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Section D.  General Policies for Permanent Transfer

Overview
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12.  General Policies

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains general policy information regarding the permanent transfer of claims folders or electronic folders (eFolders), including

· transfers for insurance purposes, and

· records to accompany claims folders or eFolders.


	Change Date
	September 2, 2010


 PRIVATE INFOTYPE="PROCEDURE" 
	a.  Transfer for Insurance Purposes
	Follow the steps in the table below upon receipt of a request from an insurance center for a determination that has not been made.


	Step
	Action

	1
	Permanently transfer the claims folder or electronic folder (eFolder) to the Veterans Service Center (VSC) of the Philadelphia Regional Office and Insurance Center (ROIC).

Reference:  For more information on eFolder transfer see the Transferring Out VBMS Claims TIP Sheet. 

	2
	Annotate the Control of Veterans Records System (COVERS) transfer slip or VA Form 70-7216a, Request for and/or Notice of Transfer of Veterans Records, with M21-1MR, Part III, Subpart vi, 8.6 as the reason for transfer.

Result:  Any concurrent adjudicative issues are now under the jurisdiction of the ROIC VSC.


 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  Records to Accompany Claims Folders or eFolders
	Whenever transferring the claims folder or eFolder, also transfer the following records, as appropriate:

· all records in the calendar suspense file

· fiscal records, if indicated, and

· the Counseling/Evaluation/Rehabilitation (CER) folder and charge card.


	Note:  Annotate Item 13 of VA Form 70-7216a to show the transfer of the CER folder.


13.  Claims Folders or eFolders
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about the permanent transfer of claims folders or eFolders, including

· conditions for permanent transfer
· policy regarding claim jurisdiction and related claims folder or eFolder transfers
· permanent transfer of folders with loan default indebtedness
· permanent transfer of employee-Veteran records
· transfer of folders with court-appointed fiduciary, and

· forwarding correspondence to the claims folder or eFolder location.


	Change Date
	September 19, 2014


Continued on next page

13.  Claims Folders or eFolders, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	a.  Conditions for Permanent Transfer
	Permanently transfer claims folders or eFolders under any of the following conditions:

· the Veteran, preferred beneficiary, or authorized representative specifically requests transfer to the office or center of jurisdiction based on a permanent change of address

· a request for a physical examination is pending in the office or center having jurisdiction over the Veteran’s home address

· exclusive jurisdiction resides with an office or center designated to handle certain special issues, as described in

· M21-1MR, Part III, Subpart ii, 5.A
· M21-1MR, Part III, Subpart ii, 5.B, or

· M21-1MR, Part III, Subpart ii, 5.F
· a claimant files a claim or has a decision on a claim pending and moves to or resides at a location with an Army Post Office (APO) or Fleet Post Office (FPO); Pittsburgh Regional Office (RO) assumes permanent jurisdiction of the pending claim and the claims folder or eFolder
· exclusive jurisdiction resides with the Houston RO because the Veteran resides in Mexico or one of the countries in South America, Central America, or the Caribbean

· exclusive jurisdiction resides with the Manila RO because the Veteran’s claim is based on service with the Commonwealth Army of the Philippines, Special Philippines Scouts, or alleged or recognized guerillas
· exclusive jurisdiction resides with the White River Junction RO because the Veteran resides in Canada

· another office requires the claims folder or eFolder for litigation involving insurance benefits, or

· Central Office (CO) reassigns jurisdiction.

Important:  Upon receipt of a claim from a beneficiary whose claims folder is located at a different RO, do not routinely forward the claim to that RO unless the claim cannot be processed without the folder.


Continued on next page

13.  Claims Folders or eFolders, Continued

 PRIVATE INFOTYPE="PROCESS" 
	b.  Policy Regarding Claim Jurisdiction and Related Claims Folder or eFolder Transfers
	The table below contains a description of the current policy regarding claim jurisdiction and related claims folder or eFolder transfers:


	If ...
	Then ...

	· RO A receives a claim from a claimant who lives within its geographical jurisdiction, but

· the claimant’s claims folder is in RO B’s custody
	follow the instructions in the table below.

If ...

Then ...

an examination is required

RO A is responsible for

· requesting the claims folder from RO B, and
· processing the claim.
· no examination is required, but
· RO A cannot process the claim without the claims folder

RO B is responsible for processing the claim.
· no examination is required, and
· RO A can process the claim without the claims folder

RO A is responsible for processing the claim.
 

