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CHAPTER 2. CLAIMS AND CORRESPONDENCE



2.01	FILE NUMBER ASSIGNMENT



a.	All records of claimants and beneficiaries of VA benefits will be identified by a file number as the primary numerical identifier.  The file number will be either the veteran's SSN (social security number) or a claim number assigned by BIRLS (Beneficiary Identification and Records Locator Subsystem).  BIRLS will assign and control the issuance of all file numbers.  Upon receipt of request for file number assignment from a regional office, BIRLS will assume all requirements have been established. The only instances in which a request will not be honored are when a file number was previously assigned to the veteran or there is a discrepancy between the SSN entered and the one already contained in BIRLS.



(1)	Except tinder conditions outlined in subparagraphs (2) and (3) below, all new claims for VA benefits and related records (excluding loan guaranty and insurance records) will be identified by the veteran's SSN when available.



(2)	A claim number must be assigned when a claim for chapter 31 benefits is received.



(3)	A claim number must be assigned for new applications  from  Philippine  nationals  and  other  qualified  claimants  who have never been issued an SSN.



b.	Regional offices will request file number assignment for the following types of applications  or  records  of  living  veterans within their territorial jurisdiction:



(1)	Applications for pension or compensation when veteran's entire military service was subsequent to July 15, 1903, or Coast Guard service subsequent to January 27, 1915.



(2)	Applications for education and vocational rehabilitation under 38 U.S.C. chs. 31, 32 and 34.



(3)	Certified copy of certificate of service issued to person on Army, Navy, or Air Force Medal of  Honor  Roll  under  38  U.S.C. ch. 15, subch.  IV.



(4)	Requests from designated officials in connection with applications under 38 U.S.C. ch. 41.



(5)	VA Forms 29-4373, Request for Disability Compensation Rating for Insurance Purposes (Government Life Insurance).



(6)	VA Forms 4-1426, Request for Assignment of File Number on Overpayment Cases.



(7)	Requests for memorandum ratings received from military hospitals.



(8)	Requests for memorandum ratings received from Loan Guaranty  for determination of individual eligibility for loan guaranty benefits under 38 U.S.C. 1802.



(9)	Inquiries from penal institutions for determination of potential eligibility for burial allowance under 38 U.S.C. ch. 23.



(10)	Requests for eligibility determination received from Loan Guaranty for cases under section 203(b)(2) of the National Housing Act, as amended by Public Law 89-117.  The requests for assignment of file numbers for these cases will be received on VA Form 3230, Reference Slip, attached to a copy of the statement of the case.



(11)	 VA Forms 10-713 1, Exchange of Beneficiary Information and Request for Administrative and Adjudicative Action, indicating the need for adjudicative action or a decision on other than honorable discharge.



(12)	VA Forms 21-4502, Application for Automobile or Other Conveyance and Adaptive Equipment.



(13)	Requests for memorandum ratings received  from  VA  regional  office  and  insurance  centers  (St.  Paul  and  Philadelphia) for determination of competency.
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c.	The following types of applications will be forwarded to the WRO (Washington regional office) for assignment of the file numbers:



(1)	Applications from veterans having military service prior to July 16, 1903.



(2)	Applications for chapter 31 cases filed by persons claiming service in Allied Forces during World War 11.



(3)	Applications from claimants residing outside the continental limits of the United States other than  within  the  territory assigned to regional offices in Alaska, Hawaii, Puerto Rico, and the Philippines. (EXCEPTIONS: (a) Education applications for enrollment in a U.S. school will be forwarded to the office having school jurisdiction. (b) Applications from claimants residing in Mexico will be forwarded to the VA regional office, Houston, Texas.)



d.	When it is obvious the veteran is seeking treatment for a noncompensable dental condition only and there is no claim or record evidence of dental trauma or prisoner-of-war status, VA Form 21-526, Veteran's Application for Compensation or Pension, when filed within 12 months from veteran's date of discharge or release from active service, should be referred to the appropriate medical facility without assignment of a file number.



2.02 REQUIRED INFORMATION FOR FILE NUMBER ASSIGNMENT



The following minimal information is required for assignment of file number.



a.	Veteran's full name (last, first, and middle name; if only middle initial is shown, it will be accepted);



b.	Service number and/or social security number;



c.	Date of birth;



d.	Active duty or enlistment date (when active duty date is not available, the enlistment date will be used);



e.	Branch of service.



2.03	PROCESSING ORIGINAL CLAIMS FOR COMPENSATION, PENSION AND EDUCATION BENEFITS



a.	Claims Establishment



(1)	Original claims for CP&E (compensation, pension, and education)  benefits  will  be  routed  to  the  DTU  (Data  Terminal Unit) for CEST (claims establishment) processing if no file number is shown on the application, or to the correspondence clerk if a file number is shown.  Either the DTU clerk or correspondence clerk will then process the claim form upon receipt through the point of initial disposition action via the VDT (video display terminal) to the Target System.



(2)	Appendix A to this chapter provides a list of forms constituting original applications which must be placed under control through CEST.  This appendix also provides information pertaining to appropriate payee numbers and benefit indicators which are required Ready screen entries.



(3)	Operating procedures in DVB Manuals M21-1, and M22-2 will be controlling except for those instructions contained in this chapter for Target processing.



b.	Ready Screen Entries



(1)	The following entries will be made on the Ready screen:



(a)	Command. The command CEST and the operator's password will be entered.



(b)	File Number. Enter the veteran's file number, if known.
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(c)  Payee Number.  Enter the appropriate payee number (can be determined from M21-1, appendix C, or M22-2, part VIII, chapter 3).  This field may be left blank if a claim for chapter 35 benefits has been filed and the payee number has not yet been determined.



(d)	End Product Code.  The appropriate end product code should be entered.  M21-4, appendix C, and appendix A to this chapter may be used to determine the appropriate code.



(e)	Benefit.  Enter the appropriate benefit indicator-CPL (Compensation or Pension, Live), or CH 31,  CH 32, CH 34 or CH 35 (Education).



(f)	Stub Name.  Enter the beneficiary's stub name if the payee number is other than 00 (Veteran).  If two or more children will be beneficiaries on the same award, the veteran's stub name will be used.



(g)	Full Name. Enter the veteran's full name.



(h)	Social Security Number. Enter the veteran's SSN (social security number) if available.



(i)	Service Number. Enter the veteran's SN (service number) if available.



(j)	Date of Birth. Enter the veteran's date of birth.



(k)	Entries should be made in the fields for branch of service and enlistment and discharge dates if the information is available.



NOTE: Data entered on the Ready screen during CEST processing are used to identify or establish a BIRLS record.  If the operator has the veteran's name and file number, one other identifying number (if available) should be entered for optimum search results.  If a file number is not available, all other identifying numbers and dates which are available must be entered on the Ready screen.



(2)	If any entries on the Ready screen do not meet the edit requirements as outlined in MP-6, part XXV, an appropriate error message will be displayed on the Ready screen.  The operator will have to reenter the corrected entry data along with his/her password on the Ready screen.



(3)	If the data entered cause a BIRLS reject, the error message will be displayed on the Ready screen.  The operator win "discontinue" processing and determine the cause of the error before reentering the data.



(4)	Upon completion of the entries to the Ready screen, the operator will depress the Enter key.  The VDT will display the legend BIRLS INQUIRY IN PROCESS.



c.	Identification of Existing Pending Issues



(1)	During the claims establishment process, the Target system  will  search  for  existing  pending  issues  under  the  same  file number.  If the Ready screen was completed with the file number entered, the inquiry to the PIF (Pending Issue File) will be made prior to display of the BIRLS 101 screen.  If the file number was not entered on the Ready screen, the PIF inquiry will not be made until assignment or discovery of the file number in BIRLS.



(2)	If other pending issues are identified for that same file number, the S04 (Payee Selection) screen win be displayed showing those issues.  The bottom of the screen will display the legend "EXISTING OUTSTANDING ISSUES FOR EVIDENCE REVIEW." If there is an outstanding request for evidence, a "Y" will be displayed under the heading "REQST OUTSTD."



(3)	If the material at hand clearly represents a new issue, the clerk will continue with the claims establishment by depressing the Enter key.  The 101 or 102 screen, as appropriate, will be displayed.



(4)	If the material is determined to represent a duplicate claim, the clerk will cancel the claims establishment process by depressing the PA2 key.
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(5)	If the clerk determines that an additional review of the existing pending issues is necessary, an "XI, will be  entered in front of the desired issue and the Enter key will be depressed.  The PO 1 (Pending Issue File Claim Status) or 104 (Receipt of Develop�ment Evidence) screen, whichever is appropriate, will be displayed.



d.	Review of Existing Pending Issues During CEST Processing



(1)	If the issue to be reviewed has no outstanding evidence requests, the issue will be  displayed  on  the  P01  screen.  After  a review of that screen, the clerk will have three options:



(a)	If the clerk wishes to continue with the claims establishment process, the Enter key will be depressed.



(b)	If it is determined that the material represents a duplicate claim, the clerk will terminate claims  processing  by  depressing the PA2 key.



(c)	If the clerk wishes to review other existing pending issues, S04 will be typed in the Next Screen field and the Enter key will be depressed.  The issue to be reviewed will then be selected as described in subparagraph c(5) above.



(2)	If evidence requests are outstanding for the pending issue selected, the issue win be displayed on the 104 screen.  If the material does not represent the requests displayed on the screen, the clerk has the options described in subparagraph (1) above.



(3)	If the material furnished with the claim form includes evidence which has been requested previously on another issue, the clerk may record receipt by moving the cursor to the appropriate "X" field.  The clerk will then type an "R" (received) over the "X" representing the outstanding request.



(4)	If the claim represents a new issue, the Enter key should be depressed to establish the new issue.  Either the 101 screen or the 102 screen will then be displayed depending upon that particular point of processing.  If this material does not represent a new issue, the clerk will make the proper entry in the Next Screen field (i.e., S99, END, S04) prior to depressing the Enter key.



e.	Incrementation of End Products



(1)	The Target System will allow for a claim to be established even if an issue involving the  same  end  product  is  pending  for the same file number and payee number.



(2)	If an issue is being established under an end product code and another  issue  exists  for  the  same  end  product  code,  the system will increment the end product code to the next available code (e.g., a second  end  product  code  220  would  become  221).



(3)	If an attempt is made to establish a claim under an end product code which has already  been  assigned  to  another  issue and duplicate issues with the same end product code are not appropriate, the system will automatically change the code.  If, for example, an issue has been established under EPC 110 and a subsequent attempt is made to establish another II 0 issue, the system will automatically assign EPC 120 to the second issue.



f.	Display of BIRLS 101 Screen



(1)	If the file number was initially entered on the Ready screen, the search of the PIF is made  prior  to  display  of  the  BIRLS 101 screen.  If the file number was not initially displayed, the system will transmit the transaction to BIRLS and display the 101 screen prior to searching the PIF (see subpar. c).



(2)	The clerk will review the BIRLS record displayed on the 101 screen.  If it is determined that the BIRLS record belongs to someone other than the veteran upon whose service benefits are being claimed, the clerk should depress the PA2 key to terminate processing and obtain sufficient evidence to identify the correct BIRLS record.



(3)	If the transaction to BIRLS resulted in the assignment of a new file number, the 101 screen will display the following message at the bottom of the 101 Screen: "REPLY: ESTAB/FLDR UNDER FILE NBR." The data displayed in the formatted
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section of the 101 screen will be that entered from the Ready screen in addition to any VADS (Veterans Assistance Discharge System) data that had previously been contained in that veteran's BIRLS record.



g.	BIRLS 101 Screen Entries



(1)	While the BIRLS 1 0 1 screen is displayed during CEST processing the clerk has an opportunity to add or correct data in the BIRLS record, as well as request transfer-in of the veteran's folder, or send an NOD (Notice of Death) transaction to BIRLS.



(2)	If BIRLS indicates the veteran's folder is located in another regional office the clerk must decide whether to request a transfer-in or to forward the claim to that office.  If the folder is to be transferred in, a "Y" should be entered in the field entitled "REQUEST TRANS." After completion of any other entries on the 101 screen and the Enter key has been depressed, BIRLS will generate a request for transfer action.  If the claim is to be forwarded to the office in possession of the veteran's folder, the clerk should terminate claims processing by depressing the PA2 key.



NOTE: If the Ready screen entries do not include the file number and the folder is located at the RPC, BIRLS will generate a request for transfer prior to displaying the 101 screen.  If so, the "FOLDER LOC" field on the 101 screen will show your station as having possession of the veteran's folder.  The field "TRANS FROM" will show "376" and the "TRANS DATE" will be the current date.  If this occurs, the case should be processed as a pending transfer-in.  A request should not be made to the Files activity since the folder will not yet have arrived.



(3)	If the entries from the Ready screen resulted in a new file number being assigned, the 101 screen will indicate a new file number was assigned.  The system will generate a print on the associated printer.  This message will be filed in the center portion of newly established claims folder.



