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CHAPTER 5. RETIREMENT AND RECALL OF INACTIVE                                				INSURANCE FOLDERS 


5.01 GENERAL


a.	Folders at the VA centers, St. Paul and Philadelphia, which have been inactive for 36 months or more will be retired to the appropriate FARC (Federal Archives and Records Center). This will be done in accordance with Records Control Schedule VB-l, part l, or other Department of Veterans Benefits directives.





b.	The Administrative Division will be advised of each retirement in sufficient time to allow for the ordering and receipt of the necessary supplies. In addition to furnishing the necessary supplies, the Administrative Division will also obtain the GSA (General Services Administration) accession number and the FARC shelf location.





c.	The retirement and recall procedures as outlined in the Department of Veterans Benefits Manual M23-l, part l, chapter 15, will be followed.





5.02	LOCATION OF RETIRED INSURANCE RECORDS





a.	All V, H, RH and RS folders retired by the St. Paul and Denver VA centers are maintained in separate groups at the following address:





Federal Archives and Records Center


General Services Administration


7358 South Pulaski Road


Chicago, Illinois 60629





	b.	All K, V, H, RH, RS and J folders retired by the Philadelphia VA Center are located at the following�                         address:





Federal Archives and Records Center #021


General Services Administration


5000 Wissahickon Avenue


Philadelphia, Pennsylvania 19144





NOTE N and T folders without running awards have been destroyed.





c.	All K, N, V, H, RH and RS Premium Record Cards are located at the following address:





National Personnel Records Center #061


(Civilian Personnel Records)


General Services Administration


111 Winnebago Street


St. Louis, Missouri 63 Il 8





d.	T Premium Record Cards are located at the following address:





Federal Archives and Records Center #021


General Services Administration


5000 Wissahickon Avenue


Philadelphia, Pennsylvania 19144





5.03	REQUESTS FOR RETIRED FOLDERS





a.	All folders that are recalled from the FARC must be kept under clerical control if they are not reactivated.
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b.	When Policy Service mail is received from the Receipt and Dispatch Unit for the attachment of the folder and it is determined that the folder is retired, prepare VA Form 60-7575, Request for Retired Records or Information, in duplicate and forward it to the appropriate FARC. The VA Form 60-7575 will be completed as follows: Item l, check the permanent recall box; item 2, insert the city and State of the FARC from which the folder is being requested; item 4, insert the insurance office previously maintaining the folder; item 5, insert the year the folder was retired, which will be taken from the folder retirement card; *item 6, insert the GSA accession number taken from the folder retirement card; *item 7B, insert the FARC shelf location number taken from the folder retirement card; item 8, insert veteran's name; *item 7A, insert VA box number taken from the folder retirement card; item 10, name and routing symbol of the originator; item 11, insert the reason for the request; check item 19 if the file number of the folder is prefixed by the letter "K"; check item 20 for all other prefixes; items 24 and 25, complete appropriately.





c.	The mail will be held in a suspense file pending receipt of the folder. If the folder is not received within 5 workdays after the date of the original request, followup action should be initiated.





      d. When a VA Form 60-7575 is received from an operating element, enter the year the folder was retired in item 5, the GSA accession number in *item 6, the VA box number in items and the FARC shelf location number in *item 7B, and forward it to the appropriate FARC for the attachment of the folder.





*These items must be completed on all requests for folders retired October l, l 976 and later.





e.	Upon receipt of the folder, attach the pending material (if any)to the folder and forward it to the Chief, Insurance Files Section. The Chief or designee will take the necessary action to control the folder and will record the element to which the folder is being forwarded and the date.





f.	When a retired folder is received from an operating element, the Chief, Insurance Files Section or designee will note the date the folder is returned and take action in accordance with existing procedures.
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