	RO A receives a claim from a claimant
· who lives in RO B’s jurisdiction, and

· whose claims folder is in RO A’s custody
	follow the instructions in the table below.
If ...

Then ...

an examination is required

RO A must transfer both the claim and the claims folder to RO B for processing.

no examination is required

RO A is responsible for processing the claim.

 


Continued on next page

13.  Claims Folders or eFolders, Continued

	b.  Policy Regarding Claim Jurisdiction and Related Claims Folder or eFolder Transfers (continued)


	If ...
	Then ...

	RO A receives a claim from a claimant
· who lives in RO B’s jurisdiction, and

· whose claims folder is in RO B’s custody
	follow the instructions in the table below.
If ...

Then ...

an examination is required
RO A must forward the claim to RO B for processing.
· no examination is required, but
· RO A cannot process the claim without the claims folder

RO B is responsible for processing the claim.
· no examination is required, and

· RO A can process the claim without the claims folder

RO A is responsible for processing the claim.

 

	the claimant has an eFolder instead of a traditional claims folder
	the RO having jurisdiction over the geographical area in which the claimant resides is responsible for processing the claim.


Continued on next page
13.  Claims Folders or eFolders, Continued

	c.  Permanent Transfer of Folders With Loan Default Indebtedness
	The table below describes the permanent transfer of claims folders or eFolders in cases involving loan default indebtedness.


	If …
	Then …

	· loan default indebtedness is established

· no current benefits are being paid

· no claim is being processed, and
· there is no other outstanding indebtedness in the case
	the RO that originated the debt will immediately request the claims folder or eFolder.

	· benefits are currently being paid

· a claim is being processed, or
· there is an active outstanding indebtedness in the case
	the complete loan indebtedness records will be transferred to the RO having claims folder or eFolder jurisdiction.


 PRIVATE INFOTYPE="PRINCIPLE" 
	d.  Permanent Transfer of Employee-Veteran Records
	Permanently transfer claims folders or eFolders to comply with procedures governing jurisdiction of employee-Veteran records as outlined in M21-1MR, Part III, Subpart ii, 5.D.16. 


 PRIVATE INFOTYPE="PRINCIPLE" 
	e.  Transfer of Folders With Court-Appointed Fiduciary
	If a court appoints a fiduciary for an incompetent or preferred beneficiary, jurisdiction resides with the RO in the geographic location of the appointing court.

Reference:  For more information on cases in which another Veterans Service Center Manager (VSCM) has jurisdiction over a fiduciary, see M21-1MR, Part III, Subpart ii, 5.E.18.d.


	f.  Forwarding Correspondence to the Claims Folder or eFolder Location
	Upon receipt of correspondence (not directly related to a claim) at an RO not having custody of the claims folder or eFolder, the RO will request a permanent transfer only under the conditions described in in M21-1MR III.ii.5.D.13.a.  Otherwise the RO will forward the correspondence to the office having possession of the folder.


14.  Principal Guardianship Folders (PGFs)

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on the permanent transfer of principal guardianship folders (PGFs), including

· approving transfer of the PGF, and

· initiating request for transfer of a PGF.


	Change Date
	September 2, 2010


 PRIVATE INFOTYPE="PRINCIPLE" 
	a.  Approving Transfer of the PGF
	Only the VSCM or other authorized designee approves the permanent transfer of principal guardianship folders (PGFs) under his or her jurisdiction.


 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  Initiating Request for Transfer of a PGF
	To request a transfer of a PGF, forward a copy of VA Form 70-7216a to the RO having custody of the corresponding PGF folder.

Result:  The RO transferring the PGF uses the FOLDER LOCATION tab of Share or the CORR command in BDN to enter the three-digit number of the RO that will have jurisdiction of the PGF in the GDN field of the MASTER RECORD screen.  


15.  Classified Records

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on classified records, including

· the policy for transfer of folders with confidential records
· jurisdiction of confidential material, and

· material classified as For Official Use Only.


	Change Date
	September 2, 2010


 PRIVATE INFOTYPE="PRINCIPLE" 
	a.  Policy for Transfer of Folders With Confidential Records
	Claims that include material classified as confidential should be processed by VARO Roanoke.  Claims folders involving confidential material may be transferred after
· the processing of an award or denial, and

· the expiration of the appeal period.

Note:  The confidential material is not transferred with the claims folder.


 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  Jurisdiction of Confidential Material
	Material with a confidential or higher level of classification should not be retained in the claims folder.  Such material should be maintained at VARO Roanoke in the locked files, while the claims folder may remain at another RO.

