	May 25, 1979	M29-1 ,Part VllI








CHAPTER 2. PROTECTION OF INSURANCE RECORDS





2.01	CONFIDENTIAL NATURE OF INFORMATION IN FOLDERS





Preservation of record content is a prime consideration of personnel handling veterans' records. The information contained in the folders is privileged and confidential. VA personnel will not review or discuss information in folders except to the extent required for the performance of their official duties.





2.02	LOCKED FILES





a.	Locked files will be established and maintained in the office of the Chief, Insurance Operations Division, to house all insurance records of a restricted nature related to insureds under the jurisdiction of the respective office. The Chief, Insurance Division, or the Assistant Chief, will be responsible for the necessary recording, filing, safeguarding and release upon proper request of all material housed in the locked files. Records, documents and/or letters released from the locked files will be delivered only to the Chief of the division or section requiring their use, or to an alternate designated by him or her. These files are indicated by a 3"x5" card which is attached to the outside of the jacket. A permanent charge card is placed in the files to indicate it belongs in the locked files.





b.	The locked files include:





(l)	Reports from the FBI (Federal Bureau of Investigation)





(2)	All records of insureds who are employees of the two VA insurance centers.





	(3) All records pertaining to insureds serving as representatives (accredited or otherwise) of           veterans service


	organizations within the two VA insurance centers.





	(4) Records of insureds listed as being MIA (missing in action).





(5)	Records of the following, during their tenure of office or while candidates for election:





(a)	Governors, Lieutenant Governors and attorneys general of States or Commonwealths.





(b)	Members of Congress.





c.	All other records which the Director determines should be stored separately because of the nature of their content or public interest in the veterans concerned, will be maintained in the Office of the Director.





d.	Proper requests for release of the veteran's records will be processed by the division having responsibility over the respective VA record.





e.	The Chief or Assistant Chief, Insurance Division, will, upon request, release such records only to the Chief of a division, or to an alternate(s) designated by him or her.





f.	Records requested from the locked files will not be routed through normal channels, but will be hand. carried from and similarly returned to the files within 2 workdays. If they are retained overnight, they will be maintained in locked facilities within the division.





g.	Division Chiefs are responsible for determining that confidential records are not used by unauthorized personnel. Employee-veterans are permitted to see their own records upon request; however, access must be supervised. Requests for information from employees' records will be routed through normal channels.
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h.	Representatives of other Federal agencies, having been authorized to examine records maintained in the locked files through proper identification and certification by a designated VA official, will be required to sign a VA Form 119, Report of Contact, showing the date and time of inspection, identification of the record examined, the purpose of the examination and identification of the representative.





2.03	PROTECTION OF RECORDS AGAINST DEFACEMENT








a.	Records will not be stamped or marked in any manner other than those prescribed in VA procedures, nor will numbers or marks of any kind be placed on records or documents in a manner that will obliterate or deface any part of the contents. Extreme care will be exercised in using stamp impressions, staplers and perforators, and in making comments, notations or underscoring. Under no circumstances will any VA record or document in temporary custody of the VA which is to be returned to the sender, be crumpled or marred.





b.	Unless specifically directed otherwise, paperclips rather than staples will be used to attach records and documents to other material. When staples are used, they will be carefully removed after their purpose has been served.





2.04	PROTECTION OF FOLDERS AGAINST LOSS








Records will not be filed beyond the normal capacity of the equipment, nor in any manner whereby records might fall behind, beside or under the storage unit. Records will not be placed in a position presenting a reasonable possibility of discarding or loss, such as temporarily storing record inside of or at the edge of desks or filing equipment.


�	2.05	FOLDER CONTROLS		


a.	Controls essential to help assure location of the insurance folders charged out of the files wlll be maintained.





b.	VA Form 29-5713, Folder Charge Card, VA Form 29-5714, Requisition - Photocopy PRC/Folder Request Temporary Charge; VA Form 29-5715, Folder Recharge and Reference Slip; VA Form 29-5716b, DIC Diary Card, NSLI-USGLI; VA Form 60-7216a, Request for and/or Notice of Transfer of Veterans Records; VA Form 29-8600, Request for Temporary Transfer of Insurance Folders for SQC Review; permanent charge card (insurance folder in locked file) or tabulating punched cards in connection with a project will be the only control records of folders charged out of the files. The charge card or slip will show the organizational element having possession of the folder, date the folder was charged out and the initials of the person extracting the folder from the files. At no time will a folder be taken from the files without replacing the folder with a properly prepared folder requisition.





2.06	RECHARGE OF INSURANCE FOLDERS








a.	The basic need for prompt location of insurance records requires enforcement of a recharge system. It is required that all folders be recharged by the operating elements whenever they cross section level lines. The recharge will be made by use of a properly executed VA Form 29-5715.





b.	The person preparing the VA Form 29-5715 will insert the file number (including prefix), initials and last name of the veteran, current date, name or routing symbol of element to which folder is being charged and name or routing symbol of the originating element.





c.	Upon receipt of the VA Form 29-5715 by the file clerk, he/she will file it in front of the charge slip that is in the chargeout jacket. If the folder is already in file, destroy the VA Form 29-5715. If there is a "Flash" or there is not a chargeout jacket (except a transfer.in) in the files, the VA Form 29-5715 will be noted appropriately "Flash" or "No Chargeout Jacket" in red and referred to the clerk searcher.
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2.07	FOLDERS OUT OF FILES 30 DAYS





Folders that have been charged out of the files 30 days or more will be reported to the Chief, Insurance Division. This will be done by the Chief, Insurance Files Section after a complete search of all elements (including 40- and 100-digit searches) BIRLS, (Beneficiary Identification and Records Locator Subsystem), Index Unit, FARC and both VA insurance centers proves negative.





Exception:	Folders on temporary transfer or charged to the Death Claims Section (295) are excluded.
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