(4)	Upon completion of all entries to the 101 screen the clerk will depress the Enter key to continue claims processing.  The system will either display the 102 screen or perform a search of the PIF, if it has not previously done so.



h.	Claims Establishment (102) Screen Entries



(1)	The 102 (Claims Establishment) screen will be completed with the following entries:



(a)	Name and Address. If the claim is for the veteran (payee 00), the name will be displayed on the first line. If the  claim  is  for other than the veteran, the claimant's name must be entered.  The address must also be entered.



(b)	Name Line Number.  A "I" will be displayed if the payee number is 00.  No entry will be required if the displayed entry is correct.  Otherwise, enter the line number which contains the claimant's name.  If the name cannot be entered on one line, enter "O".  If the name is preceded by a prefix (e.g., GDN, CUST, A/C) on the same line, enter "0".



(c)	Fiduciary File Location.  The only acceptable entry is "099" for a case involving a VAR 1850(C) parent-custodian; other�wise, leave blank.



(d)	Beneficiary Stub Name.  If the stub name shown in the NAME field in the upper right comer of the screen is incorrect for the claimant, the correct stub name should be entered here.



(e)	Beneficiary Birth Year. An entry must be made for payees 10, 50, and 60. Enter the last two digits of the year of birth.



(f) 	Date of Claim. Enter the date (month-day-year) that the claim was received in any VA facility or U.S. consulate.



(g)	Power of Attorney.  Enter the two-digit code from MP-6, part IV, supplement No. 1.1, paragraph 501.02 for the organization holding power of attorney, if applicable.  The following alpha codes are also acceptable: AL, ARC, AVC, AMVETS, VFW, DAV, JWV, MOPH, PVA.



(h)	Suspense Date.  The system will generate an appropriate diary date for the claim.  If any other date is required, enter any date between 7 and 365 days.
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(i)	 Section/Unit Number.  Enter the four-character numeric designation for the Adjudication unit which will handle the claim based upon the terminal digits of the veteran's file number.



(j)	Enter "Y" by the applicable field if the case should be established in the sensitive file under one of the following categories:



(1)	Employee

(2)	Relative

(3)	VIP

(4)	Other

(5)	Security



(2)	Upon completion of entries on  the  102  screen  the  clerk  will  depress  the  Enter  key.  The  system  will  then  display  the  S99 (Disposition) screen.



i.	Disposition (S99) Screen Entries



(1)	The clerk will make the  proper  entries  on  the  S99  screen  to  indicate  disposition  of  the  claim  at  the  conclusion  of  CEST processing.



(a)	If the reply message on the BIRLS 101 screen directs the clerk to establish a new claims folder, a "Y" win be entered on the line marked "Prepare" under "Folder Requests." The Enter key will be depressed and the message "PROCESSING COM�PLETE START NEW COMMAND WITH PA2 KEY" will be displayed.  After the folder has been established, the clerk will have to reaccess the S99 screen to indicate the next disposition of the claim.  This may be done by entering the command "DISP" on the Ready screen along with the file number.  If more than one pending issue exists, the operator will have to select the appropriate issue from the selection screen by entering an "X" in front of the issue.



(b)	If the BIRLS 101 screen indicates the veteran's folder is located at your regional office, a request may be made to the Files activity by entering a "Y" on the line titled "FROM FILES" under the field "FOLDER REQUESTS." The system win generate a printed request with the requesting clerk's last name, the appropriate unit designation (from the 102 screen), and the current date.  If the request is made by the correspondence clerk, the source material will be held in the pending file while the folder request is sent to Files.  If the request is made by the DTU clerk, the folder request will be attached to the application and supporting material and routed via the Files activity to the appropriate unit.  When the folder is received any new disposition may be entered on the S99 screen to show further routing as necessary.



(c)	If, during CEST processing, a request was made for the veteran's folder to be transferred in, the S99 screen will automati�cally display a "Y" beside "FROM OTHER VA" under the field entitled "FOLDER REQUESTS" as well as an "N" beside the legend "FOLDER WITH CLAIM." The clerk may depress the Enter key unless routing of the claim without the folder is required.  If the DTU clerk was processing the claim, the material will be annotated to show the date and station from which the folder was requested and the material routed to the correspondence clerk to process as a pending transfer-in.  If the correspondence clerk was performing the CEST function, he/she will maintain the material in the pending file until the folder is received.  The corre�spondence clerk will be responsible for preparing the VA Form 3025, File Charge Card, to show a pending transfer-in.



(d)	If for any other reason a delay will be encountered in obtaining the folder, a "Y" should be entered on the line "OTHER FOLDER DELAY."



(2)	After  making  the  appropriate  entries  on  the  S99  screen,  the  clerk  will  depress  the  Enter  key.  The  message  "PROCESSING COMPLETE START NEW COMMAND WITH PA2 KEY" will be displayed.



j.	Acknowledgment of Receipt of Claim.  If no other development letters are to be sent to the claimant on that day, an acknowledgment letter will be generated to the claimant as notification that the VA has received the claim and as a reminder then if it should become necessary to contact the VA, the claimant's name and VA file number should be included on all correspondence.
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2.04	PROCESSING APPLICATIONS AND OTHER MATERIAL



a.	Applications for VA benefits and other material requiring assignment of a file (claim) number which cannot be processed through the Target System will be forwarded to the DTU for entry VIA ARS (Advanced Record System).  Excluding claims for chapter 31 benefits, the DTU will prepare VA Form 60-7213, Index and Locator Master Record File Maintenance Input Sheet, VA Form 60-7210, Request for Index and Locator Information, or source material for transmitting CSS transaction type to BIRLS to request file number assignment.  It is important that all identifying data available be furnished since this information will be used to build a new BIRLS master record.



(1)	Use of VA Form 60-7213



(a)	VA Forms 60-7213 will be completed in proper format as outlined below:



1. 	Name



a.	The veteran's name will be blockprinted in the following order: Last name, first name, middle name or initial, if any; other name(s) or initial(s), if any; suffix (Jr., Sr., 11, 111) if any; each separated by a comma.



b . Multiple last names, such as Indian names, will be entered as one name (without spaces), followed by a comma.  Hyphenated names will include the hyphen.



c.	If name contains more than 50 characters, all characters over 50 will be omitted.



d.	Do not use numeric suffix, such as 2d, 3d, etc.; use 11, 111, instead.



EXAMPLES:



RUNNINGCRANE,RAYMOND (multiple last name)

SMITH,JOHN,PAUL,II

JONES,J,JOHN,JR

MCPHERSEN,ROBERT,J,SR (close space last name)

GOMEZ-SANCHEZ,JOHN (hyphenated name)



2.	Numbers



a.	Service Numbers. Omit all prefixes or suffixes; enter only numerals.



b.	Insurance Number. Enter appropriate prefix followed by the insurance number.



3.	Branch of Service Codes. Service codes will be entered only when the service number is  also  shown.  Numeric  codes  win  be used to indicate appropriate branch of service as follows:



Branch	Code



Army	1�Navy	2�Air Force	3�Marine Corps	4�Coast Guard	5�U.S. Public Health Service	6�NOAA (National Oceanic and Atmospheric Administration)	7�unknown	8�

Branches of service other than those listed above will be entered as Army, code 1.
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4. Dates



a.	If a date field other than insurance lapse date is to be completed, it must contain six digits.  If month and/or day is only one digit, enter leading zero for field involved.  If day is unknown, enter two zeros in the day field.



EXAMPLES:



MO	DAY	YEAR



11	28	51



01	08	51



01	00	51



b.	Insurance lapse date will contain only the month and the year entered in the same format as above.



5.	Type of Discharge Codes. The type of discharge is shown by code as follows:



Type	Code



Not Verified or Unknown	0�Honorable	1�Other   Than   Honorable	2�Dishonorable	3�

(b) Items on VA Form 60-7213 will be completed as follows:�

	Item	Entry Data



SECTION A. INTRODUCTION TO DATA TRANSMISSION INPUT



Transmission Mode	Check	box  preceding  BATCHED  unless  fast  response  is   required.



Transaction Type	Check	box preceding CSS



Station Number	Enter	station number.



SECTION B. IDENTIFYING DATA



Name	Enter last name; first name; middle name or initial, if any; suffix  (Jr., Sr., II, III), if any; each separated by  a  comma.  If  veteran  has  two names, enter the original name.



Service  Number   (SN)	Enter only numerals; omit all prefixes or  suffixes.  (If  more  than  one SN assigned, enter original.) If veteran's SSN is SN, enter  SSN  in  this block.



Claim Number	Blank.



Insurance  File   Number	Enter prefix followed by insurance file number.



Social  Security  Number  (SS)	Enter social security number.  If  SSN  is  veteran's  SN,  it  should  be entered in SN block only.
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Item	Entry Data��

Branch of Service Code (BR)	Complete only if service number shown above.�

Date of Birth (DB)	Enter date of birth.�

Date of Death (DD)	Blank.�

Date of Enlistment (EN)	(If more than one period of service, enter first enlistment date.)�

Date of Discharge (DI)	(Enter only if date of enlistment shown above. If more than one period of service, enter first discharge date.)�

Type	Enter type of discharge code if date of discharge is shown above.�

SECTION C. NEW, CHANGED, CORRECTED, OR DELETED DATA�

Enter only data which could not be entered in section B because of lack of space (except where indicated).�

Name (NC)	Complete only if veteran has two names. Enter latest name change.�

Service Number (SN)	Latest service number if more than one period of service.�

Insurance Policy Numbers	Prefix and number.�

Social Security Number (SS)	Blank.�

Branch of Service Code (BR)	Complete only if second service number entered above.�

Insurance Jurisdiction (IJ)	Blank.�

Railroad Retirement (RR)	Blank.�

File Number (F)	Blank.�

Date of Enlistment (EN)	Latest enlistment date if more than one period of service.�

Date of Discharge and Type of Discharge (DI)	Enter second discharge date, if any, and type of discharge code.  Entire field must be completed.�

Date of Birth (DB)	Blank.�

Date of Death (DD)	Blank.�

Insurance Lapse (LD)	Blank.�

Claim Number (C)	Blank.�

Payee Number (PN)	Blank.�

Claims or OE/WE Folder Location (OE/CL)	Blank.�

Flash (FL)	Blank.
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Item	Entry Data



SECTION D. MISCELLANEOUS DATA CODES



Requester Identification	Date prepared, originator and mail routing symbol.



(c)	Completed VA Forms 60-7213, with or without the source material attached, will be sent directly to the Telecommunications activity.  In some cases, especially at stations where Telecommunications is removed from the DTU, it will prove beneficial to retain the source material in the Pending File and forward only the VA Form 60-7213.  This procedure may be employed at the discretion of local management.  In such cases, the source material must be annotated to show the date VA Form 60-7213 was forwarded to the Telecommunications activity.



(2)	Use of VA Form 60-721 0, Request for Index and Locator Information



(a)	VA Form 60-7210 can be used in lieu of VA Form 60-7213 for  simultaneous  file  number  assignment  and  request  for  transfer when positive jurisdiction is established.  This procedure should only be used when the veteran indicates no prior claim; however, there is evidence of an existing claims folder.  For example, if the veteran has World War II service or service prior to that time, there is a good possibility that a file number has been previously assigned.  Also, this procedure can be employed only if there is no information to be entered that would normally be shown in section C of VA Form 60-7213.



(b) Data for this transaction should be completed as follows:



CSSIOIDOEJOHN,DAVID/SN111223333



BR1DBO71718EN021442DIO319451SS111223333



REQTRF$



(3)	Use of Source Document



(a)	An application, DD Form 214, or any  other  source  material  may  be  used  as  the  input  document  for  transmitting  CSS transactions.  If more than one document is available, all identifying data should be transferred to one document.  If the source document contains more than one page, all identifying data should be entered on the first page so the operator can easily transmit the message.  AU identifying data on the source material must be annotated so the operator can type directly from the material in a format acceptable to the computer.



(b)	All identifying data listed below which appear in the source material will be underscored in red and annotated as follows:



1.	Name of Veteran. Above the name on the  -source  document,  insert  and  encircle  the  sequence  in  which  names should  be written-last, first, middle, suffix (Jr., Sr., II, III, etc.):



	2		3		1		4

	John 	Henry	Jones,	 Jr.



Do not use numerics, such as 2d, 3d, etc.  Use 11 or III, instead.



