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Section H.  File Types

 PRIVATE INFOTYPE="OTHER" Overview

	In This Section
	This section contains the following topics:


	Topic
	Topic Name

	1 (old 25)
	Military Files

	2 (old 26)
	Temporary Military Files

	3
	Unidentifiable Mail Files


1.  Military Files

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on military files, including

· impact of centralized mail (CM) on military files

· contents of military files

· maintenance of military files

· disposition of military files, and

· annotation of search results for no record material.


	Change Date
	July 13, 2015


	a.  Impact of CM on Military Files
	Military file guidance does not apply to mail processed through the centralized mail (CM) portal.  All mail processed through the CM portal must be associated with an electronic claims folder (eFolder) or maintained under the unidentifiable mail guidance in M21-1, Part III, Subpart ii, 4.H.3.
Note:  At the end of the second calendar year following implementation of CM, regional offices (ROs) will no longer be authorized to maintain military files.


	b.  Contents of Military Files
	The Veterans Service Center (VSC) maintains a military file comprised of

· general correspondence that

· relates to matters for which the Department of Veterans Affairs (VA) has administrative responsibility

· may be of value as supporting record material if a claim or application is filed at some future date, and

· cannot be returned to the originator because no return address exists or there is a faulty address, and

· applications for benefits and related correspondence that

· pertain to persons that service departments cannot identify as having had military service, and

· cannot be returned to the originator because no return address exists or there is a faulty address.


	c.  Maintenance of Military Files
	Maintain material in the military file in alphabetical order by calendar year.


	d.  Disposition of Military Files
	At the end of the calendar year

· close the file for the preceding calendar year, and

· dispose of the file under RCS VB-1, Part I, Item No. 03-132.200.

Example:  At the end of 2012, close and dispose of the military file for calendar year 2011.

Note:  Do not send military mail to the Records Management Center (RMC).


	e.  Annotation of Search Results for No Record Material
	Process no record material across the military file and annotate the results of the search.  


2.  Temporary Military Files

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on temporary military files, including

· impact of CM on temporary military files

· contents of temporary military files

· maintenance of temporary military files, and

· disposition of temporary military files.


	Change Date
	July 13, 2015


	a.  Impact of CM on Temporary Military Files
	Temporary military file guidance does not apply to mail processed through the CM portal.  All mail processed through the CM portal must be associated with an electronic claims folder (eFolder) or maintained under the unidentifiable mail guidance in M21-1, Part III, Subpart ii, 4.H.3.

Note:  At the end of the second calendar year following implementation of CM, ROs will no longer be authorized to maintain military files.


	b.  Contents of Temporary Military Files
	The VSC maintains a temporary military file that contains copies of

· follow-ups and acknowledgements of follow-ups on mail pertaining to the transfer of records

· mail pertaining to Veterans, dependents, and beneficiaries on matters not administered by VA, and

· any material without an identifying claims folder number that

· is not of value to an existing application or possible future application for VA benefits or as policy- or precedent-establishing material, and

· cannot be returned to the originator because no return address exists or there is a faulty address.


	c.  Maintenance of Temporary Military Files
	Maintain the material in the temporary military file in alphabetical order by quarter.


	d.  Disposition of Temporary Military Files
	At the end of each quarter

· close the file, and

· dispose of the file under RCS VB-1, Part I, Section 3, Item No. 03-055-000.

Note:  Do not send temporary military file material to the RMC.


3.  Unidentifiable Mail Files

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on the unidentifiable mail file, including

· definition of unidentifiable mail

· processing unidentifiable mail in CM
· maintenance of the unidentifiable mail file, and

· disposition of unidentifiable mail files
· annotation of search results for unidentifiable mail materials.


	Change Date
	July 13, 2015


	a.  Definition:  Unidentifiable Mail
	For purposes of mail control and accountability, unidentifiable mail is defined as any mail lacking identifying attributes or adequate information necessary to 

· conclusively identify an individual, 

· associate the correspondence with an existing claims folder, or 

· create a new eFolder.
Important:  All search options found in M21-1 Part III, Subpart ii, 3.A.1 must be exhausted before categorizing mail as unidentifiable.


	b.  Processing Unidentifiable Mail in CM
	For documents determined to be unidentifiable mail in the CM portal 

· download documents out of the portal 

· print the documents, and

· add the document to the unidentifiable mail file.

Reference:  For more information on downloading CM documents from the

· CACI portal, see the CACI Users Guide, or

· SMS portal, see the SMS Users Guide.


	c.  Maintenance of the Unidentifiable Mail File
	Maintain materials in the unidentifiable mail file in alphabetical order by calendar year.


	d.  Disposition of Unidentifiable Mail Files
	At the end of the calendar year

· Close the file for the preceding calendar year, and

· Dispose of the file under RCS VB-1, Part I, Item No. 03-132.200.

Example: At the end of the 2014 calendar year, close and dispose of the unidentifiable mail file for calendar year 2013.


	e. Annotation of Search Results for Unidentifiable Mail Materials
	Annotate on the mail the date and non-VA systems searched prior to categorizing materials as unidentifiable.

Note:  Non-VA systems searched in an attempt to identify an individual, include, but is not limited to
· Consolidated Lead Evaluation and Reporting (CLEAR)
· Defense Finance and Accounting Service (DFAS)-Retried and Casualty Pay System (RCPS), and

· Federal Online Query (FOLQ), accessed through the SSA INQUIRY command in Share.

Reference:  For more information on FOLQ, see

· M21-1, Part III, Subpart iii, 3.A.3, and

· the SSA-FOLQ User’s Guide.
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