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Chapter 4.  Coordinating Interregional and Intraregional Transfers

1.  General Information on Interregional and Intraregional Transfers

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains general information on interregional and intraregional case transfers, including

· definitions of interregional and intraregional transfers

· guiding principle

· entitlement decisions binding on the receiving office with few exceptions

· refusing to accept a transferred case

· when a transfer may not be refused

· reasons for transferring a case

· initiating transfers

· coordinating transfers 

· ensuring the individual is aware of the status of the transfer

· tracking transfer activity using the Corporate Case Management System (CWINRS) and the Benefits Delivery Network (BDN), and

· steps for transferring a case from one regional office (RO) to another RO.


	Change Date
	January 31, 2007


 PRIVATE INFOTYPE=”FACT” 
	a.  Definitions:  Interregional and Intraregional Transfers
	The definition of interregional transfer is the transfer of an individual’s case outside of the RO’s jurisdiction to another RO.  

The definition of intraregional transfer is the transfer of an individual’s case within an RO’s jurisdiction. 


 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  Guiding Principle
	Vocational Rehabilitation & Employment (VR&E) Officers should make every effort to resolve issues related to interregional transfers while keeping in mind the best interests of the individual.  


Continued on next page

1.  General Information on Interregional and Intraregional Transfers, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	c.  Entitlement Decisions Are Binding on the Receiving RO
	Entitlement decisions rendered by a Vocational Rehabilitation Counselor (VRC) or Counseling Psychologist (CP) in the transferring station are binding unless

· there is a clear and unmistakable error in fact or law, or 

· the individual’s situation changes such that the circumstances upon which the original decision was based no longer apply.

References:  For more information on

· finality of decisions, see 38 CFR 21.412

· revision of decisions, see 38 CFR 21.414.


 PRIVATE INFOTYPE="FACT" 
	d.  Refusing to Accept a Transferred Case
	In those rare circumstances when agreement cannot be reached, the transferring station should

· outline the issues in a memorandum format, and 

· send the CER folder to the Director, VR&E Service for review.  

VR&E Service will resolve disagreements and advise the transferring station of appropriate transfer procedures or next steps.


	e.  When Transfer May Not Be Refused
	A receiving station may not 

· refuse to accept a case because of disagreement with the entitlement determination that was made at the transferring station.

· refuse a rehabilitation plan simply by indicating that their station does not provide the type of services prescribed in the plan.  

Note:  Individuals with service-connected disabilities are entitled to the full range of services described in 38 U.S. Code, Chapter 31.  However, a plan may be amended if it is no longer appropriate or if it appears that it will not lead to suitable employment or increased independence in daily living per  CFR 21.94.


Continued on next page

1.  General Information on Interregional and Intraregional Transfers, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	f.  Reasons for Transferring an Individual’s Case
	Transfer the case from one regional office (RO) to another RO when the individual 

· moves out of the first RO’s area of jurisdiction to another RO’s jurisdiction in an active case status or requests a transfer

· begins the evaluation process and moves to another RO’s jurisdiction before entitlement is established

· begins the evaluation process and establishes entitlement to services in one RO’s jurisdiction, but decides to relocate to another state

· commences participation in a program in one jurisdiction, but circumstances require relocation to obtain needed services and/or continue training, or

· relocates after completing training to pursue employment opportunities.


	Exception:  An individual may not transfer to a foreign area unless the individual has established a legal basis for residing in the foreign area.  For more information on re-locating to a foreign area see 28.IV.vii.


 PRIVATE INFOTYPE="FACT" 
	g.  Initiation of Transfers
	Transfers may be initiated when an individual

· notifies the transferring RO of relocation to another jurisdiction

· reapplies for Chapter 31 services at an RO in another jurisdiction

· is in a plan of services and the needed services are in another jurisdiction, or 

· has relocated to another jurisdiction without notifying the RO.


	h.  Coordinating Transfers
	Careful coordination of transfers 

· enhances the support that VR&E provides to the individual

· minimizes the number of cases that cannot be accepted by a receiving RO

· reduces the likelihood of the individual losing status in a school, and

· minimizes the amount of time it takes to re-enter services.  


	i.  Ensuring Individual is Aware of Transfer Status
	The transferring RO VR&E case manager is responsible for ensuring that the individual is aware of the status of the transfer and for communicating all relevant details throughout the transfer process.


