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Section B.  Handling Mail

 PRIVATE INFOTYPE="OTHER" Overview

	Introduction
	This section contains information about mail, including

· active mail

· active mail searches

· file mail, and

· microfiche file copies.


	In this Section
	This section contains the following topics:


	Topic
	Topic Name
	See Page

	8
	Active Mail
	4-B-2

	9
	Active Mail Searches
	4-B-3

	10
	File Mail
	4-B-7

	11
	Microfiche File Copies
	4-B-10


8.  Active Mail

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on active mail.  It includes information on 

· processing all active mail, and

· processing mail across files.


	Change Date 
	November 15, 2004


	a.  Processing All Active Mail
	Process all active mail upon receipt for

· attachment to related veterans’ records, and

· immediate delivery to an operational element.

Note:  Use paper clips to attach special or priority correspondence to the front of the related folder.

Reference:  For information on delegation of responsibility for processing active mail, see M21-1MR, Part III, Subpart i.


	b.  Processing Mail Across Files
	Follow the steps in the table below to process mail across files if the related claims folder is charged out.


	Step
	Action

	1
	Annotate the VA Form 3025, File Charge Card, in red to show the type of mail that is pending attachment.

	2
	Note on the mail the

· latest charge out information

· file clerk’s initials, and

· date.

	3
	If pending mail is attached, either in an operating element or after the return of the folder to files, close the flash by entering the

· the appropriate organizational element

· the date of charge, and

· your initials.


9.  Active Mail Searches

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on active mail searches, including information on

· searchers

· types of searches

· expedited searches

· routine searches, and

· the completion of search activities.


	Change Date
	November 15, 2004


	a.  Searchers
	Individuals designated as searchers are responsible for locating folders charged out of the file bank within the regional office (RO).


	b.  Types of Searches
	Search activities are classified as either

· “expedite,” or

· “routine.”

Note:  Use COVERS to determine a folder’s location before initiating a search.


	c.  Conducting an “Expedite” Search
	Conduct an “expedite” search when it is necessary to locate a folder on which priority mail or a priority request from a division is pending.

Follow the steps in the table below upon location of a folder related to an “expedite” search request.


	Step
	Action

	1
	· Remove the folder, and

· notify either the clerk or supervisor in the section about the

· removal, and

· reason for the removal.

	2
	Hand-carry the folder to the requester.


Continued on next page

9.  Active Mail Searches, Continued

	c.  Conducting an “Expedite” Search (continued)


	Step
	Action

	3
	Close the flash on the charge card by entering the

· appropriate organizational element

· date of charge, and

· initials of the employee completing the charge.


	d.  Conducting a “Routine” Search
	Conduct a “routine” search for active mail that is 

· not considered priority, and

· annotated with the latest charge out date from the charge card.

Follow the steps in the table below to conduct searches for routine mail daily.


	Step
	Action

	1
	· Sort the mail into strict numerical sequence within terminal digit order, and

· place the mail in a manila folder.

	2
	Use the Mark For Mail function in COVERS to show that there is mail to attach to a folder.

	3
	Generate a COVERS Search List report listing all the file numbers associated with the material in the folder.

	4
	· Check the areas in the unit for the folders on the list, and

· if necessary, check the other operating elements in the RO.

	5
	When you locate a folder on the list

· attach the search material, and

· return the folder to the same location.

Rationale:  The operating element in possession of the folder is responsible for forwarding it to the next operating element.


Continued on next page

9.  Active Mail Searches, Continued

	d.  Conducting a “Routine” Search (continued)


	Step
	Action

	6
	On the list

· circle the file number, and

· note the mail routing symbol of the operating element in which the material is attached.


	Reference:  For more information on using COVERS to manage search requests, see the COVERS User’s Guide, Chapter 4 at http://152.124.238.193/bl/21/publicat/Users/Index.htm - bmc.


	e.  Completion of Search Activities
	Follow the steps in the table below after you complete the daily search activities.


	Step
	Action

	1
	Take the list to the files activity.

	2
	For each case in which a folder was located and search mail attached

· close the flash on the charge card by entering the

· appropriate organizational element

· date of charge, and

· initials of the employee completing the charge

· update the current location of the file on the charge card, and

· update COVERS to

· delete the search request, and

· change the folder location, if appropriate.

Important: If you do not clear the flash on the charge card and update COVERS, it will be impossible to track the current status of the claims folder.

	3
	Interfile with the newly received routine search mail all the material

· that remains in the manila folder, and

· for which a folder was not found.


Continued on next page

9.  Active Mail Searches, Continued

	e.  Completion of Search Activities (continued)


	Step
	Action

	4
	Prepare a new list of file numbers in strict numerical sequence.

	5
	When neither a charge card nor claims folder can be located

· annotate the upper right corner of the mail with 

· the initials of the file clerk, and

· “no record,” and

· give the mail to the individual in the unit or section that is responsible for processing “No Record” mail.


10.  File Mail

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

· referred material

· attached mail

· correspondence requiring a reply

· material received from the Regional Data Processing Center (RDPC)

· guidelines for handling file mail

· mail for folders out of the file bank

· folders located at Federal Records Centers (FRC)

· folders located at the Regional Processing Center (RPC), and

· additional reference information.


