA Form 21-555a in Item 4, “Control Action,” or in the “Comments” section, and/or  

· any other control action as directed by the FE in the “Other Actions Required” section of

· VA Form 21-3190, Minor Beneficiary Field Examination Request and Report, or

· VA Form 21-4716a, Adult Beneficiary Field Examination Request and Report. 


Continued on next page

6.  Certifying Initial Appointments (IA) for Field Examinations, Continued

	a.  Overview of the IA Certification Process (continued)


	Stage
	Description

	3
	Certification is effected by preparation, signature, and release of VA Form 21-555.  If more than one benefit is payable by VA, control personnel must

· prepare a copy of VA Form 21-555 for each file involved (claims file and/or insurance file), and

· note the additional office, if any, to which certification is to be forwarded. 

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.  Copies would be provided for each claims file as well as the insurance file.

	4
	If the FE has made any notations in Item 7 of the VA Form 21-555a that include instructions for personal funds of patients (PFOP) payments, an additional copy of the VA Form 21-555 must be prepared for the

· VA medical center if the veteran is under medical center supervision, or 

· RO Finance Support Services Officer if the PFOP account is maintained at the Hines Benefits Delivery Center (BDC).


Continued on next page

6.  Certifying Initial Appointments (IA) for Field Examinations, Continued

	a.  Overview of the IA Certification Process (continued)


	Stage
	Description

	5
	Confirm all authorized allowances, in writing, with the newly appointed fiduciary.  At local option, this may be accomplished by the Field Examiner at the time of the appointment or later by office personnel.

	6
	If the FX involves an original IA , the office of  jurisdiction must create a PGF and establish a FBS record for control purposes.  

If the FX involves a successor IA, the office of original jurisdiction must update FBS and transfer the PGF if appropriate.

Note:  If the IA involves a minor beneficiary receiving only insurance proceeds and authorization is given at the time of the initial appointment field exam for specific and immediate use of those funds, leaving no VA estate, no FBS record is needed and a PGF need not be created.  


	Notes:  

· Obtain names of beneficiaries for listing on VA Form 21-555 from the award or VA Form 21-592, Request for Appointment of a Fiduciary, Custodian or Guardian, except where the FE has made note of any change in the name of the beneficiary(ies).  In such cases, the names should be obtained from VA Form 21-555a.

· Obtain information on VA Form 21-555 concerning court-appointed fiduciaries from the court papers.


7.  Processing Completed Field Examinations

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information regarding the processing of completed field examinations.  It includes information on 

· forwarding 

· initial appointment (IA) field examination reports

· Fiduciary-Beneficiary (F-B) reports, and

· non-fiduciary reports

· retaining copies of forwarded reports

· performing designated control actions, and

· entering dates for scheduled field examinations.


	Change Date
	February 2, 2005


	a.  Forwarding IA Field Examination Reports
	Forward a copy of the completed IA field examination report along with VA Form 21-555 to a requester when any one of the following conditions apply:

· it is specifically requested

· the contents of the report documents the need to effect a change in the type or amount of benefits, or

· the report recommends re-rating for competency.


	b.  Forwarding F-B Reports
	Forward F-B reports if 

· the request comes from another RO, or 

· it is recommended by the FE.


	c.  Forwarding Non-Fiduciary Reports
	Fiduciary personnel must forward non-fiduciary program field examination reports to the requesting activity or, if needed, to other offices for further development.  

If the report is forwarded for further development, notice of transfer must be given to the requester.


Continued on next page

7.  Processing Completed Field Examinations, Continued

	d.  Retaining Copies of Forwarded Reports
	Retain copies of all forwarded reports because of the possibility of the loss of the original during transmittal.  

If a PGF exists, retain the copy in the PGF.  If a PGF does not exist, use a veteran or correspondence file, as appropriate.


	e.  Designated Control Action
	Office personnel must pay particular attention to any control action designated by the FE on any of the various forms used to report field examinations.


	f.  Entering Dates for Scheduled Field Examinations
	Dates for scheduled field examinations must be entered in FBS.