2.	Identifying Numbers. The following symbols should be entered either before or directly above the corresponding numbers:



Number	Symbol



Service	SN (Cross out letter(s) which may precede or follow numbers

	such as A, W, RA, etc.)
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	Number		Symbol��

Social Security		SS��Insurance by Prefix		AN�		AR (H)�		H�		J (JR,JS)�		K�		N�		RS�		RH�		T�		V�		W��3. 	Identifying Dates



Birth	DB

Enlistment	EN

Discharge	DI



4.	Identifying Branch of Service.  The symbol and appropriate code should be entered above the branch of service as follows:



Army	BR1�Navy	BR2�Air Force	BR3�Marine Corps	BR4�Coast Guard	BR5�U.S. Public Health Service	BR6�National Oceanic and Atmospheric Administration	BR7�Unknown	BR8�

5. 	Identifying Type of Discharge. The appropriate code should be entered above the type of discharge as follows:



Not Verified  or  Unknown	 0�Honorable	1�Other Than Honorable	2�Dishonorable	3



b.	After ARS transmission of data to BIRLS, the input documents will be maintained in the Telecommunications activity.  Upon receipt of the reply message, the VA Form 60-7213 or VA Form 60-7210 with attachments or source document and the reply message will be delivered to the Correspondence activity for establishment of a claims folder or other appropriate action.  VA Form 60-7213 or 60-7210 will be disposed of in accordance with Records Control Schedule VB-1, part I, item No. 3-144.



NOTE: At the discretion of station management, claims folders may be established in the DTU.



2.05	REPLY MESSAGES



a.	Every CSS transaction type will have a reply message.  Each reply message (except final reply on a delayed message) will repeat the identification furnished in the request followed by "Reply" or "Record shows," as appropriate, and the body of the message.
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b.	Messages to the requesting station will cover the following conditions:



(1)	Establish folder under file number SS (number).



(2)	File number is SS (number and location).



(3)	File number is (number and location) and transfer of folder has been requested.



(4)	New C-number has been assigned and folder should be established.



(5)	File number is C (number and location).



(6)	File number (C or SS) previously assigned, folder location RPC (Records Processing Center) and transfer  of  folder has been requested. (NOTE: BIRLS will automatically request transfer of claims folders upon receipt of a CSS or CNO transaction when the folder is located at the RPC.)



(7)	Reply will be delayed due to microfilm search.



c.	Since SSN's contained in VA computer systems have never been verified, the SSN's may, in some cases, be incorrect.  When BIRLS finds an SSN discrepancy (SSN already shown in BIRLS for another veteran or is different from the SSN shown for the same veteran), the CSS transaction will be rejected.  The regional office will correct the record when a verified SSN is immediately available.  When a verified SSN is not available, an IDX transaction, omitting the SSN and using all other identifying data, will be entered to identify any previous BIRLS records for the individual.  If no claims record is identified, then a CNO transaction will be transmitted to BIRLS for assignment of a claim number.  No contact will be made with a claimant for the sole purpose of obtaining his or her SSN.



2.06	ASSIGNMENT OF CLAIM NUMBER



a.	BIRLS will assign a claim number on request (CNO transaction) even if an SSN is available.



b.	A CNO transaction must be used when a claim for chapter  31  benefits  is  received.  VA  Form  60-7210  or  60-7213  will  be prepared or the source document annotated as prescribed in paragraph 2.04, except that transaction type CNO will be indicated.  If a BIRLS record was previously established under an SSN, a claim number will be inserted and shown as the primary numerical identifier.  BIRLS will generate a transaction to the Compensation and Pension and Education systems to change the file number.  Regional offices receiving notice of change of the primary numerical identifier will correct their records accordingly.  If a claims folder established under an SSN is in another office, BIRLS will generate a message requesting transfer of the folder to the office that entered the CNO transaction.  The office originating the CNO transaction will be advised of the transfer request.  No BIRLS entry will be required by the transferring station and the transfer request message will so state.  BIRLS will automatically change locator information to show the station that entered the CNO transaction.  Whenever a claim number is assigned for chapter 31 benefits, and there is an existing folder identified by SSN, all records will be consolidated under the claim number.



(NOTE.  At the discretion of local management, the existing claims folder may be reused by obliterating the SSN, covering it with a durable tape and imprinting the claim number on the tape.  The canceled SSN should be rewritten below the newly assigned claim number with a line drawn through it followed by the notation "canceled.



2.07 FILE NUMBER ASSIGNMENT ACTION



Upon receipt of the reply message giving file number assignment, the following actions will be taken:



a.	The file number will be entered on the following forms:



(1)	Original claim or application, in appropriate space;



(2)	Separation records, upper right comer.
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b.	Print veteran's name in letters three-eighths of an inch high (last, first and middle name or initial) on upper left comer of the folder and the file number in digits at least one-half inch high in the upper right corner of the cut edge of the flap of the folder; and also on the VA Form 3025, File Charge Card.  The file number will be prefixed by the notation C, XC, SS or XSS, as appro�priate. (NOTE: Standardized printing of file numbers will be as follows: C 00 000 000 or 000-000-0000.)



c.	Verify veteran's name and file number on the BIRLS reply message against the application and the name and file number on the folder.  The original BIRLS reply message assigning the file number and directing establishment of the folder will be filed in the claims folder.



d.	DEA (Dependents' Educational Assistance) folders will be prepared in accordance with paragraph 2.26F.



e.	Type name, address and file number on VA Form 23-39a, your  VA  file  number,  and  mail  to  the  claimant  if  file  number  was assigned via ARS.  



2.08	FOLDER USAGE



a.	lightweight, two-flap manila folders with fasteners attached on the inside (stock item NSN 7530-00-757-4108) will be used for all first notices of death which result in a new file number assignment.  These are cases where no red-rope folder exists at the time of death.  Red-rope folders will be used for the creation of all other veterans claims folders, including those established for benefits under 38 U.S.C. chs. 31, 32 and 34.  Blue manila folders will be used only for creation of DEA folders.  Other folder usage will be continued in the present manner as prescribed in chapter 13.



b.	Folders will be lettered or imprinted as follows:



(1)	Print veteran's name in letters at least three-eighths of an inch high, last, first and middle name or initial (if  initial  only is known), on upper left comer of the flap of claims  folders.



(2)	Place file number on claims folders in digits at least one-half inch high on upper right comer  of  the  cut  edge  of  the  flap of the claims folder.



(3)	In cases in which an R/E folder is established under 38 U.S.C. ch. 31,  place  a  cross-reference  stamp  on  claims  folder to indicate the existence of such folder.



c.	Claims, R&E and DEA folders will be color coded on the basis of the secondary terminal digit of the file number with a single strip of 3/4-inch width self-adhesive tape, 3 inches in length.  The strip will be affixed over the centerfold of the claims folder (1-1/2 inch overlap each side) in the upper right comer, I inch from the right edge; and centered on the square-cut edge of the R&E and DEA folders, ensuring that names and file numbers are not covered by the tape.  Color codes for terminal digits will be as follows:



00-09 red	50-59 medium blue�10-19 light blue	60-69 yellow�20-29 orange	70-79 black�30-39 light green	80-89 white�40-49 brown	90-99 medium green



NOTE.- At the discretion of local management, stations may use either the front or back flap of the lightweight XC-folder, or a combination of both, for lettering and color coding.  Variations are permitted as long as the objectives of the procedures out�lined above are met.
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2.09	PROCESSING VA FORM 23-39, ACKNOWLEDGMENT OF RECEIPT OF CLAIM, AND VA FORM 23-39a



a.	A VA Form 23-39 will be used to acknowledge receipt of supplemental claims and correspondence.  The material will be annotated "Acknowledged" with the date and initials of the preparing clerk.  If the supplemental claim or correspondence con�tains a file number upon receipt, the Mail activity will prepare the VA Form 23-39.  If material does not contain a file number upon receipt, it will be acknowledged by the Correspondence activity after the file number is identified.



b.	A VA Form 23-39a will be typed in the division where claims folders are established and issued under the following circumstances:



(1)	Upon assignment of a file number via ARS (except overpayments, requests for memorandum ratings, and other instances in which the veteran did not initiate a claim for VA benefits);



(2)	To the surviving spouse or next of kin;



(a)	Upon assignment of a new XC-file number, if address is available; or



(b)	Upon receipt of VA Form 21-530, Application  for  Burial  Benefits,  and  VA  Form  21-534,  Application  for  Dependency and Indemnity Compensation or Death Pension by Surviving Spouse or Child, not identified with a file number and a previously assigned file number is found through indexing to BIRLS.



(EXCEPTION: VA Form 23-39a will not be sent if the new XC-file number was assigned on a casualty report unless accompanied by an application for death benefits.)



(3)	When a file number is not furnished by the claimant but material is identified by a number through BIRLS;



(4)	To claimants who visit the office and do not know their file number or to veterans and beneficiaries upon request.



2.10	ESTABLISHMENT OF LOAN GUARANTY RECORDS



A loan guaranty file number will be assigned on appraisal requests and applications for guaranteed, insured and direct loans.  This includes recording the number on related forms and maintenance of VA Form 26-1894, Application Register, as described below.



NOTE: At the discretion of station management, these functions may be performed in the Loan Guaranty Division.



a.	Upon receipt of VA Form 26-1805, VA Request for Determination of Reasonable Value (Real Estate), on individual cases and VA Form 26-8728, Request for Determination of Reasonable Value (Used Mobile Home), the following actions will be taken:



(1)	 Assign a loan file number to the request.  Stamp the number on the folder, VA Form 3025, VA Form 26-1815 or 26-1815a, Geographic Card, as appropriate (not applicable in mobile home cases), and if required under station procedures, VA Form 26-1813, Code Sheet-Guaranty or Insurance.



(2)	Enter the loan file number and any other information required by station procedures (such as property location (street, city, or town)) on VA Form 26-1894.



(3)	Place all material in the folder as follows: The VA Form 26-1813 (if required under station procedures) and VA Form 26-1815 or 26-1815a, as appropriate, will be stapled to the inside left flap.  All other material will be drop-filed inside the folder and secured by paper clips.  The folder will be delivered to the appropriate Loan Guaranty section as expeditiously as possible.  The file charge card, properly annotated, will be routed to files.



b.	Upon receipt of VA Form 26-1805 (Committee Appraisal) with project plans and specifications, the following actions will be taken:
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(1)	Assign the same loan file number to each VA Form 26-1805 which accompanies the Committee Appraisal for each basic type house.  Stamp the number on the folder, VA Form 3025, 26-1815 or 26-1815a, as appropriate.  VA Form 26-1813 will not be used.



(2)	Enter the loan file number and any other information required by station procedures (such as name and location of sub�division) on VA Form 26-1894.



(3)	Place all material in one folder and take action as outlined in subparagraph a(3) above, except for VA Form 26-1813.  The plans and specifications will accompany the folder.



(4)	The number assigned to Committee Projects/Appraisals will not be used for loan applications or reports for properties subsequently sold out of the project.  Each loan application or report that is based upon a Master Certificate of Reasonable Value will be assigned a new number.  Although the number shown on the Master Certificate of Reasonable Value supporting the loan application or report will be that initially assigned to the related Committee or Project Appraisal File, such certificate of reasonable value will accompany the loan application or report under the new number.



c.	 VA Forms 26-1802a, VA Application for Home Loan Guaranty accompanied by VA Form 26-1870, Certificate of Eligi�bility (now discontinued); VA Form 26-8320, Certificate of Eligibility for Loan Guaranty Benefits; or VA Forms 26-8320-1, Certificate of Eligibility for Home Condominium and Mobile Home Loans, and additional exhibits, as appropriate, will be processed as follows:



(1)	Assign a loan file number to the application and record the number on the folder; VA Form 3025; VA Form 26-18 1 5 or 26-1815a, as appropriate, and if required under station procedures, VA Form 26-1813.



(2)	Enter the loan file number and date of receipt on VA Form 26-1894.



(3)	AU material will be placed in the folder as outlined in subparagraph a(3) above.



d.	 VA Forms 26-8641, Application for Guaranty of Loan To Purchase Mobile Home and/or Lot, and VA Forms 26-8149, Report of Automatic Mobile Home and/or Lot Loan, accompanied by VA Form 26-8641a, Computation of Loan Amount for Mobile Home Unit, and VA Forms 26-1870, Certificate of Eligibility (now discontinued), 26-8320-1, and 26-8320, will be processed as follows:



(1)	Assign a loan file number to the application and record the number on the folder, VA Form 3025, and if required under station procedures, VA Form 26-1813.



(2)	Enter the loan file number and date of receipt on VA Form 26-1894.



(3)	The VA Form 26-1813 (if required under station procedures) will be stapled to the inside left flap of the folder. All other material will be drop-filed inside the folder and secured by paper clips.  The folder will be delivered to the appropriate Loan Guaranty section as expeditiously as possible.  The file charge card, properly annotated, will be routed to files.



e.	Take the following action upon receipt of VA Form 26-6921, Application for Direct Loan.



(1)	Assign a loan file number to the request. Stamp the loan file  number on the folder, VA Form 3025, and VA Form 26-1815 or 26-1815a, as appropriate. VA Form 26-1813 will not be used. Take action as provided in subparagraph a(3) above.