Continued on next page

1.  General Information on Interregional and Intraregional Transfers, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	j.  Tracking Transfer Activity Using CWINRS and BDN
	The RO tracks transfer activity using both

· CWINRS, and

· BDN.

References:  For more information on

· CWINRS, see the Corporate WINRS On-Line Help function

· the case status system, see 28.IV.i.3.(TBD).


 PRIVATE INFOTYPE="PROCESS" 
	k.  Steps for Transferring a Case 
	The table below describes the steps for transferring an individual’s case from one RO to another RO.


	Step
	Who Is Responsible
	Description
	Reference

	1
	Transferring RO
	· VRC/CP contacts the receiving RO VR&E Officer and obtains approval to transfer a case

· prepares and documents the Counseling/Evaluation/ Rehabilitation (CER) folder for transfer when verbal or e-mail confirmation of a request for transfer is received

· forwards the individual’s  CER folder to the receiving RO for review, and

· notifies the individual of the status of the transfer
	28.IV.i.4.2.

28.II.2.A.3.6



	2
	Receiving RO
	· reviews the CER folder

· accepts the case transfer, or

· refuses to accept the case transfer.

Note:  See 28.IV.i.4.1.d for more information about refusing to accept a transfer.
	28.IV.i.4.3.

	3
	Transferring RO
	Performs the final CER transfer once the transfer is approved.
	28.IV.i.4.4.

	4
	Receiving RO
	Continues the evaluation process or proceeds with the administration of the program.
	28.IV.i.4.5.


2.  Transferring RO Responsibilities 

	Introduction
	This topic contains information on responsibilities of the transferring Regional Office (RO) including

· responsibility of individual to notify case manager

· coordinating the transfer process 

· transferring RO’s responsibilities

· transferring cases with active rehabilitation plans

· transferring cases with expired rehabilitation plans when the individual does not respond

· transferring cases with expired rehabilitation plans when the individual responds

· interregional transfer at government expense

· intraregional transfer at government expense, and

· attendant travel.


	Change Date
	January 31, 2007


	a.  Responsibility for Notifying Case Manager
	It is the responsibility of the individual to notify the VR&E case manager at the transferring regional office (RO) prior to, or soon after, the individual’s relocation to another jurisdiction.


	b.  Coordinating the Transfer Process
	The case manager at the transferring RO is responsible for coordinating the transfer process.

This includes but is not limited to the following

· communicating the results of case staffing with the receiving office

· informing the individual that the rehabilitation plan may be amended by the receiving RO

· notifying the individual whether subsistence allowance will or will not be suspended 

· providing an anticipated timeline for the transfer, and 

· providing the contact information of the receiving office.   


2. Transferring RO Responsibilities, Continued

	c. Transferring Station’s Responsibilities
	When an interregional case transfer is being considered the following procedures will be followed:




	Step
	Action

	1
	Contact the receiving RO’s VR&E Officer or designee by phone or e-mail to

· discuss the individual’s rehabilitation service needs, and

· affirm whether transfer is accepted.

	2
	· Document contact and approval of case transfer in CWINRS case notes and continue to Step 3, or

· Follow guidance in 28.IV.i.4.1.d if transfer of case is refused.

	3
	Upon obtaining confirmation to transfer the case, the case manager will assist the individual to the maximum extent possible with the details of the transfer.

	4
	If the receiving RO requests that a rehabilitation plan be written by the transferring RO, then the transferring VRC/CP will

· develop a rehabilitation plan in cooperation with the individual and the receiving RO

· complete VA Form 28-8872

· annotate VA Form 28-8872a, Rehabilitation Plan-Continuation Sheet with the following:  “I understand that my rehabilitation plan is tentative and subject to modification by another VA field station.  I understand I may not begin my program until authorized to do so by the VA.”