All diary dates must be posted in the PGF on VA Form 21-3045, Estate Action Record, in chronological order.


8.  Completing Distribution of Operational Resources (DOOR) Reports

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about Distribution of Operational Resources (DOOR) reports.  It includes information on what is required to complete DOOR reports.  


	Change Date
	July 13, 2005


	a.  Definition:  DOOR Report
	The Distribution of Operational Resources (DOOR) report is a monthly report that provides information about VA’s workload, timeliness, and staff hours expended.  


	b.  Obtaining and Maintaining Information Required to Complete DOOR Reports
	Workload (pending and completed) data is accumulated by FBS and entered into DOOR through automatic linkage.  Likewise, data relating to staff hours expended is accumulated by PAID and entered via automatic linkage.  All other data must be accumulated by fiduciary personnel and entered into DOOR manually.  

One or more persons must be designated to compile and maintain these records.  Types of data requiring manual input include, but are not limited to, the following: 

· mileage traveled by FEs while conducting field examinations

· outreach and special detail hours

· information pertaining to the misuse of funds, 

· information pertaining to actual hours expended in conducting onsite reviews (to include preparation, travel, conducting interviews, review of fiduciary records and preparation of onsite review report) and

· information on “Adverse Conditions” identified (totaled from all VA Form 27-8038b, Worksheet 3, Veterans Services-Fiduciary Activity for DOOR input).


	Note:  Fiduciary personnel must retain data to support hours reported as expended on actions relating to misuse of funds, broken down by initial reviews, investigations, misuse determinations, and reconsiderations.


9.  Reporting Data for the VBA Annual Benefits Report 

	Introduction
	This topic contains information on reporting requirements for the VBA Annual Benefits.


	Change Date
	July 13, 2005


	a.  Authority
	38 U.S.C. 5510 requires information concerning fiduciaries, who have been appointed to receive payments for VA beneficiaries, in the VBA Annual Benefits Report.  


	b.  Reporting Elements
	The following information will be included in the Annual report:

· Total number of misuse allegations received

· Total number of final misuse determinations

· Number of cases where misuse was found

· How cases of misuse were addressed

· Number of cases where the fiduciary was replaced because of a misuse finding

· Number and dollar amount of any benefits reissued to beneficiaries by the station

· Number of cases referred to OIG

· Amount recovered by the government in cases arising from misuse


	c.  Data Sources
	The number and dollar amount of any benefits reissued to beneficiaries by the station, as well as the amount recovered by the government in cases arising from misuse, will be reported by the station’s fiscal activity.


	Note:  The Fiduciary Program Staff, VACO, will extract the remaining data monthly from FBS national reports.  Accurate FBS data input is essential.  


10.  Control Procedures for Field Examinations and Accountings

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on various administrative control procedures relating to field examinations and accountings.   


	Change Date
	July 13, 2005


	a.  Field Examination Report Controls
	Forms for scheduled field examinations are generated automatically each month by FBS.  These forms must be annotated to include necessary information that cannot be automatically printed on the field examination request form.  

Annotations include, but are not limited to

· updating the form, before assignment to a FE, to include current income and estate information and/or obtaining and attaching any other information pertinent to the field examination request

· annotations to provide the FE with relevant details when there is an accounting that is overdue at the time of a field examination, and 

· indicating the particular FE assigned responsibility for completing the field examination.


	b.  Controls for Accountings
	FBS provides a monthly listing of accountings due and generates the call letters for accountings that will become due within 35–65 days.  Administrative duties include, but are not limited to

· preparing and mailing accounting call letters generated by FBS, and 

· reviewing cases involving overdue accountings and taking follow-up action as necessary.


	c.  Controls for Miscellaneous Records 
	In addition to field examination reports and DOOR reports, an individual must be designated to maintain all other miscellaneous required records, diaries and reports that are provided through FBS customized reports.

Examples of such records include, but are not limited to

· FBS Miscellaneous Due Report, and

· FBS Folder Pull Report. 
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