(2)	Enter the loan file number and date of receipt on VA Form 26-1894.



f.	The assignment of loan file numbers and preparation of folders on vendee accounts will be the responsibility of Loan Guaranty Divisions.



g.	A block of loan file numbers listed on VA Form 26-1894 will be furnished the Construction and Valuation Section as requested for use only in the "Telephone Speedup Program." A folder, file charge card, code sheet (if required under station
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procedures), and geographic card will be stamped with the loan file number to correspond with each number issued and delivered with the block of file numbers.  As these numbers are issued, the application register will be annotated with the date of issue by Loan Guaranty and returned to the element responsible for file number assignment when all loan file numbers have been used.  The file charge card will be released to the files as numbers are assigned.



h.	A kraft folder with metal fasterners (GSA stock item no. 7530-00-057-0790) will be used for all new or renovated loan file folders.



2.11 PROCESSING VA FORM 21-526, VETERAN'S APPLICATION FOR COMPENSATION OR PENSION



All VA forms of the 21-526 series identified by file number upon receipt will be forwarded to the folder files for association with the claims folder.  Those not identified by file number will be referred to the DTU for processing in accordance with provisions of paragraph 2.03 of this manual.  If a claims folder is known to exist in another office, the claim will be acknowledged and the claimant advised that transfer of his or her records is being requested.  Correspondence or evidentiary data submitted by a veteran for the purpose of reopening a claim will also be acknowledged immediately upon receipt by VA Form 23-39 and prior to association with the veteran's claims folder.



a.	The application must be signed by the claimant or his or her authorized representative.  If an application is received un�signed, a photocopy will be made, and the original will be sent to the veteran or his or her authorized representative with a cover letter requesting signature and return.  The photocopy of the application, along with a copy of the cover letter and any supporting documents such as medical records, will be held in the pending file until the original application is returned, CEST processing will not take place until the completed application is returned.



b.	The veteran's address must be in the jurisdiction of the regional office, except in critically ill cases when immediate adjudicative action is indicated.  Applications showing an address under the jurisdiction of another regional office will be forwarded directly to that station.  FL 30 will be dispatched to the veteran advising him or her of the referral.



c.	If application is signed and jurisdiction is correct, applications will be considered administratively ready for processing by the Administrative activity and forwarding to the Adjudication Division when application is accompanied by an acceptable separation form (copy 4 of DD Form 214 (July 1979 edition) or equivalent), or a BIRLS record with VADS data showing "SEP REAS SAT" and "HONORABLE" discharge.



d.	The signature on the claim will be compared with the signature shown on the separation record.



2.12	PROCESSING VA FORM 21-526e, VETERAN'S APPLICATION FOR COMPENSATION OR PENSION AT SEPARATION FROM SERVICE



a.	VA Forms 21-526e received with a file number and found  to  be  "No  Record"  in  the  regional  office  will  be  forwarded to the correspondence clerk for action.  A suspense of 5 workdays will be established for followup on claims folders which have been requested for transfer-in.



b.	If a VA Form 21-526e is received without a file number, a CEST transaction will be entered.  Upon file number assignment, a claims folder and related records will be prepared in accordance with existing procedures.



2.13 REQUESTING SEPARATION RECORDS



If separation records are not filed with the application, and there is no VADS data in BIRLS, processing will be as follows for applications including VA Forms 21-526, 21-526e, 28-1900, Disabled Veterans Application for Vocational Rehabilitation (Chap�ter 31-Title 38 U.S.C.), and 22-1990, Veteran's Application for Educational Benefits (Under Chapter 34, Title 38 U.S.C.)-for Service Beginning prior to January 1, 1977; 22-8821, Application for Educational Assistance (for Post-Vietnam Era Veterans Under Ch. 32, Title 38, U.S.C.) and 22-8832, Veterans Application for Counseling-Chapter 34.  Applications received from recently separated veterans without verification of military service will be processed across station military files to determine whether DD Forms 214 with VADS reject messages are available.
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a.	Prepare FL 23-80e, Request for Armed Forces Separation Records (Education) in duplicate to request proof of military service from the applicant.  Send applicant both copies and annotate application in upper left corner to show "FL 23-80__(date)	.  "  File application and attachments in DTU's pending file for 15 calendar days.  If no reply is received, the application will be processed as indicated below.  In cases in which further processing is impossible, the application and related material, if any, will be�held in the military file.  The application will be reactivated when additional evidence is received or disposed of under provisions of Records Control Schedule VB-1, part 1, item No. 3-132.



NOTE: If the veteran indicates on the application that he or she does not possess a copy of his or her DD Form 214, an FL 23-80 will not be sent but a VA Form 60-3101 series, VA Form 60-3101 series may be requested through Target during the claims devel�opment process i    n accordance with M21-1, chapter 6, or prepared manually in accordance with MP-1, part II, chapter 12.  The address codes contained in M21-1, chapter 6, should be used when VA Form 60-3101 is prepared manually.  Request for Information, will be generated in accordance with paragraph 2.15.



b.	Request file number assignment in accordance with paragraph 2.03 and prepare claims folder when acceptable service evidence is received from the applicant.



c.	Process application in accordance with paragraph 2.15 if applicant fails to furnish proof of service and minimum information for file number assignment is available.



d.	Process application in accordance with paragraph 2.16 if applicant fails to furnish proof of service and minimum information for file number assignment is not available.  Minimum information required for preparation of VA Form 60-3101 differs somewhat from provisions of paragraph 2.02. and, when available, will consist of complete name under which individual served, social security number and service numbers used, dates of active duty, branch of service and current status; i.e., retired, reservist or still under service obligation.



e.	 If VADS data are contained in BIRLS but the VADS data do not show "HONORABLE DISCHARGE" and "SEP REAS SAT" or show a "SEP REAS" other than "SAT," process application in accordance with paragraph 2.15.



2.14	USE OF VETERANS ASSISTANCE DISCHARGE SYSTEM DATA IN LIEU OF DD FORM 214



a.	All VADS records created since 1973 have been  entered  to  BIRLS  to  update  existing  BIRLS  records  or  create new BIRLS records without file numbers.  The information furnished BIRLS from VADS is taken directly from copy 3 of the related DD Form 214 which is forwarded to the Austin DPC (Data Processing Center) from the service department.  VADS will furnish service data to BIRLS every time a new VADS record is created.



b.	The service data furnished to BIRLS by VADS include the character of discharge; however, records which were established prior to October 1975 do not include the reason for separation.  As the reason for separation may, in some cases, preclude eligi�bility to VA benefits even though the character of discharge is honorable or general, the VADS information entered in BIRLS prior to October 1975 cannot be accepted as verification of service.



c.	Records added to BIRLS from VADS after October 1975, include the reason for separation, in addition to the character of discharge.  The reason for separation will be shown in the BIRLS reply as "SEP REAS" followed by one of the following codes:



"DEV"-indicates possible bar to VA benefits.

"SAT"-indicates a satisfactory reason for separation.

"UNK"-indicates reason for separation not available.



d.	When an application is received without a file number and is not accompanied by verification of service, and there is indication that the veteran was discharged after September 1, 1975, BINQ transaction will be entered to BIRLS.



(1)	If BIRLS identifies the veteran as having an existing file number or no record, the application will be processed accordingly.
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(2)	 If BIRLS identifies the veteran with a VADS-generated record, without a file number, showing "SEP REAS SAT" and "HONORABLE DISCHARGE," a CEST transaction will be entered for file number assignment.  The claims folder, application and a print of the BIRLS 101 screen will be forwarded for adjudicative action.  It will not be necessary to prepare an FL23-80e or VA Form 60-3 1 0 1. The service information in the BIRLS record reply will be reviewed by the adjudicator to verify eligibility and the need for further development regarding service records.



2.15	SEPARATION RECORDS UNAVAILABLE-MINIMUM INFORMATION AVAILABLE



a.	When separation records are not received, but minimum essential information for assignment of a file number is contained in the application, an FL 23-80e will be dispatched to the applicant.  If no response is received to FL 23-80e within 15 calendar days, a file number will be assigned.  During the claims development process, VA Form 60-3 1 01 will be requested through Target.



b.	If VA Form 22-1990a, Service persons Application for Educational Benefits, is filed for benefits under 38 U.S.C. ch. 34, and the claimant is still in active military service, verification of required service data will be accepted when the form is signed by the commanding officer or designee.



c.	When VA Form 22-1990a is received and required service data are omitted, a photocopy of the application will be made and filed in the pending file.  The original application will be returned to the claimant for completion.  A file number will not be assigned.



d.	If the application is not certified by the commanding officer or designee, but minimum essential information exists, a file number will be assigned and a claims folder established.  A photocopy of the application will be made, annotated as to proof requested, and forwarded with the claims folder to the Authorization activity.  The original application will be returned to the claimant to obtain the required certification.  A pending file copy will not be maintained.  Upon return of the original application, the photocopy will be disposed of under provisions of Records Control Schedule VB-1, part 1, item No. 3-159.2.



2.16 	SEPARATION RECORDS AND MINIMUM INFORMATION NOT AVAILABLE



If minimum essential information for the assignment of a file number and/or acceptable service evidence is not available, FL 23-80e will be prepared and dispatched to the applicant.  If there is no response to the FL 23-80e within 15 calendar days, VA Form 60-3101 will be prepared for the signature of the Chief of the Administrative activity, without the assignment of a file number.  Under "Type of Claim" on VA Form 60-3101, enter the legend denoting the type of application; i.e., disability, disability pension, death, etc., and either "Original" or "Supplemental," as appropriate.  Under item 6, enter the word "Pending" in lieu of file number.  Enter in item 21 the legend "No other service information available from -applicant or other source." Attach to VA Form 60-3101 a photocopy of any record submitted by the applicant which relates to military service.



2.17 	"NO RECORD" REPORT FROM SERVICE DEPARTMENT



If the service department returns VA Form 60-3 1 01 series showing "no record" on the basis of the information supplied, the Administrative activity will so inform the applicant and request additional identifying information.  The application will be held in the military file if no file number has been assigned.  If the service department has a record, but not of creditable service, such as "Discharge from draft," the Authorization activity will so notify the applicant.  Minimum requirements for file number assign�ment are waived in the latter instance.  A red-rope folder will be prepared and routed to the Authorization activity.



2.18 	SUBMISSION OF FINGERPRINTS FOR IDENTIFICATION



If service number or other identifying information for preparation of VA Form 60-3101 is not available, and the veteran is unable to satisfactorily identify his or her military service, as a last resort the veteran's fingerprints will be requested for forward�ing with VA Form 60-3 1 01 to Director (23 2), VA Records Processing Center, P.O. Box 5020, St. Louis, Missouri 63115.  Fingerprints should be submitted on Federal Bureau of Investigation FD-258, Federal Bureau of Investigation, United States Depart�ment of Justice Applicant Fingerprint Form.
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2.19 	VA FORM 21-526 SERIES SUBMITTED BY INDIVIDUALS STILL IN SERVICE



Upon receipt of a VA Form in the 21-526 series on which there is positive evidence that the claimant is still in service or in terminal leave status, a file number will not be assigned.  A letter will be prepared to the claimant stating that no action may be taken on the claim until he or she is officially separated from service.  The claimant will be requested to submit a copy of his or her report of separation (DD Form 214) at that time.  The application and copy of letter will be filed in the military file.



2.20 	VA FORM 21-526 SERIES SUBMITTED BY MEMBERS OF THE NATIONAL GUARD



All incoming claims of the VA Form 21-526 series submitted by Army and Air National Guard will be processed in the same manner as other claims.



2.21 	APPLICATIONS BASED ENTIRELY ON SERVICE WITH ALLIED FORCES



Applications for compensation, pension or educational benefits other than chapter 31 filed by individuals whose military service was with Allied Forces and who claim no service in the Armed Forces of the United States, will not be assigned file numbers.  After necessary investigation as to service has been completed the applicant will be advised and the application and related correspondence will be filed in the military file.



2.22	PROCESSING VETERANS' APPLICATIONS FOR EDUCATION AND TRAINING



a.	No Previous Claim Filed. Applications indicating no previous claim filed will  be  analyzed  to  determine  completeness  and adequacy of supporting data.  The following action will be taken:



(1)	When VA Form 22-1990, VA Form 22-8821 or VA Form 22-8832 is received prepared completely and accurately, together with satisfactory proof of military service, a file number will be assigned in accordance with paragraph 2.03.



(2)	When VA Form 22-1990a is received from a claimant in active military service, accompanied by an adequate supporting statement by the claimant's commanding officer, a file number will be assigned in accordance with paragraph 2.03.



(3)	When VA Form 22-1990v is received prepared completely and accurately, a file number will be assigned in accordance with paragraph 2.03.



(4)	When VA Form 22-1990, 22-8821 or 22-8832 is received with requested information prepared accurately but without proof of military service, process in accordance with paragraph 2.13.



(5)	When VA Form 22-1990, 22-1990a, 22-8821, or 22-8832 is properly signed but incompletely prepared and adequate proof of military service received, the application will be annotated with information from the DD Form 214 or other military service data, and file number will be assigned in accordance with paragraph 2.03.



(6)	When VA Form 22-1990, 22-1990a, 22-1990v, 22-8821, or 22-8832 is received unsigned or incomplete in material aspects, file number will not be assigned; a photocopy of application will be retained in the pending file and the original returned to the claimant with specific instructions.