Reverse file VA Form 3797, Cross Reference to Confidential Report, on the inside left flap of the claims folder to identify the existence of confidential records stored at VARO Roanoke.


 PRIVATE INFOTYPE="PRINCIPLE" 
	c.  Material Classified as For Official Use Only
	Any material in a file classified as “For Official Use Only,” remains in the claims folder.

If the claims folder is transferred, the material classified “For Official Use Only” transfers along with the claims folder.


16.  Employee-Veteran Records

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on the permanent transfer of employee-Veteran records, including

· processing VA Form 20-0344a, Notification of an Employee or Employee-Relative Claims File
· the transfer of claims folders or eFolders, and
· jurisdiction for employee and Veterans Service Officer (VSO) claims folders or eFolders.


	Change Date
	September 19, 2014


 PRIVATE INFOTYPE="PROCESS"  

	a.  Processing VA Form 20-0344a
	Upon receipt of VA Form 20-0344a, Notification of an Employee or Employee-Relative Claims File

· review the claims folder or eFolder, and

· use the table below to determine the next action based on the information indicated on VA Form 20-0344a.


	If VA Form 20-0344a indicates . . .
	Then . . .

	· employment in PART I, or

· transfer in PART II 
	review the claims folder or eFolder to determine the office of jurisdiction.

Note:  The Information Security Officer (ISO) will review the folder to determine if a transfer is in order.

	termination of employment in 

PART II 

	the Restricted Access Claims Center (RACC) retains the claims folder or eFolder 

· for a period of three years following the date of separation, and

· thereafter, transfers it  back to the Regional Office of Jurisdiction (ROJ).

Note: Consider potential conflict of interest when determining jurisdiction.  See M21-1MR, Part III, Subpart ii, 4.A.3. 


Continued on next page

16.  Employee-Veteran Records, Continued

 PRIVATE INFOTYPE="PROCESS" 
	b.  Transfer of Claims Folders or eFolders 
	The table below contains information about the transfer of claims folders or eFolders to the RACC. 


	If …
	Then transfer the claims folder or eFolder …

	· no rating or award action is pending, or

· rating or award action is indicated, but has not been initiated
	immediately.

	development of a claim is in progress
	upon receipt of requested evidence.

Note:  Evidence includes reports of any authorized physical examination.


 PRIVATE INFOTYPE="PRINCIPLE"  

	c.  Jurisdiction for Employee and VSO Claims Folders or eFolders
	RACCs have jurisdiction for active employee-Veteran and Veterans Service Officers (VSOs) claims folders or eFolders and related VA records.  

Reference:  For more information on RACCs see, M21-1MR, Part III, Subpart ii, 4.A.3.


17.  Transfer of Claims Folders Following Pre-Discharge Claims Processing

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on transfers following pre-discharge claims processing, including

· retaining and transferring the claims folder 
· the importance of the Systematic Technical Accuracy Review (STAR) cycle, and

· exceptions to retaining and transferring the claims folder.


	Change Date
	September 19, 2014


 PRIVATE INFOTYPE="PROCEDURE" 
	a.  Retaining and Transferring the Claims Folder 
	Many pre-discharge claims are now maintained in eFolders.  This topic pertains to claims in which traditional claims folders are established.  The table below describes the role of an RO that performs pre-discharge rating and claims actions.


	Stage
	Description

	1
	The RO retains the claims folders for two Systematic Technical Accuracy Review (STAR) cycles following 

· the claimant’s discharge from active duty

· promulgation of pre-discharge ratings, and

· completion of any necessary claims actions.

	2
	The RO permanently transfers the claims folders to the RO with jurisdiction over the Veteran’s post-discharge address of record.


 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  The Importance of the STAR Cycle
	If a claims folder is selected for local STAR, the two-cycle delay in the transfer of the claims folder permits RO employees to review pre-discharge ratings and claims actions prepared in their office. 




	Note:  Claims are available for STAR selection the month following the month the end product is cleared.

Reference:  For more information on STAR quality review sampling, see M21-4, Chapter 3, Paragraph 3.02.


Continued on next page

17.  Transfer of Claims Folders Following Pre-Discharge Claims Processing, Continued

 PRIVATE INFOTYPE="PRINCIPLE"  

	c.  Exceptions to Retaining and Transferring the Claims Folder
	Transfer the claims folder to the RO of jurisdiction before the two-cycle STAR review period if the Veteran files

· an appeal on the pre-discharge decision, or

· a new claim on an unrelated issue.
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