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Section H.  File Types

 PRIVATE INFOTYPE="OTHER" Overview

	In this Section
	This section contains the following topics:


	Topic
	Topic Name
	See Page

	25
	Military Files
	4-H-2

	26
	Temporary Military Files
	4-H-4

	27
	Pending Files
	4-H-5


25.  Military Files

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

· contents of military files

· maintenance of military files

· disposition of military files, and

· annotation of search results for no record material.


	Change Date
	December 16, 2010


	a.  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.


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


	c.  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 2002, close and dispose of the military file for calendar year 2001.

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


Continued on next page

25.  Military Files, Continued

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


26.  Temporary Military Files

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

· contents of temporary military files

· maintenance of temporary military files, and

· disposition of temporary military files.


	Change Date
	December 16, 2010


	a.  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 file 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.


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


	c.  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 sent temporary military file material to the RMC.


27.  Pending Files

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

· previously maintained pending files

· maintenance of pending file segments, and

· daily review of the pending file.


	Change Date
	December 16, 2010


	a.  Previously Maintained Pending Files
	VA previously maintained several pending files at the regional office (RO).

The table below describes the contents of each of the previously maintained pending files, which are now combined into one file.


	Previously Maintained File
	Contents

	Data Terminal File
	Material for which VA could not
· associate a claim for benefits with a particular claimant or correspondent

· establish a file number, or

· establish a folder immediately.

	Correspondence Activity File
	· Material with a VA file number pertaining to claimants from whom there was no-record mail on file in the RO

· all material awaiting developmental action by another VA office, and

· copies of documents awaiting follow-up action such as

· VA Form 21-3101, Request For Information

· VA Form 20-8738, BIRLS Record Adjustment Worksheet, and

· VA Form 21-7672, Notice of Death Worksheet.

	Transfer Activity File
	All action pending the transfer of the claimants’ records


Continued on next page

27.  Pending Files, Continued

	b.  Maintenance of Pending File Segments
	Currently, most ROs maintain only one pending file that contains all of the material previously separated into several pending files.

The pending file consists of the following two segments:

· alphabetic, and

· numeric.

The table below describes the contents of each segment.


	Segment
	Contents

	Alphabetic
	Includes material originated by the VSC for which VA expects to receive a reply that will require further action, and all actions pending on the transfer in or out of claims folders.

Either

· annotate the material with the

· date of the request, and

· data requested, or

· attach a copy of the outgoing correspondence to the material.

	Numeric
	Second copies of the correspondence from the alphabetic segment, filed according to the suspense date.

Note:  If the volume is so slight that review of the entire pending file requires only a few minutes, annotate the alphabetic copy in bold characters to show the suspense date.  This eliminates the need for maintaining the numeric segment of the file.


	c.  Daily Review of the Pending File
	Follow the steps in the table below to review the pending file daily.


	Step
	Action

	1
	Review the pending file during the first work hour of the day.

	2
	Take follow-up action when a suspense date expires.
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27.  Pending Files, Continued

	c.  Daily Review of the Pending File (continued)


	Step
	Action

	3
	Annotate the advancement of the suspense date, in the numeric segment of the file, either by reason of

· dispatch or follow-up correspondence, or

· administrative determination.

Note:  If there is no numeric segment, annotate the alphabetic copy to show the updated suspense date.

Reference:  For more information about the annotation of the alphabetic or numeric segment, see M21-1MR, Part III, Subpart ii, 4.H.27.b.

	4
	Upon receipt of the requested correspondence or folder, clear both segments of the pending file.


Final

4-H-1
4-H-6




4-H-7