(7)	If the VA Form 22-1990, 22-1990a or 22-8821 contains minimum essential information and acceptable service evidence is available, the application will be assigned a file number even though it does not contain information as to name of the course and educational institution.  Incomplete applications on which file numbers are assigned will be forwarded to the Authorization activity for review and release of the letter requesting a complete application.



(8)	VA Form 22-1990, 22-1990a, 22-1990v, or 22-882 1, submitted with an enrollment certification will be processed by the regional office having jurisdiction over the school.  However, if training will be in a correspondence or combination correspon�dence/residence course, processing will be by the office having jurisdiction over the claimant's residence.
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(9)	VA Form 22-1990, 22-1990a, 22-1990v or 22-8821 submitted without an enrollment certification will be processed by the regional office having jurisdiction over the claimant's residence.



(10)	VA Form 22-8832 will be processed by the regional office having jurisdiction over the claimant's residence.



b.	Previous Claim Filed-Claim Folder Not of Record.



(1)	Upon receipt of "No Record" VA Form 22-1990, 22-1990a, 22-1990v, 22-8821, or 22-8832 indicating a file number previously assigned, a CEST transaction will be entered if the school is under the jurisdiction of the receiving office.



(2)	VA Form 22-1990, 22-1990a, 22-1990v, 22-8821, or 22-8832 will be held in the Correspondence activity pending file.  Upon receipt of the claimant's records, the application will be associated with the records and forwarded to the Authorization activity for processing.



EXCEPTION.- If training will be in a correspondence or combination correspondence/residence course, the application will be routed to the station indicated in the BIRLS reply message.



c.	File Number Previously Assigned-Claims Folder of Record



(1)	If previously established claims folder is available, application and supporting material  will  be  attached  and  forwarded to the Authorization activity for determination of eligibility and entitlement.



(2)	If the application is allowed, the claims folder and R&E folder, if available, will be transferred to the office having educa�tion jurisdiction, if other than the receiving office.  The R&E folders retired to Federal archives and records centers will be recalled and forwarded.



d.	Processing VA Forms 22-1995.  Processing of "No Record" VA Forms 22-1995 will be the same as outlined in subpara�graph b above.



2.23	PROCESSING "NO RECORD" VA FORMS 22-5495, REQUEST FOR CHANGE OF PROGRAM OR PLACE OF TRAINING SURVIVORS' AND DEPENDENTS' EDUCATIONAL ASSISTANCE



a.	When a VA Form 22-5495 is filed and location of the DEA folder is not known, an IDL transaction type will be entered to BIRLS.  VA Form 60-7216a, Request for and/or Notice of Transfer of Veterans Records, will be prepared in accordance with chapter 14 to request transfer-in of the DEA folder if the school is under the jurisdiction of the receiving office.



EXCEPTION.- If the VA Form 22-.549.5 indicates training will be in a correspondence or combination correspondence/residence course, the 22-.549.5 will be routed to the station indicated in the BIRLS reply message.



b.	If VA Form 22-5495 is received and action has been previously initiated for the transfer-in of the DEA folder based upon prior information, the form will be held pending arrival of the records.



2.24	PROCESSING CERTIFICATION OF ORIGINAL ENTRANCE AND REENTRANCE INTO TRAINING



a.	Upon receipt of a certification of original entry or reentrance into training (VA Forms 22-1993, 22-8832 and 22-1999 series) where the veteran's records or record of the eligible person (child, spouse or surviving spouse) are not in the custody of the regional office, action will be taken to determine the location of the records and to effect permanent transfer-in of such records.  The forms will be held in the Correspondence activity pending file awaiting receipt of the records.



b.	If a claim folder cannot be located within a regional office or it is not received from another regional office when requested within 5 workdays, a temporary folder will be established for an enrollment certification, plus other claims documents submitted with the certification, provided the effective date of the enrollment, as shown on the document, will be within 30 calendar days.  The folder will be annotated in bold letters "TEMPORARY FOLDER." The temporary folder with the VA Form
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22-1999 attached will be forwarded to the Authorization activity for action.  When the original claims folder becomes available, the material in the temporary folder will be associated with the original folder and routed to the Authorization activity for review.



2.25	PROCESSING VA FORMS 28-1900, DISABLED VETERANS APPLICATION FOR VOCATIONAL REHABILITATION



a.	VA Form 28-1900 will be initially processed and assigned a file number by the regional  office  having  jurisdiction  over  the applicant's address.  Those VA Forms 28-1900 received which are not identified by a VA file number will be routed to the DTU for BIRLS indexing and possible file number assignment.  Those VA Forms 28-1900 received which are identified by a VA file number will be associated with the claims and R&E folders (if an R&E folder already exists) and forwarded to the Authorization activity for development of the application and determination of eligibility and entitlement.  If the application is disallowed and an R&E folder was not previously established, it will not be necessary to establish such a folder.  The disallowance letter and related documents will be filed on the right flap of the claims folder.



b.	If the application is allowed and an R&E folder was not forwarded to the Authorization activity, the application and both copies of VA Form 22-1944, Eligibility, Entitlement and Counseling Information, will be forwarded to the VR&C (Vocational Rehabilitation and Counseling Division with the claims folder to establish a counseling folder, set up a counseling appointment and photostat a copy of the latest rating.  The original of the VA Form 22-1944 will be filed in the counseling folder; the copy will be forwarded with the claims folder to the correspondence clerk for preparation of an R&E folder.  The application and the copy of the VA Form 22-1944 will be filed on the right flap at the R&E folder and both folders will be returned to file.



c.	VA Form 28-1900 received from a hospitalized service person awaiting separation will be processed expeditiously.  If a prior claim is indicated or a file number is shown, appropriate action will be taken to obtain the claims folder and secure or prepare an R&E folder.  An application not identified by file number will be reviewed for completeness.  If the service person is to be sepa�rated from service, a file number will be assigned and a claims and an R&E folder prepared.  The records will be forwarded to the Authorization activity.  Prepare and attach to the outside of the claims folder a flash card with the annotation "Military Patient�900 Action Pending." The temporary flash card will be removed when VA Form 28-1900 is placed under counseling control.



d.	The R&E folder will be stamped "Ch. 31 R&E Fldr." A kraft folder will be used as provided in chapter 13.



2.26	PROCESSING VA FORMS 22-5490, APPLICATION FOR EDUCATION ASSISTANCE (SON OR DAUGHTER), AND VA FORMS 22-5490w, APPLICATION FOR EDUCATIONAL ASSISTANCE (SPOUSE OR SURVIVING SPOUSE)



a.	Applications for educational assistance  will  be  acknowledged  immediately.  The  VA  Forms  22-5490  and  22-5490w  will  be analyzed for completeness.  If the application is not complete, a letter will be sent to the applicant enclosing the original application for completion of the missing items.  A photocopy of the application will be made and filed in the pending file.



b.	When it is determined that the claims or XC-folder of the veteran through whom eligibility is sought is located in another station (location to be determined by entry of a BINQ transaction to BIRLS), the application will be forwarded immediately to the office in which the parent folder is maintained.  If the applicant is also a veteran and has a claims folder, the claims folder will be temporarily transferred to the station having the veteran's folder on whose service the application is filed.  When a VA Form 22-5490 is received from a recognized service organization holding power of attorney and is forwarded to the office having custody of the parent folder, the service organization will be so notified.  A photocopy of the first page of the acknowledged application will be retained in the Correspondence activity pending file.  A suspense of 15 workdays will be established for follow-ups to assure receipt of a DEA folder or a letter of disallowance.  If the DEA folder or a letter of disallowance is not received within the suspense period, an ARS message will be dispatched to the station having custody of the parent folder requesting status of the application or transfer of the DEA folder.  A copy of the ARS message will be associated with the photocopy of the application and resuspended for 10 days.  Any subsequent follow-ups will be made by FTS (Federal Telecommunications System) call or ARS message within 5 days.



c.	If the application is in order, it will be routed with the claims or XC-folder and the R&E folder, if any, of the veteran through whom eligibility is sought, to the Authorization activity.  The Authorization activity will either prepare VA Form 22-1994a, Determination of Eligibility and Entitlement (Ch. 35, Title 38, U.S.C.), in duplicate or request two Target prints of the 311 screen.
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d.	If it is determined that the applicant is not eligible, the VA Forms 22-5490 or 22-5490w and file copy of the disallowance letter will be filed in the veteran's claims or XC-folder.  A copy of the disallowance letter will be forwarded to the office having jurisdiction over the applicant's address in order to clear their suspense file.



e.	If it is determined that the applicant is eligible, the application, completed VA Form 22-1994a or prints of the 311 screen, and claims or XC-folder will be routed for processing in accordance with subparagraph f below.



f.	The Authorization activity will route the VA Form 22-5490 or 22-5490w and other related material with the claims or XC-folder to the correspondence clerk for establishment of a folder.  The letter suffix "W" will be assigned to the veteran's file number for spouses and surviving spouses and the letter "A" for the first child on the VA Form 22-1994a or 311 screen.  The following records also will be prepared:



(1)	DEA Folder (Blue Manila).  The folder will be lettered showing the applicant's name in the upper left corner, the file number and letter suffix in the upper right corner or tab of square-cut folder.



(2)	BIRLS Beneficiary Record.  Upon establishment of a new DEA folder, a beneficiary record will be added to BIRLS master record via ARS.  VA Form 60-7213 will be completed as follows:



Item	Entry Data



SECTION A. INTRODUCTION TO DATA TRANSMISSION INPUT



Transmission Mode	Check ( ) box preceding BATCHED.��Transaction Type	Check ( ) box preceding COR.��Station Number	Enter station number.��SECTION B. IDENTIFYING DATA��Name	Enter beneficiary's name. See paragraph 2.04 for format.��Beneficiary Master Record (P)	Enter "I."��Claim Number (C)	Enter claim number if assigned as veteran's file number.��Social Security No. (SS)	Enter SS number if assigned as veteran's file number.��SECTION C. NEW, CHANGED, CORRECTED, OR DELETED DATA��Name (NC)	Enter beneficiary's name.��Payee Number (PN)	The entire field must be completed.��	NOTE:  Enter  payee  number  in  first  two  boxes  and

	zeros  in  last three.



Claims or OE/WE Folder Location (OE)	The entire field must be completed.  Encircle  the  "OE"

	prefix.  Enter the date DEA folder  is  established;  the

	three-digit  number  of  the station which has jurisdiction

	of the folder will be entered as both the "station to" and

	"station from."
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	Item	Entry Data



SECTION D. MISCELLANEOUS DATA CODES



Code Line Y (Add)	Enter "O" in column "O" and "P" in column "P."



g.	The original VA Form 22-1994a or one copy of the 311 screen will be filed on the left flap of the claims or XC-folder; the duplicate VA Form 22-1994a or 31 1 screen will be filed in the DEA folder.  The claims folder will be returned to file unless other routing is indicated.  The DEA folder will then be referred to the office having jurisdiction over the applicant's address.  If an R&E folder exists for the applicant, it will be forwarded with the DEA folder.  Counseling will be by the office of residence jurisdiction.



h.	Upon receipt of the DEA folder in the regional office of jurisdiction, the correspondence clerk win clear the suspense file and then route the folder to the Authorization activity for appropriate action.



i.	All subsequent applications for educational assistance filed by children whose eligibility is derived from the same veteran will be assigned the same file number as the veteran.  The next open letter suffix for a child will be used.  The appropriate suffix will be determined by reviewing the last VA Form 22-1994a or 311 screen print filed in the parent's claims folder.



2.27 	PROCESSING  COUNSELING  MATERIAL



Any counseling material received will be referred to the VR&C Division for maintenance pending final counseling action.  This material will not be filed in the claims folder.



2.28	PROCESSING  VA FORMS 10-7131, EXCHANGE OF BENEFICIARY INFORMATION AND  REQUEST FOR ADMINISTRATIVE AND ADJUDICATIVE ACTION, RECEIVED WITH FILE NUMBERS



VA Forms 10-7131 with file numbers will be screened in the mail room and processed as follows:



a.	 VA Forms 10-7131 submitted solely as admission notices will be routed directly to the Authorization activity. (Only part I, items I and 2, and 3 and 4, if applicable, will have been completed in these cases.)



b.	VA Forms 10-7131 will be routed to the Authorization activity for completion of part II when the information or action requested in item 5 includes any of the following:



(1)	Monetary benefits information is requested in item 5e.



(2)	Service connection is requested  in  item  5c.



(3)	Adjudicative action or decision on other than honorable discharge is requested in item 5f, g or h.



c.	VA Forms 10-7131 will be routed to the Correspondence activity via the claims folder files for completion of part II when either of the following or combination of the following only are requested in item 5:



(1)	Verification of service information is requested in item 5b.  A BUPD (BIRLS update) transaction win be completed upon receipt of verification of service information.



(2) Date and type of discharge from most recent hospital or domiciliary care are requested in item 5d.