	Change Date
	November 15, 2004


	a.  Referred Material
	The files activity accepts referred material as file mail only if the following information appears on the correspondence:

· the term “drop file”

· the name and routing symbol of the person authorizing the file action, and

· the date of the authorization.


	b.  Attached Mail
	The table below contains policies for attached mail.


	If …
	Then …

	attached mail resulted in

· a rating

· an authorization action, or

· a release of a letter referring to or indicating receipt of such mail
	file down the mail in the folder without annotation.

	no action is required on the attached mail, after review
	file down the mail in the folder and annotate the correspondence with

· “NAN”

· your initials, and

· the date.


Continued on next page

10.  File Mail, Continued

	c.  Correspondence Requiring a Reply
	The following policies apply when filing any correspondence that requires a reply:

· the file copy of the reply must bear the name or initials of the Director and other persons, if any, that reviewed the reply before release

· “File” does not need to be noted on the incoming correspondence

· letters and all copies must be dated before release

· the person signing must write or stamp his/her name or initials on the file copy, and

· all papers must be securely fastened in the folder before returning it to file.


	d.  Material Received From the RDPC
	Upon receipt from the Regional Data Processing Center (RDPC) of 

BDN-generated award or denial letters, VA Form 20-8992, or VA Form 20-8993 
· route all copies for filing in the claims folder to the files activity, and

· do not date stamp or mark the copies “For File.”


	e.  Handling File Mail
	To handle file mail

· take extreme care to avoid damaging papers and documents, and

· drop file the material in the appropriate folder.

Note:  Drop-filed material should be filed down in the folder at the time of the next charge out by the individual receiving the folder.


	f.  Mail for Folders Out of the File Bank
	To handle file mail for folders out of the file bank

· do not search folders for attachment of file mail, and

· place file mail in a blank manila folder with the corresponding charge card in proper sequence in files storage.

Result:  The mail is drop filed when the folder is returned to storage.  The manila folder is retained for reuse.


Continued on next page

10.  File Mail, Continued

	g.  Folders Located at FRCs
	Follow the steps in the table below to forward file mail for folders located at Federal Records Center (FRCs) to the appropriate FRC.


	Step
	Action

	1
	Attach a separate OF 41, Routing and Transmittal Slip, to the file mail.

	2
	Make sure the OF 41 includes the following information to identify and locate the folder:

· veteran’s name and file number

· date of retirement

· RO from which the veteran retired

· FRC name and identification number, and

· notation “Record Value – For File Purposes.”

Note:  ROs may overprint OF 41, if desired.


	h.  Folders Located at the RPC
	Handle file mail for folders located at the Regional Processing Center (RPC) in accordance with M21-1MR, Part III, Subpart ii, 1.C.16.


	i.  Additional Information on File Mail
	For more information about file mail, see M23-1, Part I, Chapter 13.


11.  Microfiche File Copies

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about microfiche file copies.  It includes information about the

· role of Hines Information Technology Center (ITC)

· role of the RO

· procedure for making hardcopies, and

· permanent transfers of folders.


	Change Date 
	November 15, 2004


	a.  Role of Hines ITC
	The table below describes the role of the Hines Information Technology Center (ITC) during special projects involving BDN-generated letters.


	Stage
	Description

	1
	Releases a large number of BDN-generated letters several times a year.

	2
	Prepares microfiche copies of the letters.  Each microfiche

· contains up to 269 separate letters in claim number order, and

· shows the range of the claim numbers on the top front.

Note:  If appeal information appears on the back of the original letter, a copy of the information appears in the first block of the microfiche.  The letters appear in claim number order starting in the next block.

	3
	Sends the microfiche copies to the respective ROs, ATTN:  00/21, at the same time it mails the original letters.

	4
	· Prints any copies for the Power of Attorney (POA), and

· releases the copies to the RO for distribution.


	b.  Role of the RO
	The table below describes the role of the RO when the Hines ITC releases BDN-generated letters.


	Stage
	Description

	1
	Receives notice by letter indicating the use of the microfiche for a mailing.

	2
	Receives the microfiche within 10 days of the mailing.


Continued on next page

11.  Microfiche File Copies, Continued

	b.  Role of the RO (continued)


	Stage
	Description

	3
	If the microfiche does not arrive within 10 days, promptly notifies the Compensation and Pension Service Business Management Staff (215C) at VACO.

Note:  Prompt notification is necessary because Hines ITC maintains the tapes for a limited time.

Result:  If necessary, VACO advises the Hines ITC to create another microfiche.

	4
	Stores the microfiche in the designated area within the Veterans Service Center (VSC).

	5
	Maintains microfiche for 25 years.

	6
	Disposes of microfiche according to then-current disposition instructions.


	c.  Making Hardcopies
	Follow the steps in the table below to make hardcopies of the microfiche letters.


	Step
	Action

	1
	Ensure that any necessary equipment is available.

	2
	Use a microfiche printer to make a copy of the letter.

	3
	If the first block of the microfiche shows a second page to the letter, make a copy of the second page.


	d.  Permanent Transfers
	When the RO permanently transfers a folder, do not routinely make a hardcopy of a microfiche letter.

If the receiving RO needs a copy of the letter, a copy is requested from the RO holding the microfiche.  To determine which RO holds the microfiche, review the

· past station locations in BIRLS, or

· claims folder.
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