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18.  Requests for Permanent Transfer-Out

	Introduction
	This section contains information on requests for the permanent transfer-out of claims folders, including

· methods for requesting a permanent transfer-out

· handling Control of Veterans Records System (COVERS) transfer requests

· the procedure for handling permanent transfer-out requests

· folders containing unanswered correspondence or pending issues, and

· the role of the file clerk.


	Change Date
	September 2, 2010


	a.  Methods for Requesting a Permanent Transfer-Out
	Requests for the permanent transfer-out of claims folders may be made

· via telephone contacts with other regional offices (ROs)

· by personnel at the transferring RO, and

· via the Control of Veterans Records System (COVERS).


	b.  Handling COVERS Transfer Requests
	Transfer requests are processed through COVERS.  For further information on this process, see the 

· COVERS User Guide, or

· local RO COVERS instructions.


	c.  Procedure for Handling Permanent Transfer-Out Requests 
	Follow the steps in the table below to handle a request for the permanent transfer-out of a claims folder.


	Step
	Action

	1
	Forward the request to the Files activity.

	2
	Files activity pulls the folder.

	3
	Review the folder for

· unanswered correspondence, or

· pending issues.




Continued on next page

18.  Requests for Permanent Transfer-Out, Continued

	c.  Procedure for Handling Permanent Transfer-Out Requests (continued)


	Step
	Action

	4
	Is there unanswered correspondence or a pending issue?

· If yes
· review the file, and

· follow the procedure outlined in M21-1MR, Part III, Subpart ii, 5.E.18.d.

· If no, transfer the file immediately following steps 5 and 6.

	5
	· staple a copy of the COVERS transfer slip to the front of the folder, and

· highlight the claim number and destination of the folder.

	6
	· send one copy to the Files activity for posting of the charge card, and

· place another copy in the middle section of the claims folder.

Note:  If other files are being transferred with the claims folder, place a copy in these files.


	d.  Folders Containing Unanswered Correspondence or Pending Issues
	Follow the steps in the table below to handle a claims folder with

· unanswered correspondence, or

· a pending issue.


	Step
	Action

	1
	If possible

· answer any unanswered correspondence, or

· process any pending claim.


Continued on next page

18.  Requests for Permanent Transfer-Out, Continued

	d.  Folders Containing Unanswered Correspondence or Pending Issues (continued)


	Step
	Action

	2
	If it is not possible to resolve the pending claim because of pending development or other unavoidable delay

· allow the EP control for the pending issue to continue

· annotate “Adjudication action pending” on VA Form 70-7216a, Request for and/or Notice of Transfer of Veterans Records, and

· reverse file the pending mail in the middle section of the claims folder.

Note:  When COVERS is updated to reflect the permanent transfer of the claims folder to a new station, jurisdiction of the pending issue in VETSNET will automatically update to reflect the new station.

	3
	If it is not possible to complete a pending appeal because additional action is needed

· annotate Appeal pending on VA Form 70-7216a, and
· update VACOLS to reflect the new location of the appeals record.

	4
	Is there a request for a physical examination at a VA medical facility pending?

· If yes, notify the appropriate outpatient activity by telephone to cancel the request.

· If no, go to Step 5.

	5
	Does a review of the claims folder reveal that another Veterans Service Center Manager (VSCM) has jurisdiction of a fiduciary in the case?

· If yes
· annotate the COVERS transfer slip with the location of the VSCM having jurisdiction, 

· notify that VSCM of the transfer of records by sending a copy of the COVERS transfer slip, and

· go to Step 6.  

· If no, go to Step 6.


Continued on next page

18.  Requests for Permanent Transfer-Out, Continued

	d.  Folders Containing Unanswered Correspondence or Pending Issues (continued)


	Step
	Action

	6
	Is there a CER file (38 U.S.C. Chapter 31) to be transferred out with the claims folder?

· If yes
· review the file for the existence of a running award

· notify the Vocational Rehabilitation and Employment (VR&E) Division by telephone of the transfer, since award action may be necessary, and

· go to Step 7.

