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Section A.  File Numbers

 PRIVATE INFOTYPE="OTHER" Overview

	In this Section
	This section contains the following topics:


	Topic
	Topic Name
	See Page

	1
	Assignment of File Numbers
	3-A-2

	2
	File Number Establishment in the Beneficiary Identification and Records Locator Subsystem (BIRLS)
	3-A-7


1.  Assignment of File Numbers

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about the assignment of file numbers, including

· responsibility for records management

· identifying records with a file number

· when to assign a file number

· assignment of a file number during claims establishment processing

· guidelines for forwarding applications, and

· assignment of file numbers for death claims.


	Change Date
	September 30, 2010


	a.  Responsibility for Records Management
	The Administrative/Support Services Division has overall records management responsibility for folder creation, maintenance, and disposition.

Reference:  For more information on files and folder control, see

· M21-1MR, Part III, Subpart ii, 4.A
· M23-1, Part I, Chapter 2, and

· M23-1, Part I, Chapter 13.


	b.  Identifying Records With a File Number
	Identify the records of all claimants and beneficiaries by a file number.

Use the table below to assign a file number.


	For …
	Use …

	most cases
	the Veteran’s Social Security number (SSN).

	original applications from

· Philippine nationals, and

· other former service members that have never been assigned a SSN
	an eight-digit file number assigned through the Beneficiary Identification and Records Locator Subsystem (BIRLS).


Continued on next page

1.  Assignment of File Numbers, Continued

	c.  When to Assign a File Number
	If a file number does not currently exist, assign one upon the receipt of  applications or records from a living Veteran outlined in the table below. 


	Type of Material
	Description

	Application
	· for compensation or pension when the Veteran’s entire

· military service was after July 15, 1903, or

· Coast Guard service was after January 27, 1915, or

· for education and vocational rehabilitation under 

· 38 U.S.C. Chapter 30
· 38 U.S.C. Chapter 31
· 38 U.S.C. Chapter 32, and 

· 38 U.S.C. Chapter 1606.

	Certificate
	of service issued to individuals on the Army, Navy, or Air Force Medal of Honor Roll under 38 U.S.C. Chapter 15, Subchapter IV.

	Inquiry
	from penal institutions for determination of potential eligibility for burial allowance under 38 U.S.C. Chapter 23.

	Requests
	· from designated official in connection with applications under 38 U.S.C. Chapter 41
· for rating decision received from

· a military hospital

· Loan Guaranty for determination of individual eligibility for loan guaranty benefits under 38 U.S.C. § 3702, or

· Department of Veterans Affairs (VA) Regional Office and Insurance Center (VARO&IC) for determination of competency, and

· for an eligibility determination received from Loan Guaranty for a case falling under section 203(b)(2) of the National Housing Act

· as amended by Public Law (PL) 89-117, and

· on OF 41, Routing and Transmittal Slip, attached to a Statement of the Case.

Reference:  For more information on processing loan applications under section 203(b)(2) of the National Housing Act, see M26-1, Chapter 2, paragraph 2.15.


Continued on next page

1.  Assignment of File Numbers, Continued

	c.  When to Assign a File Number (continued)


	Type of Material
	Description

	VA Form
	· VA Form 29-4373, Request for Disability Compensation Rating for Insurance Purposes (Government Life Insurance)

· VA Form 4-1426, Request for Assignment of File Number on Overpayment Cases

· VA Form 10-7131, Exchange of Beneficiary Information and Request for Administrative and Adjudicative Action, indicating the need for adjudicative action or a decision on an other than honorable discharge, or

· VA Form 21-4502, Application for Automobile or Other Conveyance and Adaptive Equipment.


	d.  Assignment of a File Number During Claims Establishment Processing
	To request assignment of a file number during claims establishment processing, enter an “X” in front of either CLAIM or SSN in the ASSIGN FILE NUMBER AS field of the VID screen.

References:  For detailed instructions on claims establishment processing, see

· M23-1, Part I, Chapter 2, and

· the Share User Guide. 


Continued on next page

1.  Assignment of File Numbers, Continued

	e.  Guidelines for Forwarding Applications
	VA requires that certain types of applications be forwarded to another regional office (RO).

Use the table below to determine where to forward certain types of applications.


	If the application is …
	Then forward the application to …

	· from a Veteran having military service prior to July 16, 1903, or

· for a 38 U.S.C. Chapter 31 claim filed by a person claiming service in Allied Forces during World War II
	the Washington Regional Office (WRO).

	from a claimant residing outside the continental limits of the United States, other than within the territories and countries assigned to the regional offices in

· Alaska

· Hawaii

· Puerto Rico

· the Philippines

· Houston, and

· White River Junction.
	the Pittsburgh RO.

	for enrollment in a United States school
	the Regional Processing Office (RPO) that has jurisdiction over the school.

	from a claimant residing in 

· Mexico

· Central America

· South America, or

· the Caribbean
	the Houston RO.

	from a claimant residing in Canada
	the White River Junction RO.


	Reference:  For more information on jurisdiction of claims folders, see M21-1MR, Part III, Subpart ii, 5.A.1


Continued on next page

1.  Assignment of File Numbers, Continued

	f.  Assignment of File Numbers for Death Claims
	For information on the assignment of a file number for a death claim, see M21-1MR, Part III, Subpart ii, 8.B.11.  


2.  File Number Establishment in the Beneficiary Identification and Records Locator Subsystem (BIRLS)

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about file number establishment in the BIRLS system, including

· when to establish a file number 

· establishing claims and First Notice of Death (FNOD) folders

· procedure when Share is not used to establish a folder, and

· tracking of Restored Entitlement Program for Survivors (REPS) folders.


	Change Date
	September 30, 2010


	a.  When to Establish a File Number
	When a claimant or beneficiary does not have a social security number, an eight-digit file number must be assigned using BIRLS.  Establish a file number in BIRLS

· during claims establishment processing, or

· by using the First Notice of Death (FNOD) or BIRLS ADD (BADD) command.

Note:  Limit the use of the BADD command only to instances when the claims establishment or FNOD action is not appropriate.


Continued on next page

2.  File Number Establishment in the Beneficiary Identification and Records Locator Subsystem (BIRLS), Continued

	b.  Establishing Claims and NOD Folders
	Use of the Share application is the preferred method to establish a claims or first notice of death (FNOD) folder because it establishes a 

· corporate record, and

· record in the Modern Award Processing-Development (MAP-D) system.

References:  For more information on

· Share, see the Share User Guide, and

· MAP-D, see the MAP-D User Guide. 


	c.  Procedure When Share Is Not Used to Establish a Folder 
	If the Share application is not used, follow the steps in the table below to establish a claims folder or a NOD folder in BIRLS.


	Step
	Action

	1
	On the LOC screen, enter an “X” in front of the ESTABLISH A FOLDER field.

	2
	In the blank field in front of FOLDER, enter either

· “CLAIM” for a claims folder, or

· “NOD” for a NOD folder.

Note:  For NOD folders, if a No folder est rsn message appears, do not delete it.

	3
	· In the NEXT SCREEN field, enter “UPD,” and

· press the enter key.

Result:  The Benefits Delivery Network (BDN) system generates an ESTABLISHMENT DATA print on a tear sheet.

	4
	Save the generated print for filing in the folder.


Continued on next page

2.  File Number Establishment in the Beneficiary Identification and Records Locator Subsystem (BIRLS), Continued

	d.  Tracking of REPS Folders
	VA does not track Restored Entitlement Program for Survivors (REPS) folders in BIRLS.

Reference:  For more information about REPS, see M21-1MR, Part IX, Subpart i, 6.A.1.
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