NOTE: If the claims folder contains a pending claim for compensation, pension or retirement pay, or a rating action by Adjudica�tion for other purposes, the claims folder and VA Form 10-7131 will be referred to the Authorization activity.
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d.	When VA Forms 10-7131 are received, identified with a file number for which there is no claims folder in the regional office, every effort will be made to respond to the VA Form 10-7131 with information available through Target without associa�tion with the claims folder.  However, if it cannot be processed without the claims folder, the following actions will be taken:



(1)	If BIRLS shows location at the station which input the message, lost folder procedures will be instituted in accordance with chapter 13.



(2)	If BIRLS shows location at another station, the VA Form 10-7131 will be annotated to show the current location and will be forwarded by means of VA Form 60-3029, Transfer of Veteran's Miscellaneous Records.  A duplicate of VA Form 60-3029 will be sent to the office originating the VA Form 10-71 3 1.



(3)	If BIRLS shows location at the RPC, the material will be annotated appropriately and will be forwarded to the RPC via a VA Form 3230 signed by the Adjudication Officer or a designated unit chief certifying that the material has been carefully reviewed and is proper for forwarding to the RPC.  EXCEPTION.- When receipt of monetary benefits or pending claim is indicated on the VA Form 10-7131, the claims folder will be recalled from the RPC.



(4)	If the claims folder is on temporary transfer, the VA Form 10-7131 will be forwarded as in subparagraph (2) above.  The VA Form 60-3029 should be checked to indicate that the folder is on temporary transfer only.



2.29	PROCESSING VA FORMS 10-7131 RECEIVED WITHOUT FILE NUMBERS



a.	VA Forms 10-7131 received without file numbers will be forwarded  to  the  DTU  for  processing.  The  originating  Medical

activity should have attached the "No Record" BIRLS reply.



b.	VA Form 10-7131 containing service information in the legend showing the service number, branch of service, duty dates and certified in part I, item 6, "Remarks," "Military Service Information Verified," will be processed as follows:



(1)	VA Forms 10-7131 indicating need for adjudicative action or a decision on other than honorable discharge will be processed to BIRLS for file number assignment.  Following assignment of a file number, the VA Form 10-7131 will be forwarded to the Adjudication Division for initiation of a VA Form 60-3101 to the appropriate service department.



(2)	VA Forms 10-7131 requesting such data as file number assignment, monetary benefits information, service connection, or dates and types of discharge from the most recent hospital or domiciliary care, but not indicating the needs outlined in sub�paragraph (1) above, will be annotated "No Action Necessary" and returned to the originating Medical activity without further processing.



c.	VA Forms 10-7131, including those for Dental Care-VA Regulation 6123.1 received not certified as to military informa�tion by the Medical activity and having a "No Record" BIRLS reply will be processed as follows:



(1)	VA Form 60-3101 will be prepared for the signature of the Chief, Administrative activity, requesting required data from the appropriate service department.  Forward a copy of VA Form 10-7131 to the concerned Medical activity indicating the date that VA Form 60-3101 was forwarded to the service department.



(2)	Suspend a copy of VA Form 60-3101 for a 30-day followup to the service department.



(3)	Upon receipt of the VA Form 60-3101 from the service department,  service  data  will  be  entered  to  establish  a  VADS

record in BIRLS in accordance with procedures outlines in chapter 12.  The VA Form 60-3101 will be attached to the complete and/or corrected VA Form 10-7131 and forwarded to the Medical activity.  The VA Form 10-7131 should be annotated "No File Number Assigned" in the block titled "For CO-RO-RPC Use Only." The "Remarks" section, part 11, of VA Form 10-7131 may be annotated "See attached VA Form 60-3101 for service data" rather than completing the service data.  A copy of the VA Form 10-7131 will be filed in the temporary military file and any additional copies of the VA Form 10-7131 will be disposed of in accordance with Records Control Schedule VB-1, part I, item No. 3-159.2.
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d.	Sufficient information must be provided on the VA Form 60-3101 to permit identification of service records; i.e., fun name under which veteran is believed to have served, service and/or social security number, if ever assigned, and branch of service.  If a service or social security number was never assigned, or is not available, the VA Form 60-3101 must contain a combination of data; such as, date of birth and enlistment and discharge dates, to permit positive identification of service records.  When completing the VA Form 60-3101, under item 6, "File No." enter the word "None"; under item 2 1, "Additional Information Requested," enter the statement "No other service information available from the applicant or other source."



e.	VA Forms 10-7131 received without sufficient information to identify the veteran's service records will be returned directly to the originating DM&S facility annotated "Service information insufficient for service records identification."



2.30	PROCESSING VA FORMS 10-7131 -RECORDS PROCESSING CENTER



a.	The VA Form 10-7131 will be completed  and  returned  to  the  Medical  activity  and  the  claims  folder  retained  at  the  RPC when:



1)	Verification of service information is requested in item 5b.  Compare the service information shown in legend information of VA Form 10-7131 with separation records in the claims folder.  Annotate the "Remarks" section "Service Information Correct" or make corrections to BIRLS through a BUPD transaction.



(2)	Monetary benefits information is requested and compensation or pension payments are not being made and the veteran has no service-connected disability.  Check item 1, "No Monetary Benefits," part II, and show reason in item 9, "Remarks," such as "No Claim for Compensation or Pension Filed" or "Service Connection for (insert nature of disability) Denied."



(3)	Date and type of discharge from most recent hospital or domiciliary care are requested in item 5d.  This information will be obtained from the most recent VA Form 10-7132, Status Change; VA Form I 0-1000, Hospital Summary; or SF 502, Clini�cal Record Narrative Summary, in the claims folder and entered in item 9, "Remarks.



b.	Upon receipt of a VA Form 10-7131 which requires adjudicative action, the claims folder and VA Form 10-7131 will be decentralized to the regional office of jurisdiction.



2.31	REQUESTS FOR MILITARY MEDICAL AND DENTAL RECORDS BY VA MEDICAL  CENTERS AND OUTPATIENT CLINICS



VA Forms 10-7131 received from VA medical centers and outpatient clinics requesting military medical and dental records will be processed as provided in MP-1, part II, chapter 12, paragraph I 1.



2.32 	REQUESTS FOR INFORMATION FROM STATE AGENCIES, 38 U.S.C. CH. 41, AND TITLE V, U.S.C. CH. 85



VA regional offices will receive directly from State agencies, or the Secretary. of Labor, a form which normally will be titled "Request for Military Information," or Form ES 973, Request for Military Information Under the Ex-Servicemen's Unemploy�ment Compensation Act of 1953.  If there is no indication of a previous file number, the request will be processed for assignment of file number, including VA Form 60-3101 procedure if indicated.  The type of claim will be shown as unemployment compen�sation (abbreviated "Unempl.  Comp."). If the query covers only the period of active service, this information will be furnished by the correspondence clerk except in any instance in which there is question as to whether the veteran was eligible for complete separation.  In such case, the request will be forwarded with the claims folder to the Authorization activity.  If the request concerns either the existence of an actual service-incurred injury or disability or character of discharge, it will be forwarded with the claims folder to the Authorization activity.



NOTE: Unsigned requests will be returned to the originating agency.













2-25



�May 12, 1982	M23-1, Part I

	Change 71





2.33	VA FORM 294373, REQUEST FOR DISABILITY COMPENSATION RATING  FOR INSURANCE PURPOSES  (GOVERNMENT LIFE INSURANCE)



In consideration of a claim for RH insurance under 38 U.S.C. 712, if service connection of a disability has not been considered by an appropriate rating agency, VA Form 29-4373 will be prepared and submitted by the processing Insurance activity of the regional office and insurance centers at Philadelphia and St. Paul, to the regional office having jurisdiction over the veteran's claims folder or, if the file number is not known, to the regional office having jurisdiction over the area of the veteran's residence.



a.	VA Form 294373 showing file number will be routed to the Authorization activity via claims folder files.



b.	VA Form 294373 not showing a file  number  will  be  processed  for  assignment  of  file  number  and  preparation  of  a  claims folder and will be routed to Authorization activity.



2.34	VA FORM 29-357, CLAIM FOR DISABILITY INSURANCE BENEFITS-GOVERNMENT LIFE INSURANCE



a.	Claims for disability insurance benefits are adjudicated by the Insurance activities of the regional office and insurance centers at Philadelphia and St. Paul.  Administrative processing of VA Forms 29-357 in these offices will be in accordance with M29-1, part III, "Disability Insurance Claims Procedures."



b.	VA Form 29-357 received in regional offices is processed for association with claims folders and determination by the Veterans Services Officer as to the evidence to accompany the claim to the Insurance activity.



c.	A single copy of VA Form 29-1570, Request for Evidence, Folder, and/or Examination-Government Life Insurance, will be prepared and routed to the Veterans Services Division immediately upon receipt of VA Form 29-357.



d.	VA Form 29-357 identified by file number will be routed via claims folder files to the Veterans Services Division.



e.	VA Form 29-357 not identified by file number upon  receipt  will  be  indexed  through  BIRLS  for  file  number.  If  identified

by file number, the form will be routed via claims folder files to the Veterans Services Division.  If BIRLS shows folder located at another station, the form will be routed directly to the Veterans Services Division.



f.	VA Form 29-357, which accompanies a claim for compensation or pension, identified by file number upon receipt, will be routed via claims folder files to the Veterans Services Division.  If record of transfer is found, both claims will be properly noted.  The VA Form 29-357 will be routed directly to the Veterans Services Division.  The claim for compensation or pension will be routed to the Correspondence activity.



g.	VA Form 29-357 which accompanies a claim for compensation or pension, not identified by file number, will be routed to the DTU for CEST action on the claim for compensation or pension.  Following file number assignment and preparation of the claims folder, the folder-with VA Form 29-357 will be routed to the Authorization activity via the Veterans Services Division.



h.	When claims folders show a power of attorney in force for disability benefits, the insurance claim will be noted "23-22 to (name of organization)."



2.35	VA FORM 29-1570, REQUEST FOR EVIDENCE, FOLDER AND/OR EXAMINATION GOVERNMENT LIFE INSURANCE



VA Forms 29-1570 received from the Insurance activity will be routed directly to the Veterans Services Division from point of receipt.



2.36	ASSIGNMENT OF FILE NUMBERS TO OVERPAYMENT CASES



a.	File numbers will be assigned to overpayment cases in which the indebted veteran has not had a previously assigned file number.  VA Form 4-1426 will be prepared by the Finance activity and forwarded to the Administrative activity with related over�payment correspondence.
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b.	A file number will be assigned via ARS if in order, and if the veteran's name and service and/or social security numbers are available:



(1)	Original of VA Form 4-1426 and related overpayment correspondence will be marked for file and filed down in the claims folder.



(2)	One copy of VA Form 4-1426 with file number posted will be routed to the Finance activity.



2.37	ASSIGNMENT OF FILE NUMBERS TO  REQUESTS FOR DETERMINATION OF ELIGIBILITY FOR VA  HOSPITALIZATION PRIOR TO SEPARATION FROM SERVICE



File numbers will be assigned via ARS to requests for memorandum ratings received from military hospitals on military pa�tients who are potentially eligible for medical care as VA beneficiaries.



2.38 	INFORMAL APPLICATIONS



Any correspondence indicating intent to apply for a specific benefit will be considered an informal application for the benefit mentioned.  Applications completed on an improper form will also be considered informal applications.  Veterans or beneficiaries submitting informal applications will be sent the proper VA form for completion.  The form will be conspicuously annotated "INFORMAL APPL DTD ." A copy of the letter to the veteran or beneficiary and  the  informal  application will be placed in the data clerk's pending file.  If no response is received within 15 calendar days, the material will be filed in the military file.  All formal applications received annotated as described above will be processed across the data clerk's pending file and the military file if required.  Informal applications for hospital care or outpatient treatment are exempt from provisions of this paragraph and will be routed directly to the appropriate medical activity.



a.	XC-folders will not be recalled upon receipt of an informal application for compensation, DIC or pension benefits.  Instead, the Correspondence activity will furnish VA Form 21-534, Application for Dependency and Indemnity Compensation or Death Pension by Surviving Spouse or Child, or VA Form 21-535, Application for Dependency and Indemnity Compensation by Par�ents, whichever is applicable to the applicant.  The informal claim will be noted to show VA Form 21-534 or 21-535 dispatched and suspended for 15 calendar days in the correspondence clerk's pending file.  If no response is received, it will be filed in the military file.



b.	XC-folders will be recalled when the VA Form 21-534 or 21-535 is returned.



2.39	"NO RECORD" APPLICATIONS



Occasionally a veteran or beneficiary will allege the filing of a claim without being able to furnish information as to the date of filing or the office with which the claim was filed.  If BIRLS fails to identify the claimant by file number, the proper VA form will be sent to the correspondent by letter explaining the failure to locate the claim allegedly filed.