· If no, go to Step 5 in M21-1MR III.ii.5.E.18 c.


	e.  Role of the File Clerk
	When the file clerk receives the COVERS transfer slip in the file room, he/she annotates any charge card with

· PTO (permanent transfer out)

· the name and number of the RO receiving the folder, and

· the eligible month for disposal of the charge card.

Note:  The eligible month for disposal is the fourth month following the date of the permanent transfer.


19.  General Policies for Permanent Transfer-In

	Introduction
	This section contains general policy information on the permanent transfer-in of claims folders, including 

· making requests

· request policy, and
· using the Control of Veterans Records System (COVERS) for the transfer of claims folders.


	Change Date
	September 2, 2010


	a.  Making Requests
	Requests for the permanent transfer-in of claims folders can be made to

· other regional offices (ROs)

· the Records Management Center (RMC), or

· Federal Records Centers (FRCs).


	b.  Request Policy
	Use care when requesting folders.

Cancellation of erroneous requests to other ROs must occur by telephone.  Folders requested in error from the RMC or an FRC

· cannot be returned, and

· must be retained by the RO.


	c.  Using COVERS for the Transfer of Claims Folders
	For permanent transfers of claims and Notice of Death (NOD) folders, see

· the COVERS User Guide, or

· local RO COVERS instructions.


20.  Transfer Requests for Claims Folders From Federal Records Centers

	Introduction
	This section contains information on transfer requests for Veterans’ claims folders from a federal records center (FRC), including

· FRC locations

· VA Records Center and Vault (VA RC&V)

· procedure to drop file mail to VA RC&V

· requests using Share

· follow up requests

· requests using COVERS, and

· second requests using COVERS.


	Change Date
	September 2, 2010


	a.  FRC Locations
	The table below contains the locations of the Federal Records Centers (FRC) and their corresponding regional offices (RO).


	FRC
	VA Regional Office

	Chicago, IL (050)
	Chicago, IL (328)

	Dayton, OH (051)
	Cleveland, OH (325)

	Denver, CO (080)
	Denver, CO (339)

	Ellenwood, GA (040)
	Atlanta, GA (316)

	Fort Worth, TX (070)
	Waco, TX (349)

	Kansas City, MO (060)
	Wichita, KS (452)

	Laguna Niguel, CA (091)
	Los Angeles, CA (344)

	NPRC, St. Louis, MO:

· Civilian (061), or

· Military (062)
	St. Louis, MO (331)

	Philadelphia, PA (021)
	Philadelphia, PA (310)

	Lee’s Summit, MO (059)
	St. Louis, MO (331)

	San Bruno, CA (090)
	San Francisco, CA (343)

	Seattle, WA (100)
	Seattle, WA (340)

	Suitland, MD (030)
	Washington, D.C. (372)

	Waltham, MA (010)

Pittsfield, MA (011) 
	Boston, MA (301)


	Reference: For more information about FRCs, see M23-1, Part I, Chapter 15, Appendix A.


Continued on next page

20.  Transfer Requests for Claims Folders From Federal Records Centers, Continued

	b.  VA RC&V
	The VA Records Center and Vault (VA RC&V) (391), Neosho, MO., is an additional storage facility.  Unlike FRCs, that are operated by the National Archives and Records Administration (NARA), the RC&V is operated by VA.

Reference:  For information on retirement and recall of records from VA RC&V, see VA Handbook 6300.8, Procedures for Shipment of Records to the Department of Veterans Affairs (VA) Records Center & Vault in Neosho, Missouri.


	c. Procedure to Drop File Mail to VA RC&V
	Use special procedures to ensure drop file mail is associated with claims folders located at VA RC&V.  Use the following transmittal sheet to request filing of documents sent to this facility.  Additional information on correctly completing the form can be found at https://vaww.aac.va.gov/vault/rrs. 

Note: Any drop mail for claims folders located at the VA RC&V must be attached to a transmittal sheet with the appropriate accession number and box number for each piece of mail.  Failure to provide this information will result in return of mail to the RO for correction and resubmission. 

