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CHAPTER 14.  TRANSFER OF VETERANS RECORDS





14.01	GENERAL





An active claims folder may be permanently transferred upon receipt of a permanent change of address to the jurisdiction of another regional office if specifically requested by the veteran, preferred beneficiary, or authorized representative.  An inactive claims folder (no running award or pending adjudicative action) will not be perma�nently transferred unless the purpose is to reopen a claim or for review by the authorized representative to determine the propriety of reopening a claim.  If the requirements for transfer are not met, the person requesting the transfer will be informed by FL 23-653 that the case is inactive and if subsequent need arises it will be trans�ferred.





14.02 	PERMANENT TRANSFER OF CLAIMS AND XC-FOLDERS





Claims and XC-folders will be transferred under the following conditions:





a.	The folder is active (running award or pending adjudicative action) and the veteran, preferred beneficiary, or authorized representative specifically requests transfer to the regional office of jurisdiction based upon a permanent change of address, provided the transfer is approved by the Authorization activity.





b.	 Request for a physical examination is pending in the office serving the veteran's home address.





c.	 An application for live benefits is pending in the office serving the veteran's home address.





d.	The station Director, Adjudication Officer, clinic Director, or Chief, Outpatient Services, of either the sending or receiving office determines that the best interest of the veteran or claimant will be served by transfer of the claims folder to the office having jurisdiction over the veteran's or preferred beneficiary's permanent home


address.





e.	If a loan default indebtedness is established, no current benefits are being paid, no claim is being processed, and there is no other outstanding indebtedness in the case, the claims folder will be immediately requested by the station that originated the debt.  If current benefits are being paid, a claim is being processed or there is an active outstanding indebtedness in the case, the complete loan indebtedness records will be transferred to the station having claims folder jurisdiction.  Jurisdiction for claims folders involving other types of indebtedness will be determined in accordance with current procedures without regard to the indebtedness.





f.	An application for death benefits from a claimant residing in a foreign country or a change of address of the preferred beneficiary to a foreign country is received and associated with an XC-folder, or a veteran with an active claims folder takes residence in a foreign country, or a veteran enrolls in a foreign school.  For those cases where the residence is Mexico, the folder will be permanently transferred to the jurisdiction of the Houston, Texas regional office.  Cases involving any other foreign country will be permanently transferred to the jurisdic�tion of the Washington regional office, Washington, D.C. (NOTE: Not applicable to material received from claimants residing outside the continental limits of the United States within the territory assigned to regional offices in Alaska, Hawaii, Puerto Rico, and the Philippines.)





g.	 Material other than VA Form 21-534, Application for Dependency and Indemnity Compensation or Death Pension by Widow or Child, or VA Form 21-535, Application for Dependency and Indemnity Compensation by Parents, received indicating an address within the jurisdiction of a station not having custody of the XC-folder will be forwarded to the office in possession of the folder for determination of transfer action.  Only the office having custody of the XC-folder may determine the appropriateness of transfer.





h.	The claims or XC-folder falls within the exclusive jurisdiction of the Washington regional office as outlined in M21 -1, chapter 2.
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i.	 Records are involved in claims based on the service of two or more deceased veterans.





j.	 Records are involved in the consolidation of duplicate file numbers.





k.	 Compliance with procedures governing jurisdiction of employee-veteran's records.





1.	Compliance with provisions  governing  jurisdiction  of  claims  folders  involving  educational  benefits  as  outlined in M22-2, part 1, chapter 1.





14.03	PERMANENT TRANSFER-VA EMPLOYEE-VETERANS RECORDS





a.	 Upon receipt, VA Forms 07-4535, Notice of Employment, Transfer or Separation of Veteran, will be routed to the Correspondence activity via folder files.  When the form is completed to show "Notice of Employ�ment" or "Transfer," the correspondence clerk will review the folder to determine the office of jurisdiction (see paragraph 13.06.1).  If appropriate, the folder will be transferred to the new office of jurisdiction after approval of the transfer by the Authorization activity.





b.	If transfer of "other" records to an office other than a new office of adjudicative jurisdiction is in order, the forms used to transfer such records will be noted to show the case is that of an employee and that VA Form 07-4535 has been forwarded to the office having possession of the claims folder.





c.	If VA Form 07-4535 indicates "Separation" other than for entrance into military service, the veteran's records will be retained in the office of jurisdiction at time of separation until transfer is in order for reason shown in paragraph 14.02.





d.	When an employee-veteran is separated to enter military service, the claims folder will be retained in the office having custody at time -of entrance into such service.  Upon receipt of a claim or other document showing date of release from active duty, provided that the veteran does not reenter VA employment within 90 days of release from active duty, the claims folder will be transferred to the proper office of jurisdiction when transfer is in order.





e.	VA Forms 07-4535, not identified by a file number or those which are "No Record" in folder files, should be indexed through BIRLS (Beneficiary Identification and Records Locator Subsystem) to determine the file number and folder location.  The VA Form 07-453S will be forwarded to the office having possession of the folder for filing or further action.





f.	On transfer of VA employee-veteran records to the employing office, such records will be forwarded in a sealed envelope addressed to the Adjudication Officer of the receiving office.  The envelope will carry the legend "EMPLOYEE-VETERAN FOLDER-DO NOT OPEN IN MAIL ROOM" in the lower left corner.





