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Section B.  Folders and Charge Cards

 PRIVATE INFOTYPE="OTHER" Overview

	In this Section
	This section contains the following topics:


	Topic
	Topic Name
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	Folder Creation
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	4
	Preparing Folders and Establishing Charge Cards
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	5
	Color Coding for Folders
	3-B-5

	6
	Standard Notations on Folders
	3-B-7


3.  Folder Creation

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about types of folders.


	Change Date
	November 15, 2004


	a.  Types of Folders
	The Department of Veterans Affairs (VA) requires the use of a specific folder type based on the applicant’s claim.

Use the table below to select the appropriate folder type.


	Folder Type
	Description
	Stock Number
	Type of Claim/Form Filed By Applicant

	Claims
	Red-rope, three flap folder with fasteners attached on the inside
	NSN-7530-00-707-8406
	VA receives an initial claim for benefits from a Veteran.

	Notice of Death (NOD)
	Lightweight, two-flap manila folder with fasteners attached on the inside
	NSN-7530-00-757-4108
	· A First Notice of Death (FNOD) results in a new file number assignment, or

· an FNOD is processed and a claim number exists but

· there is no claims folder, or

· the claims folder is located at a Records Processing Center (RPC).

Reference:  For more information, see M21-1MR, Part III, Subpart ii, 8.C.12.  


4.  Preparing Folders and Establishing Charge Cards

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about handling new claims folders, including 

· preparation of folders and charge cards, and

· creation of additional volumes for claims folders.


	Change Date
	September 30, 2010


	a.  Preparation of Folders and Charge Cards
	For most cases, the Control of Veterans Records System (COVERS) can generate pre-printed, self-adhesive folder and charge card labels containing

· the Veteran’s name

· the Veteran’s claim number, and

· an identifying barcode.

In cases in which the COVERS application cannot be used, follow the steps in the table below to

· annotate the folder, and

· complete and file the charge card.

Reference:  For more information on COVERS, see the COVERS User Guide.


	Step
	Action

	1
	· Use letters at least three-eights inch high on the upper left corner of the cut edge of the left flap of the folder, and

· print the last, first, and middle names (or middle initial, if only the initial is known) of the Veteran.

	2
	· Use digits at least one-half inch high on the upper right corner of the cut edge of the left flap of the folder, and

· print the file number, including one of the following prefixes, as appropriate:

· “C” (claim number)
· “SS” (Social Security number)
· “XC” (deceased Veteran claim number), or
· “XSS” (deceased Veteran Social Security number).


Continued on next page

4.  Preparing Folders and Establishing Charge Cards, Continued

	a.  Preparation of Folders and Charge Cards (continued)


	Step
	Action

	3
	· Establish a VA Form 3025, File Charge Card, for the folder, and

· print, in the upper left corner of VA Form 3025, the last, first, and middle names (or middle initial) of the Veteran.

	4
	Print, in the upper right corner of VA Form 3025, the

· file number, and

· prefix.

	5
	· Determine the color code for the charge card, as outlined in M21-1MR, Part III, Subpart ii, 3.B.5, and

· color code the charge card by centering a three-quarter inch strip of colored tape at the top of the VA Form 3025.


	b.  Creation of Additional Volumes for Claims Folders
	If a claims folder becomes too large or bulky to provide adequate preservation, the contents should be separated into smaller, more manageable volumes.  Consider creating an additional volume if the claims folder reaches two to three inches in thickness or there is less than one-half inch remaining on the prongs used to file-down documents on any of the flaps.

· Each volume will be sequentially identified as “Volume 1,” “Volume 2,” etc.

· Prepare a corresponding VA Form 3025, for each volume of the claims folder.

Note:  When a claims folder is needed for review, all volumes should be pulled and routed together, with appropriate annotation in COVERS.


5.  Color Coding for Folders

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about color coding, including

· folders that require color coding

· color codes for terminal digits of claim numbers, and

· Color-coding claims folders.


	Change Date
	September 30, 2010


	a.  Folders That Require Color Coding
	Color code the following folders based on the last two digits (terminal digits) of the claim number:

· Claims, and

· Notice of Death (NOD).


	b.  Color Codes for Terminal Digits of Claim Numbers
	The table below contains the color code for each range of terminal digits for claim numbers.


	Terminal Digit Range
	Color Code

	00-09
	Red

	10-19
	Light blue

	20-29
	Orange

	30-39
	Light green

	40-49
	Brown

	50-59
	Medium blue

	60-69
	Yellow

	70-79
	Black

	80-89
	White

	90-99
	Medium green


Continued on next page

5.  Color Coding for Folders, Continued

	c.  Color Coding Claims Folders
	To color code a claims folder, place a single three inch long strip of three-quarter inch self-adhesive tape on the outside of the claims folder

· over the center fold (one and one-half inch overlap on each side), and

· one inch from the edge of the upper right corner.


6.  Standard Notations on Folders

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information about standard notations on folders, including

· the importance of claims folder notations, and

· current standard claims folder notations.


	Change Date
	September 30, 2010


	a.  Importance of Claims Folder Notations
	VA uses stamped notations on claims folders to denote the existence or disposition of a record that is related to the basic claims folder.


	b.  Current Standard Claims Folder Notations
	The table below describes the usage for each type of current standard notation.


	Standard Notation
	Usage

	“(Name) RO outpatient treatment records reviewed for death compensation or pension claim 

Date ____ Initials ___”
	Stamp the notation on the inside right cover of the deceased Veteran’s claims folder to indicate review by the Veterans Service Center (VSC) of the associated outpatient treatment folder for existence and removal of adjudicatory material not appearing elsewhere.
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6.  Standard Notations on Folders, Continued

	b.  Current Standard Claims Folder Notations (continued)


	Standard Notation
	Usage

	“Dual benefit”
	If a beneficiary receives benefits from two or more deceased Veterans

· stamp the notation on the claims folder or deceased Veteran’s claims folder, followed by the file number(s) of the cross-referenced case(s), and

· pull the companion folder when the claims folder or deceased Veteran’s claims folder is requested.

Note:  There is no prohibition against adjusting dual beneficiary awards without reviewing the deceased Veteran’s claims folders if the Benefits Delivery Network (BDN) data are sufficient to properly work the awards.

	“Employee”
	Affix VA Form 23-8949, VA Employee Folder Label, to the front of all Veteran-employee folders that the regional office (RO) maintains in locked files.

	“Inactive deceased Veteran’s claims folder exists”
	Stamp the notation on the newly created deceased Veteran’s claims folder when the inactive folder is created.

Note:  The notation indicates that records created or received in the RO before the Veteran’s death are in the inactive deceased Veteran’s claims folder.

Reference:  For more information, see M21-1MR, Part III, Subpart ii, 4.F.22. 


Continued on next page

6.  Standard Notations on Folders, Continued

	b.  Current Standard Claims Folder Notations (continued)


	Standard Notation
	Usage

	“POW (Prisoner of War)”
	Affix VA Form 10-5558, POW Label
· to the front cover of the claims folder, and

· approximately one-inch below and parallel to the Veteran’s name.

Note:  Complete this action for each Veteran identified by an indicator in the Beneficiary Identification and Records Locator Subsystem (BIRLS) as a POW.

	“Rebuilt folder”
	Place the notation on the jacket of a folder that was established because the original record could not be located.
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