· obtain the individual’s  signature on the plan and the supplemental sheet

· provide a copy of the signed plan and supplemental sheet to the individual

· file the original signed documents in the CER folder

· develop an itemized estimate of rehabilitation program costs in cooperation with receiving station

· obtain cost approval concurrences, if necessary, and

· attach the program cost document to the rehabilitation plan for pre-transfer review.

	5
	Prepare letter RS-023, Interregional Transfer, requesting acceptance of the transfer.


Continued on next page

2. Transferring RO Responsibilities, Continued, Continued

	c. Transferring Station’s Responsibilities (continued)


	Step
	Action

	6
	Attach the RS-023, Interregional Transfer letter to the file and forward the CER folder to receiving station.

	7
	Update the station location in CWINRS and BDN.

Note: See CWINRS On-Line Help function.


	d.  Transferring Cases with Active Rehabilitation Plans When the Individual Responds
	If the individual relocates to another jurisdiction after beginning a vocational rehabilitation program

· the receiving station cannot refuse to accept the individual’s case, and

· the CER folder should be transferred in its current case status.

	Exception:  Under certain circumstances original decisions can be revised. For more information see 38 CFR 21.414.


	e.  Transferring Cases with Active Rehabilitation Plans When the Individual Does Not Respond
	If the transferring station discovers that an individual has relocated to another jurisdiction after beginning his/her program and the individual does not respond to contact attempts 

· the transferring station should send a letter of intent to interrupt the case with proper due process, and

· interrupt, then discontinue the case, if necessary, after following due process.


	f.  Transferring Cases with Expired Rehabilitation Plans When the Individual Responds
	The transferring station should initiate the transfer procedures if 

· the individual’s plan has expired

· the RO discovers that the individual has relocated to another jurisdiction

· the individual responds to either the interruption or discontinuance letter, and

· the individual indicates a desire to resume the program.

Reference: 28.IV.i.4.1


Continued on next page

2. Transferring RO Responsibilities, Continued, Continued

	g.  Transferring Cases with Expired Rehabilitation Plans and the Individual Does Not Respond
	If the individual’s plan has expired and the RO discovers that the individual has relocated to another jurisdiction

· the transferring station should send a letter of intent to interrupt the case with proper due process, and

· interrupt, then discontinue the case, if necessary, after following due process.


	h.  Interregional Transfer at Government Expense
	An individual may need to transfer from the jurisdiction of one VA facility to another in order to accomplish rehabilitation.  Authorization of travel at government expense is allowed under certain conditions as outlined in 38 CFR 21.372.


	Reference:  For more information on interregional transfers, see 28.IV.vi.9 (TBD).


	i.  Intraregional Transfer at Government Expenses
	An individual may need to transfer within the jurisdiction of a VA facility to accomplish rehabilitation.  Authorization of travel at government expense is allowed under certain conditions as outlined in 38 CFR 21.370.


	 Reference:  For more information on intraregional transfers, see 28.IV.vi.9.


	j.  Attendant Travel
	Attendant travel may be authorized when the services of an attendant are necessary due to the severity of the individual’s disability (ies). Authorization of attendant travel at government expense is allowed under certain conditions as outlined in 38 CFR 21.374.


	 Reference:  For more information on attendant travel, see 28.IV.vi.10 (TBD).


3.  Receiving RO’s Responsibilities When the CER Folder is Received 

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on receiving a Counseling/Evaluation/ Rehabilitation (CER) folder for the individual to continue benefits after the transfer, including receiving station’s responsibility to 

· review the CER folder

· accept the CER folder, or 

· refuse to accept the CER folder.

Note: See 28.IV.i.4.1.d for information about refusing to accept a transfer.


	Change Date
	January 31, 2007


 PRIVATE INFOTYPE="FACT" 
	Receiving RO’s Responsibilities
	Upon receipt of the individual’s CER folder the receiving station will make a final decision on whether the case will be accepted.

The following table outlines the receiving RO’s responsibilities


	If…
	Then…

	the CER folder has been reviewed and all documentation is unconditionally accepted 
	· notify the transferring RO’s VR&E Officer by e-mail

· return a signed copy of the RS-023 letter to the transferring station

· file a signed copy of the RS-023 in center flap of the CER folder

· update the case folder location in CWINRS and BDN 

· notify individual in writing of the status of the transfer, and

·  schedule an appointment to follow the procedures outlined in 28.IV.i.4.4.