Reference:  For more information on retirement and recall of records, see M23-1, Part I, Chapter 15. 


Continued on next page

20.  Transfer Requests for Claims Folders From Federal Records Centers, Continued

	c. Procedure to Drop File Mail to VA RC&V (continued)
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20.  Transfer Requests for Claims Folders From Federal Records Centers, Continued

	d.  Requests Using Share
	The table below describes the process for requesting a Veteran’s claims folder located at an FRC, using Share to initiate the request.


	Stage
	Description

	1
	Using BIRLS information from Share,

· identify the FRC accession data in the Folder Location tab, and

· complete VA Form 20-7575, Request for Retired Records or Information with the GENERATE FORM 20-7575 button.

	2
	· send the request to the FRC where the folder is located, and

· retain a copy of VA Form 20-7575 in a temporary folder with the source document that initiated the transfer request.

	3
	The FRC usually returns the folder to the requesting RO within ten business days.


	e.  Follow-Up Requests
	If the folder is not received within ten business days of the original request, process a follow-up request to the FRC with a photocopy of VA Form 20-7575, annotated as “Second request.”


	f.  Requests Using COVERS
	The following table describes the process for requesting a claims folder from a FRC using COVERS, when 

· BIRLS does not contain FRC accession data, but

· the FRC location is known.


	Stage
	Description

	1
	Using COVERS, send the transfer request to the RO that is nearest the FRC where the folder is located.

	2
	The RO nearest the FRC batches and delivers the messages to the FRC.

	3
	The FRC sends the folder directly to the requesting RO.


	g.  Second Requests Using COVERS
	If the folder is not received within ten business days of the original request, process a second request using COVERS.

Reference:  For information on sending a second request through COVERS, see the COVERS User Guide.


21.  Receipt of Requested Folders

	Introduction
	This section contains information on the receipt of requested folders, including

· receipt of folders

· identifying requested folders

· guidelines for processing requested folders, and

· charge cards and pending mail.


September 2, 2010
	Change Date


	a.  Receipt of Folders
	The receipt of folders from the RMC or FRCs should result from a specific request from the RO.

Folders received from other ROs, however, may

· have been requested, or

· be the result of an unsolicited request.


	b.  Identifying Requested Folders
	Claims folders requested from other ROs have a COVERS transfer slip stapled to the front of the folder.


	c.  Guidelines for Processing Requested Folders
	To process requested folders upon receipt, follow the steps in the COVERS User Guide.      


Continued on next page

21.  Receipt of Requested Folders, Continued

	d.  Charge Cards and Pending Mail
	If the reason for transfer is transfer request, pending mail should exist.

Use the table below to handle pending mail.


	If a charge card …
	Then …

	was prepared, and sent to the files activity at the time the folder was requested
	· attach the mail to the folder

· update the LOC screen, and

· recharge the folder to the appropriate individual by completing a VA Form 20-3770a, Notification of Recharge of Numbered Folder, advising the files activity 

· that the folder was received, and

· where the folder was routed.

	is prepared on receipt of the folder
	· attach the mail to the folder

· update COVERS

· annotate the charge card to show the individual or element where the folder is sent, and

· send the updated charge card to the files activity.


22.  Unsolicited Transfers and Dual Benefit Cases

	Introduction
	This topic contains information on unsolicited transfers and dual benefit cases, including

· the review of unsolicited transfers

· improper transfers, and

· dual benefit cases.


	Change Date 
	September 2, 2010


	a.  Review of Unsolicited Transfers
	Review all unsolicited transfers to ensure they are proper.


	b.  Improper Transfers
	If a transfer is improper

· return the claims folder to the transferring RO, and

· show the reason for transfer as, “Improper transfer, jurisdiction refused.”

· Include a brief explanation of the reason the transfer was improper.


	c.  Dual Benefit Cases
	If a beneficiary receives benefits involving two claims folders

· keep the folders together, and

· do not transfer one folder without the other.
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