2.40 	APPLICATIONS FROM CONSCIENTIOUS OBJECTORS



Upon receipt of an application which does not show that the applicant had active military service, the Administrative activity will prepare FL 23-80e in duplicate to request proof of military service from the applicant.  The social security number and date of birth will be requested in addition to military data.  Send both copies of the FL 23-80e to the applicant.  Annotate the application "FL 23-80e (date)" and suspended for 30 calendar days in the data clerk's pending file.



a.	If the applicant responds even though he or she had no military service, the Administrative activity will enter a CSS trans�action via ARS to BIRLS using the social security number and date of birth as identifying data.  Upon assignment of a file number, a red-rope folder will be established and forwarded with the application to the Authorization activity.



b.	If no reply is received from the applicant within 30 calendar days, a file number will not be assigned.  The application and any related material will be filed in the military file.
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2.41	PROCESSING "NO RECORD" MATERIAL AND FILE MAIL



This material should be processed by the regional offices on a daily basis.  The following actions will be taken on the various types of material listed below when the claims folder is not located in the receiving station:



a.	Applications and Material Concerning Adjudicative or Payment-Type Action, an Active or Pending Claim, or Monetary Benefits



(1)	If BIRLS shows folder located in another regional office, action will be taken to either request transfer-in of the claims folder or forward the material, as appropriate.



(NOTE: Material to be forwarded to another regional office will be annotated with location information from the 1 01 screen.)



(2)	If BIRLS shows folder located in the receiving station, a thorough search will be made for the folder.  If it is not located, VA Form 23-8702, Request for Circularization-Missing Folder, will be completed in triplicate; two copies will be forwarded to the RPC to request circularization as a missing folder.  The remaining copy of the VA Form 23-8702 and pending material win be held at the requesting station.  If the original folder is not located by circularization, the RPC will forward a rebuilt folder to the requesting station.



b.	One-Time Action Mail Which Can Be Processed by the RPC and File Mail Which Has Potential Value.  One-time action mail which can be processed by the RPC includes VA Forms 10-7131; VA Forms 3232, General Information Request; requests for Civil Service Preference Letters; requests for information or extracts from veterans' folders received from the veteran, private physicians, other Government agencies, etc.  Enter an inquiry transaction to BIRLS to determine location of the folder.  Action or file mail will not be sent to the RPC based solely upon an indicator in the Hines master record.



(1)	If BIRLS shows location at the RPC, the material will be so annotated and forwarded to the RPC via a VA Form 3230 signed by the Adjudication Officer, or a designated unit chief, certifying that the material has been carefully reviewed and is proper for forwarding to the RPC.  Material to be forwarded to the RPC will be batched and transmitted daily by a single VA Form 3230.  When this material is received at the RPC and that office has no record of the claims folder, a determination will be made by RPC personnel as to whether the material received is of record value prior to requesting circularization for the folder.



(2)	If BIRLS shows claims folder is located in another regional office, the material will be so annotated and forwarded to that station.  If the station shown by BIRLS has no record of the claims folder, that station will prepare a VA Form 23-8702 in tripli�cate requesting the RPC to circularize as a missing folder for "Location Only." The pending material with a copy of the VA Form 23-8702 will be held in the requesting station.  If the folder is not located through circularization, RPC will forward a rebuilt folder.



(3)	If BIRLS shows folder is located in the receiving station, a further search of the office will be made.  If the folder is not located, a VA Form 23-8702 will be prepared in triplicate and two copies forwarded to the RPC requesting circularization for "Location Only." The pending material and a copy of the VA Form 23-8702 will be held in the requesting station.  If the folder is not located through circularization, RPC will forward a rebuilt folder.



c.	File Mail Without Permanent Retention Value. File mail will be carefully screened.  If the file mail is not of value to an existing application or possible future application for VA benefits, or as policy or precedent-establishment material, it will be filed in the temporary military file.



d.	Mail Which Does Not Require the Claims Folder for Preparation of a Reply.  This includes mail of a general nature which is unrelated to a specific claim or to benefits administered by the VA.  If mail can be answered without association with the claims folder, it will be forwarded to the appropriate operating element for reply.  The material and a copy of the reply will be filed in the temporary military file.



e.	 VA Forms 60-7216a and BIRLS Requests for Transfer of Claims Folders Received in RPC.  VA Forms 60-7216a, Request for and/or Notice of Transfer of Veterans Records, and BIRLS requests for transfer found to be "No Record" at the RPC will be returned to the requesting station via VA Form 3230 requesting that a further search be made.  If the folder is not
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located, circularization should be requested by the regional office. if the transfer request was via BIRLS, the RPC will enter a BUPD transaction to BIRLS changing the folder location to show RPC prior to returning the request to the requesting station.



2.42 	PROCESSING "ROAR" MAIL



If BIRLS indicates the record is a ROAR (Relocation of Active Records) case, the following action will be taken:



a.	Material will be processed by the receiving station through use of Target to the fullest extent possible.



b.	If adjudicative action is required which cannot be done without the claims folder, the folder will be recalled from the RPC.



c.	Miscellaneous inquiries from beneficiaries or third  parties  not  containing  requests  for  increases  involving  rating  action,

dependency or specific actions already outlined, will be included with mail being sent to the Field Servicing Division at the RPC.



NOTE: ROAR cases may be identified by a BIRLS reply showing "C&P ADP record, folder located RPC, " or a BIRLS reply showing a date of transfer the same as the date that ROAR folders were shipped to the RPC.



2.43	PROCESSING UNIDENTIFIED MAIL



a.	From time to time, mail  is  received  requesting  specific  information  or  actions  regarding  claims  which  does  not  contain sufficient data to identify appropriate VA records.  In such instances, FL 60-2 should be prepared for dispatch to the requester.



b.	Unidentified mail may fall into two categories, that which is of record value or that which is of no record value.  Mail considered to have record value will be an application for an original or supplemental claim or an informal claim for benefits, including material concerning adjudicate or payment-type action.  Mail which does not fit the description above will be considered as having no record value.



c.	When the unidentified mail received is of no record value and cannot be answered without being associated with the veteran's records, the material should be attached to FL 60-2 and returned to the originator.



d.	When the unidentified mail is of record value; i.e., original or supplemental or informal claim for benefits, the FL 60-2 should be sent to the requester without the original correspondence attached.  The unidentified mail should be annotated in the upper left comer to show "FL 60-2 (date)." File the material in the Data Terminal pending file for 30 calendar days.  If no reply is received, the material should be reprocessed through BIRLS.  If it remains unidentified, it will be filed in the military file to await further action or disposition.



e.	If it is impossible to respond to the originator because of no return address or a faulty address, the material will be filed in the military file.



2.44	 PROCESSING CRITICALLY ILL CASES



Critically ill cases will be processed without regard to jurisdiction.  The records will be transferred to the office having jurisdic�tion after the file number is assigned and the initial action taken.



2.45	ORIGINAL DISCHARGE PAPERS



a.	When the original discharge document is submitted in support of a claim, an  appropriate  copy  will  be  made,  if  not  on  file, and the original will be returned to the veteran.



b.	Original discharge documents which cannot be returned to the sender because the address is unknown and no claims folder exists, will be returned to the appropriate military records center as listed in MP-1, part 11, chapter 12.
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2.46	RECORDS FURNISHED BY MILITARY SEPARATION POINTS-NO CLAIM FILED



a.	Upon receipt of records furnished by the military which cannot be associated with a pending claim or claims folder, an inquiry transaction will be entered into BIRLS to determine if a file number has been assigned and location of the claims folder, if established.  If the reply message shows "No Record," the service records will be processed as an informal claim.  The service records and a copy of the letter to the veteran will be placed in the data clerk's pending file.  If the veteran fails to respond within 30 days, the copy of the letter will be appropriately annotated and filed in the military file.  The service records will be routed to the appropriate military records center for filing.  They will be forwarded in button-and-string envelopes, VA Form 604582, Service Department Records Envelope, using FL 60-12 as a transmittal.



b.	Service records will be forwarded to the Veterans Services Officer for assistance in cases in which the veteran's address is unknown, incorrect or there is some question as to whether the person has been separated from service.  When further processing is impossible, the service records will be returned directly to the appropriate military records depository as outlined in MP-1, part 11, chapter 12.



c.	If a claims folder exists in another regional office, the service records will be forwarded directly to that office.  Claims folder located in the RPC will be recalled.



d.	Service records received with DA Form 664 indicating the veteran does not wish to apply for benefits will be forwarded directly to the appropriate records depository.



2.47	ORIGINAL DOCUMENTS SUBMITTED TO ESTABLISH AGE, MARRIAGE, DIVORCE OR DEATH



a.	When original documents, such as discharge, birth, marriage and death certificates, have served their purpose, they will be returned to the sender by first-class mail.



b.	When copies are reproduced and the photostatic process has not brought out the seal impression of the custodian on an original document submitted to establish age, marriage, divorce or death, it will be hand-carried to a Veterans Benefits Counselor to place a certification on the copy that he or she has viewed the original which bore the seal and signature of the custodian of the record.



2.48	 ROUTING OF DEPENDENCY EVIDENCE



Upon receipt of dependency evidence (marriage certificates, birth certificates, proof of dissolution of marriages, etc.), the material will be attached to the claims folder and forwarded with the R&E folder, if one has been established, to the Authoriza�tion activity.



2.49	PROCESSING  MISCELLANEOUS CORRESPONDENCE  RECEIVED  FROM THE TREASURY DISBURSING  CENTERS OR OFFICES



a.	jurisdiction over the former address of correspondent if it is shown.  If not, the communication win be routed to the regional office-having jurisdiction over the new or current address as shown on the correspondence.  Compensation and pen�sion changes of address returned to the Austin Treasury disbursing center will be picked up daily and processed by the Austin DPC.  These changes will be manually sorted by office of jurisdiction.  The requests will then be forwarded to the VA regional office or center as indicated by the State shown on the payee's "old address." When there is more than one regional office in a State, communications will be forwarded to the following VA regional offices:
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�	State	VA Regional Office��	Texas	Waco�	California	Los Angeles��	New York	New York�	Pennsylvania	Philadelphia



b.	Communications received from Treasury disbursing centers or offices will be associated with the claims, R&E, DEA or XC-folder, as appropriate, and routed to the proper organizational element for action.  When the folder is not located in the office initially receiving the communication, location will be determined by entry to BIRLS.  If adequate information is not available, necessary identifying data will be obtained from originator of the communication.



c.	Miscellaneous communications received from these centers and offices will be processed as indicated above, and not re�turned to them.



2.50	DISPOSITION OF FILE MATERIAL WITHOUT FILE NUMBER



a.	When file material pertaining to veterans, beneficiaries, or their dependents or other  individuals  upon  which  action  has  been completed but no file number assigned is received for disposition the material will be returned to the originator, if possible.



b.	If it is not possible to return the material to the originator because of no return address or a faulty address, the material will be filed in the military file.



c.	Applications and related correspondence from persons alleging military or naval service for the purpose of obtaining benefits from the VA will be filed in the military file, if minimum information for assignment of a file number is not available after all required steps to obtain such information have been taken.



2.51	CORRESPONDENCE ON NON-VA MATTERS



a.	When an inquiry is received which necessitates a direct reply to the writer, the original correspondence will be attached to a copy of the reply and filed in the temporary military file.



b.	When the original correspondence is forwarded to another agency or private concern, FL 47 will be forwarded to the origi�nal correspondent.  The incoming correspondence will be attached to FL 55 and forwarded to the proper agency.  When a volume of inquiries relating to one subject is received, individual letters need not be prepared.  The correspondence will be forwarded in bulk to the appropriate agency with a single letter of transmittal containing a statement that no acknowledgment of the original letters has been made by the VA.  No copy of the transmittal letter will be made.



2.52	DD    FORM  214 OR OTHER SEPARATION RECORDS RECEIVED  FROM THE VETERAN-CLAIMS FOLDER IN RECEIVING OFFICE



When a DD Form 214 or other separation record is received from the veteran, the following action will be taken:



a.	Review the claims folder, if available.



b.	Make or direct the correction of regional office records as necessary. A  BUPD  transaction  will  be  entered  to  correct  and/or

add to the information contained in the BIRLS master record.



c.	If there is a flash in the claims folder indicating a previously existing overpayment, the folder will be routed to the Finance activity.



d. If there is a claim for or prior award of compensation, pension or education in the claims folder, the folder will be for�warded with the DD Form 214 to the Authorization activity.
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e.	If there is no claim for or prior award of compensation, pension or education, a copy of the DD Form 214 will be filed down in the claims folder and the original will be returned to the veteran.



2.53	DD FORM 214 OR OTHER SEPARATION RECORDS RECEIVED FROM THE VETERAN-NO RECORD IN RECEIVING OFFICE



When a DD Form 214 or other separation record is received from a veteran and cannot be associated with a claims folder or pending material, an inquiry transaction will be entered into BIRLS to determine if a file number has been assigned and location of the claims folder, if established.  If of record, the DD Form 214 will be forwarded to the station indicated in the BIRLS reply message; if there is no record, the form will be returned to the veteran.  If the DD Form 214 is returned as undeliverable, it will be so annotated and filed in the military file.