Continued on next page

3.  Receiving RO’s Responsibilities When the CER Folder is Received, Continued

	Receiving RO’s Responsibilities (continued)


	If…
	Then…

	the CER folder has been reviewed and all documentation is conditionally accepted 
	· notify the referring RO’s VR&E Officer of the conditional acceptance

· return a copy of the RS-023 letter to the transferring station outlining the conditions of the acceptance

· file a copy of the RS-023 in center flap of the CER folder

· update the case folder location in CWINRS and BDN once the conditions have been met

· notify individual of the status of the transfer, and

· schedule an appointment to follow the procedures outlined in 28.IV.i.4.4.

Note:  The referring station is responsible for meeting the conditions of acceptance set forth by the receiving office, such as developing a revised plan or submitting any missing or incomplete documentation.


Continued on next page

3.  Receiving RO’s Responsibilities When the CER Folder is Received, Continued

	Receiving RO’s Responsibilities (continued)


	If…
	Then…

	the CER folder has been reviewed and transfer is not accepted
	· notify the referring station VR&E Officer immediately of the decision

· return a signed copy of the RS-023 letter indicating that the transfer is not accepted

· file a signed copy of the RS-023 letter in the center flap of the CER folder

· return the CER folder to the referring office, and

· update the case folder location in CWINRS and BDN.

Note:  If the transferring VR&E Officer disagrees with the reasons for refusal, follow guidance in 28.IV.i.4.1.d for review by the Director, VR&E Service.

Reference: See 38 CFR 21.414 regarding reasons for non-acceptance.


4.  Meeting With the Individual to Continue Benefits After the Transfer

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on meeting with the individual to continue the evaluation process or the provision of services after the transfer, including

· who is responsible for meeting with the individual after the transfer

· when to meet with the individual after the transfer

· sending a letter of introduction to the individual after the transfer, and

· meeting with the individual after the transfer.


	Change Date
	January 31, 2007


 PRIVATE INFOTYPE="FACT" 
	a.  Who Is Responsible for Meeting With the Individual After the Transfer
	The assigned VR&E case manager at the receiving RO is responsible for meeting with the individual after the transfer.


 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  When to Meet With the Individual After the Transfer
	After the case transfer is complete and the individual has moved to the new location, the assigned VR&E case manager will

· review the CER folder

· conduct a meeting with the individual, and

· proceed with the evaluation process or the provision of services.


 PRIVATE INFOTYPE="PRINCIPLE" 
	c.  Sending an Appointment Letter to the Individual 
	The assigned VR&E case manager should ensure that an appointment letter is sent to schedule a meeting with the individual to 

· continue the evaluation process, or

· coordinate the provision of services under a previously developed plan.


Continued on next page

4.  Meeting With the Individual to Continue Benefits After the Transfer, Continued

 PRIVATE INFOTYPE="PROCEDURE" 
	d.  Meeting With the Individual 
	Follow the steps in the table below when meeting with the individual after the transfer.


	Step
	Action

	1
	Review or develop a rehabilitation plan with the individual to ensure that all objectives are clearly understood.

	2
	Provide any assistance that is necessary for the individual to complete an evaluation or continue services.

	3
	· Update the estimated costs associated with the rehabilitation plan for the year or period for which the individual will be training under the jurisdiction of the receiving RO during 
· each year of services, or

· the duration of the program, if less than 12 months, and

· obtain necessary authorizations if the updated estimated costs exceed the case manager’s program expense limit.

Reference:  For more information on authorizing program costs, see 28.IV.iv.2.C.6 (TBD).

	4
	If the transferring RO had authorized travel at government expense, the receiving station will

· sign VA Form 70-3542
· make a copy of the form and place it on the left flap of the CER folder, and

· submit the original form to the transferring RO so they may forward it to their finance activity for payment.

Reference:  For more information on authorizing travel, see 28.IV.vi.2.A.9 (TBD).

Note:  The receiving station cannot process beneficiary travel that was authorized by the transferring station.
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