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Transmittal Sheet 

	Changes Included in This Revision


	The table below describes the changes included in this revision to M21-1MR, Part III, Subpart ii, Chapter 4, “Files and Folder Control.”

Notes:  

· This revision does not include Section D, “Lost Folders.”  The revision to that section was distributed separately.

· Minor editorial changes, not mentioned below, have also been made to 

· update obsolete terminology where appropriate, and

· bring the text into conformance with M21-1MR publication standards.




	Location of revision
	Reason(s) for the change

	Substantive Changes (Policy and Procedure)

	Page 4-A-9:  Part III, Subpart ii, Chapter 4, Section A, Topic 3, Block c (III.ii.4.A.3.c)
	To include a note that charged-out locked file folders should be returned to locked files by the end of the day.

	Page 4-A-15:  III.ii.4.A.5.f
	To include reference for forms needed to release 38 U.S.C. 7332 medical records.

	Page 4-A-16:
· III.ii.4.A.6.d

· III.ii.4.A.6.e
	· To identify the location of an electronic version of the COVERS User Guide.

· To clarify the text and emphasize that the actual location of each claims folder not in the files storage area should be updated each week in COVERS.
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	 (continued)


	Location of revision
	Reason(s) for the change

	Page 4-B-9:  III.ii.4.B.10.g
	· To specify an accession and box number should be included with file mail for retired folders.

· To include a reference link for sending file mail to a folder at the Records Center and Vault (RC&V).

	Page 4-C-4:  III.ii.4.C.14.a
	· To include a link to the COVERS User Guide.

· To clarify the block heading.

	Page 4-G-3:  III.ii.4.G.23.d
	· To define chronological order for filing documents in a claims folder.

· To add a note regarding disposition of direct deposit/electronic fund transfer notifications after processing if the claims folder is in the Records Management Center (RMC).  The RMC would destroy the documents upon receipt.

	Page 4-H-2:  III.ii.4.H.25.c
	To include a note not to send military mail to the RMC.

	Page 4-H-4:  III.ii.4.H.26.c
	To include a note not to send temporary military mail material to the RMC.

	Page 4-I-10:

· III.ii.4.I.32.a

· III.ii.4.I.32.b
	· To specify that the block pertains to claims folders returned from PSG VII.

· To change the commercial shipper from FedEx to UPS.

	Page 4-I-12:  III.ii.4.I.32.d
	To change the commercial shipper from FedEx to UPS.

	Page 4-I-14:  III.ii.4.I.33.c
	To change the commercial shipper from FedEx to UPS.
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	Location of revision
	Reason(s) for the change

	Non-Substantive Changes (Reference, Verbiage, Pagination)

	Page 4-A-4:  III.ii.4.A.1.d
	To clarify the block heading and show the references pertain to file numbers and jurisdiction.

	Page 4-A-12:  III.ii.4.A.4.f
	To clarify the block heading and show the certification applies to employees.

	Page 4-A-18:  

· III.ii.4.A.7.a

· III.ii.4.A.7.c

· III.ii.4.A.7.d
	To clarify the block headings.

	Page 4-B-7:  III.ii.4.B.10.a
	To clarify the block heading and show it pertains to filing material in claims folders.

	Page 4-B-9:  

· III.ii.4.B.10.g

· III.ii.r.B.10 h
	To clarify the block headings and show the block

· involves forwarding mail to FRCs, and

· involves handling mail if the folder is at RPC.

	Page 4-C-3:  

· III.ii.4.C.13.b

· III.ii.4.C.13.c

· III.ii.4.C.13.d
	To clarify the block headings to emphasize that the topics involve issues pertaining to claims folders

	Page 4-C-4:  

· III.ii.4.C.14.b

· III.ii.4.C.14.c
	To revise the block headings for clarity.

	Page 4-E-2:  III.ii.4.E.18
	To revise the topic title and identify the term “DUPC” as a duplicate claim.

	Page 4-E-3:  III.ii.4.E.18.e
	To clarify the block heading and specify that the subject pertains to system records that are not adjusted during DUPC processing.

	Page 4-E-6:  III.ii.4.E.19.c
	To explain that the help menu for the user guide may contain updated information for the application.

	Page 4-E-8:  

· III.ii.4.E.20.b

· III.ii.4.E.20.c
	To clarify the block headings.
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	Location of revision
	Reason(s) for the change

	Page 4-F-5:  

· III.ii.4.F.22.d

· III.ii.4.F.22.e
	To clarify the block headings and explain the topic of those blocks.

	Page 4-H-3:  III.ii.4.H.25.d
	To clarify the block heading and specify that the subject deals with “No Record” material.

	Page 4-I-2:  III.ii.4.I.28.a
	To clarify the block heading and show that it pertains to handling BVA cases.

	Page 4-I-3:  III.ii.4.I.28.d
	To clarify the block heading, showing the passage deals with identifying special handling cases.

	Page 4-I-7:  

· III.ii.4.I.30.a

· III.ii.4.I.30.b

· III.ii.4.I.30.c
	To revise the block headings and

· specify that there are restrictions on reviewing the claims folder

· indicate that there is limited employee access to folders subject to CAVC review, and

· identify non-VA personnel with access to a CAVC review folder.



	Page 4-I-8:  III.ii.4.I.30.d
	To clarify the block heading and specify that the information pertains to procedures for folder review by non-VA personnel.

	Page 4-I-9:  III.ii.4.I.31.a
	To revise  the block heading, showing that the passage pertains to GC requests for transfer of claims folders.

	Page 4-I-10:  

III.ii.4.I.32.a
	To amend the block heading and show that the information deals with controlling folders returned from PSG VII.

	Page 4-J-2:  

· III.ii.4.J.34.a

· III.ii.4.J.34.b
	To clarify the block headings.

	Page 4-J-3:  

· III.ii.4.J.35.a

· III.ii.4.J.35.b
	To clarify the block headings.

	Page 4-J-4:  

· III.ii.4.J.36.a

· III.ii.4.J.36.b
	To clarify the block headings.
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	Authority
	By Direction of the Under Secretary for Benefits


	Signature
	Thomas J. Murphy, Director

Compensation and Pension Service


	Distribution
	RPC:  2068

FD:  EX:  ASO and AR (included in RPC 2068)
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