2.54	DD FORM 215 - CORRECTION TO DD FORM 214



Form 215 received will be reviewed with the related DD Form 214 to determine whether records correction is required.  Changes will not be made on the DD Form 214 but the DD Form 215 will be filed with the DD Form 214 in the claims folder.  Corrective entry will be made to BIRLS, when indicated.  If not associated with a claims folder, the DD Form 215 will be returned to the veteran.  If the DD Form 215 is returned as undeliverable, it will be so annotated and filed in the military file.



2.55 	DD FORMS 214 AND 215-COPY 3



DD Forms 214 and 215 (copy 3) erroneously sent to a regional office by a military separation center should be promptly forwarded to the VA Data Processing Center (200/391A), Austin, Texas 78772.



2.56	PROCESSING INSURANCE CLAIMS MATERIAL



a.	Correspondence Activity Regional Offices



(1)	VA Forms 294125, Claim for One Sum Payment, VA Forms 29-4125a and 29-4125k, Claim for Monthly Payments (NSLI) and (USGLI), will be processed as a first notice of death by the VA regional office and insurance center, St. Paul or Philadelphia only.  VA Form 294125 series received in the regional office will be processed in accordance with chapter 9.



(2)	 Upon receipt of VA Form 4-5851, Insurance Award Statement, singly or with the temporary XC-folder, the XC-folder will be pulled and routed to the Correspondence activity.  If the folder indicates a power of attorney exists, print veteran's name above the name of the payee on the form.  A photocopy will be made of the VA Form 4-5851 and forwarded to the service organi�zation concerned.  In addition, a photocopy of VA Form 4-5851 will be prepared when an entry appears in item "Chief Attorney" or "Veterans Services Officer" on VA Form 29444, Award Brief and Authorization for Payment of Insurance, and referred to the Veterans Services Division.  If the veteran's principal guardianship file is located in another regional office, this copy should be referred by means of VA Form 3230.  The VA Forms 29A44 and 4-5851 will be filed on the left flap of the XC-folder and the remainder of the material will be filed in the XC-folder.



(3)	When an "Insurance Death Claim" ARS message is received from a VA regional office and insurance center, it will be attached to the XC-folder and delivered to the Authorization activity.



(4)	Upon completion of necessary action by the Correspondence activity XC-folders for any cases in which the insurance beneficiary has been awarded death benefits or a claim for such benefits is pending, will be referred to the Authorization activity for any necessary award adjustment action.



b.	Administrative Division-VA Regional Office and Insurance Centers St. Paul and Philadelphia



(1)	All folders and material relating to insurance death claims will be routed to the Insurance Death Claims activity.
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(2)	All insurance folders will be retained in the regional office and insurance centers and none will be combined with the XC�folders.  Following the award action, the insurance folders, prominently stamped "Adjudication Completed," will be filed in the insurance files.



2.57 	UNDELIVERED VA FORMS 10-1 151, REQUEST FOR OUTPATIENT TREATMENT OR DRUGS AND MEDICINE



Upon receipt of VA Form 10-1 15 1, the claims folder will be reviewed.  If the claims folder contains a later address for the veteran in a State, territory, possession of the United States, District of Columbia, or the Commonwealth of Puerto Rico, the VA Form 10-1151 will be remailed to the veteran.  If the veteran is deceased, or the claims folder contains the same address or an address in a foreign country, the VA Form 1 0-1 1 5 I will be filed in the temporary military file.



2.58 	PROCESSING MEDAL OF HONOR CERTIFICATES



Letters of certification advising that an individual has been awarded the Medal of Honor will be forwarded to the RPC by the service departments.  RPC will determine if a claims folder exists by entering an inquiry transaction to BIRLS.  The certificate will then be forwarded to the regional office having custody of the claims folder or to the regional office having jurisdiction over the area where the veteran resides if a claims folder has not been established.  The station will request file number assignment via ARS if none has been previously assigned and establish related folder.



2.59	RAILROAD RETIREMENT BOARD REQUESTS FOR VA CERTIFICATION



a.	Requests by the RRB (Railroad Retirement Board) for VA certification will be referred to the regional office having jurisdiction over the veteran's claims folder.  The RRB will make an inquiry to BIRLS (IDX, IDL, or VIP) to determine the veteran's file number and folder location.  They will then attach a copy of the BIRLS reply message to the G-432 series form and forward package to the office of jurisdiction.  Upon receipt of the G432 series form, the Authorization activity will review the claims folder and return copy I to the RRB to advise whether benefits are being paid.  If there is a pending claim, copy 2 would also be sent after final action on the claim is completed.  In all cases, copy 3 of the form will be filed in the VA claims folder.



b.	If the RRB receives a "No Record" reply from BIRLS, the reply will be forwarded to the RPC.  The RPC will utilize the reply message as the source document to enter an "RR" (Railroad Retirement) flash to the BIRLS master index.  The reply mes�sage will then be disposed of in accordance with Records Control Schedule VB-1, part I, item No. 3-194.



c.	If a file number is assigned, the RRB will receive a message notifying them of the veteran's name, file number, and folder location.  The RRB will then forward the request for certification as outlined in subparagraph a above.  BIRLS will automatically delete the "RR" indicator when the file number is assigned.



2.60	 REQUESTS FROM THE OWCP (OFFICE OF WORKERS' COMPENSATION PROGRAMS)



Notices are issued to the VA when the OWCP is paying compensation for the death of a veteran, requesting that VA make no award in the case without first notifying that office.  The RPC has responsibility for initially processing these requests.  RPC will determine whether a claims folder exists and if so, the request will be forwarded to the regional office in possession of the claims folder.  If BIRLS shows "No Record" for the veteran, RPC will forward the request to the regional office which will have jurisdiction in the case for processing as a notice of death.



2.61	PROCESSING VA FORMS 29-4347, NOTIFICATION OF RATING OF COMPETENCY OR INCOMPETENCY OF VETERANS, OR OF APPOINTMENT, RECOGNITION, CHANGE OR DISCHARGE OF FIDUCIARY



VA Forms 29-4347 will be forwarded by the Authorization activity to the Correspondence activity for disposition.  An inquiry transaction will be entered into BIRLS for determination of insurance numbers and insurance office of jurisdiction.  If BIRLS shows "No Record" of insurance or an "N" or "T" number only, the VA Form 294347 should be so annotated and filed in the claims folder.  If BIRLS shows an insurance number other than "N" or "T," the insurance number and office of insurance jurisdic�tion will be entered on the form.  A copy of the VA Form 29-4347 will be made; the original will be forwarded to the insurance office of jurisdiction and the copy filed in the claims folder.
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2.62	PROCESSING REQUESTS FOR MISSING VETERANS



a.	Requests for assistance in locating missing veterans will be initiated by the regional offices and forwarded to the Assistant Inspector General for Investigations Office of Investigation (5 1), Veterans Administration Central Office, Washington, D.C. 20420.



(1)	Those cases which involve a claim based on a presumptive death after a 7-year unexplained absence will be referred to the Authorization activity which will develop aft local leads and field investigations (with the assistance of the Veterans Services Division).  When evidence discloses the absence is unexplained and has continued for a period of 7 years, the claims folder will be temporarily transferred to the Chief, Advisory Review Staff, Compensation and Pension Service (101/23B/212A) Veterans Administration Central Office, Washington, D.C. 20420, with a suspense period of 120 days.  At the end of 120 days, or as soon as possible thereafter, the claims folder will be returned to the office of jurisdiction with information, if any, as to the where�abouts of the missing person.



(2)	Other categories of missing veterans may be reported by any regional office to the Assistant Inspector General for Investi�gations Office of Investigation (51).  The veteran's claims folder will not accompany the request for inclusion in the missing vet�eran letter.  The request for inclusion in the missing veteran letter will be processed as outlined in MP-1, part I, chapter 2, para�graph 21 1.00.



b.	Upon receipt of the missing veteran letter in the regional office, it will be reviewed.  If the listing indicates any claims folder located at the receiving office, the letter will be forwarded to the folder files for association with the claims folder and then to the Authorization activity for any necessary action.  The regional office in possession of the claims folder will enter a missing veteran flash in the BIRLS master record.  This flash will be entered using VA Form 60-7213 completed as follows:



	Item	 Entry Data



SECTION A. INTRODUCTION TO DATA TRANSMISSION INPUT



Transmission Mode	Check ( ) box preceding BATCHED.��Transaction Type	Check ( ) box preceding ADD.��Station Number	Enter station number.��SECTION B. IDENTIFYING DATA��Name	Enter veteran's name.��Social Security Number (SS)	Enter SSN if assigned as veteran's file number.��Claim Number (C)	Enter claim number if assigned as veteran's file number.��SECTION C. NEW, CHANGED, CORRECTED, OR DELETED DATA��Flash (FL)	Enter type code "MV," station number "101" and mail symbol�	"51"��SECTION D. MISCELLANEOUS DATA CODES��Date Prepared	Complete as indicated.��Originator��Mail Routing Symbol
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c.	Regional offices will immediately notify Office of Investigation (51) of any information received concerning the where�abouts of a veteran listed as missing, including the address, and request cancellation of the notice, if appropriate.



d.	When the veteran is listed as located, deceased, or the case is closed, the missing veteran flash will be deleted from the BIRLS master record by the regional office in possession of the veteran's claims folder.  This flash will be removed using VA Form 60-7213 completed as follows:



	Item	Entry Data



SECTION A. INTRODUCTION TO DATA TRANSMISSION INPUT



Transmission Mode	Check ( ) box preceding BATCHED.�

Transaction Type	Check ( ) box preceding COR.�

Station Number	Enter station number.�

SECTION B. IDENTIFYING DATA�

Name	Enter veteran's name.�

Social Security Number (SS)	Enter SSN if assigned as veteran's file number.�

Claim (C)	Enter claim number if assigned as veteran's file number.�

SECTION C. NEW, CHANGED, CORRECTED, OR DELETED DATA�

Flash (FL)	Enter two zeros in "Type" field.�	Leave remainder of field blank.�SECTION D. MISCELLANEOUS DATA CODES�

Date Prepared	Complete as indicated.�

Originator�

Mail Routing Symbol



2.63   PROCESSING DD FORM 1285, REQUEST FOR VA COMPENSATION OR PENSION INFORMATION



The various military finance centers forward DD Forms 1285, in duplicate, for screening against BIRLS to the four regional offices listed below:



VARO Cleveland

VARO Denver

VARO Indianapolis

VARO St. Louis



These stations will process BIRLS inquiries on  those  forms.
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a.	If BIRLS does not indicate that a claims folder exists, the regional office will complete the DD Form 1285 and return it to the finance center.  The "Remarks" block in section 11 will be annotated "No claim for compensation or pension has been filed." The form will be signed and dated by the Chief, Administrative activity.  Both copies will be returned to the appropriate finance center.



b.	If BIRLS indicates a claims folder has been established, the DD Form 1285 with the BIRLS reply message attached will be annotated with the file number and routed to the regional office in possession of the veteran's claims folder for completion.



(1)	If the veteran has not filed for compensation or pension benefits, or has filed but the claim has been denied, the forms will be completed to show that information.



(2)	If a claim for compensation or pension is pending, the DD Form 1285 will be completed to show that information.



(3)	If the veteran is receiving compensation or pension, a VA Form 21-65 1, Election  of  Compensation  in  Lieu  of  Retired  Pay or Waiver of Retired Pay To Secure Compensation from Veterans Administration, completed in accordance with M21-1, chapter 29, subchapter V, will be sent to the veteran, without interruption of ongoing payments.  The DD Form 1285 will be completed to show the date of release of the VA Form 21-651 to the veteran and no control will be maintained for return of the VA Form 21-651.



(4)	The original DD Form 1285 completed under this subparagraph will be promptly returned to the finance center with the copy filed in the veteran's claims folder.
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	APPENDIX .A



GUIDELINES FOR COMPLETION OF READY SCREEN

ENTREES FOR CEST PROCESSING



The following chart provides information for completion of the Ready screen entries during CEST processing for the following fields: payee code, end product code, and benefit indicator.



VA Form	Benefit Claimed	Payee Code	End Product	Benefit

			Code	Indicator





21-526	SC Disability	00	110	CPL

��	Pension	00	180	CPL



(If items 25-29 on VA Form 21-526 indicate the veteran is applying for benefits due to disability incurred in or aggravated by service, end product code I 10 will be used; otherwise, 180 will be assigned.)



21-526e	Disability	00	110	CPL



28-1900	Vocational Rehabilitation	00	295	CH31



22-1990	Education	00	200	CH34



22-1990a	Education	00	200	CH34



22-1990v	Education	00	200	CH34



22-1993a	Education	00	200	CH34



22-5490	Dependents'�	Education	Sequential	200	CH35



22-5490w	Dependents'

	Education	10	200	CH35



22-8821	Education	00	200	CH32



NOTE: If payee code cannot be determined from the Hines master record, forward the application to the Adjudication Division prior to CEST processing.
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