14.04	PERMANENT TRANSFER-"RESTRICTED ACCESS" OR "CLASSIFIED" RECORDS





a.	On transfer of veterans' records containing a cross-reference to records requiring restricted access, such records will be secured from the "Locked Files" and will be forwarded in a sealed envelope addressed to the Director of the receiving office.  The envelope will carry the name and file number of the veteran and in the lower left corner, the legend "FOR OFFICIAL USE ONLY-TO BE OPENED ONLY BY THE ADDRESSEE." Such records will be mailed with but not in the claims folder.





b.	Transmission of classified records or material (top secret, secret, confidential) will be governed by the provisions of MP-1, part 11, chapter 5.





14.05	TRANSFER OF RECORDS FOR ADJUSTMENT OF FILE NUMBER AND 


	CONSOLIDATION





When records are permanently transferred for consolidation and cancellation of a duplicate file number, the file number of the folder being transferred will always be shown in item 5 on VA Form 07-7216a, Request for
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and/or Notice of Transfer of Veterans Records.  The duplicate number involved will be shown in item 14 as part of the reason given for transfer; i.e., "Consolidation Under C 123 456."





14.06	 TRANSFER OF PRINCIPAL GUARDIANSHIP FOLDERS





a.	The Correspondence activity will be responsible for the transfer of principal guardianship folders between regional offices.  The folders will be transferred by means of VA Form 60-7216a to the station indicated by the Veterans Services Officer.





b.	A copy of VA Form 60-7216a showing the regional office to which the principal guardianship folder has been transferred, will be forwarded to the regional office having jurisdiction of the corresponding claims or XC-folder.





c.	Using the VA Form 60-7216a as posting media, the location of the principal guardianship folder will be conspicuously posted to the award sheet and the VA Form 60-7216a disposed of in accordance with Records Control Schedule VB-1, part 1. Any location which has been posted previously will be lined through so that only the current location of the principal guardianship folder is reflected on the award sheet.





14.07	RECORDS TO ACCOMPANY CLAIMS FOLDER-PERMANENT TRANSFER





The following records will be transferred with the claims or XC-folder, as appropriate:





a.	All records in calendar suspense file, such as VA Form 21-693, Diary Slip; or VA Form 21-2507, Request for Physical Examination.





b.	R&E folder and R&E (ch. 31) charge card of the veteran.  The VA Form 60-7216a will be annotated in item 13 to show the transfer of this folder as well as the claims folder.





c.	Fiscal records, when indicated.





14.08	 RECORDS EXEMPT FROM PERMANENT TRANSFER





a.	X-ray films will be transferred only upon specific request.





b.	Medical records and mental hygiene folders will be transferred only upon  specific  request.  The  transfer must have the authorization of the chief of the Medical Administration Service or designee.





c.	In death cases, an inactive R&E or DEA folder will be permanently transferred only upon specific request.





14.09	FOLDER REVIEW AND RECORDS ASSEMBLY PRIOR TO PERMANENT TRANSFER





The claims folder will be reviewed and the following action taken, as appropriate.  If the Authorization activity does not initiate the request for transfer and there is pending action, such as unanswered correspondence, an award or disallowance in the file, a formal or informal claim for benefits, or an issue otherwise pending adjudicative action, the claims folder will be referred to that activity prior to transfer.  When there is adjudicative action to be taken by the receiving station upon receipt of the claims folder, the Authorization activity will mark a "yes" in block 15, Adjudication Action Pending, on the VA Form 60-7216a.





a.	If the claims folder contains a VA Form 21-8060, Control Code Sheet, the correspondence clerk will prepare a new set of VA Forms 21-8060 and copy items 3, 4, 5, 6, and 7. Attach the newly prepared VA Forms 21-8060 to the outside of the claims folder and forward the folder to the Authorization activity for review.  If transfer action is in order, Authorization personnel will remove the VA Form 21-8060 filed in the folder; enter a "9" in item 14; and forward the form for batching and transmittal to the servicing DPC (data processing center).
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b.	Notify the appropriate Outpatient activity by VA Form 23-8304, Records Transfer Notice, to cancel action on VA Form 21-2507 as indicated on related suspense copy of VA Form 21-2507 removed from calendar suspense file.





c.	When the claims folder reveals that a Veterans Services Officer at another station has jurisdiction of a guardian, custodian, spouse-payee, institutional award, custodian-in-fact or other type of fiduciary in the case, the Authorization activity will note that fact and the location of the Veterans Services Officer having jurisdiction, on the VA Form 60-7216a.  The correspondence clerk will prepare a VA Form 23-8304 and forward it to the Veterans Services Officer at that station to notify him or her of the transfer of records.





d.	When there is a VA Form 22-6564, Claims Folder Flash, [ I in the claims folder showing evidence of a running award subsistence allowance, a VA Form 23-8304 will be prepared and forwarded with the claims and R&E folders to the Authorization activity.  The Authorization activity will annotate the VA Form 23-8304 under "Remarks" with the statement "Leave Involved" when leave status is pertinent to payment of training allowances.  When VA Form 23-8304 is returned from the Authorization activity and the remarks section is annotated showing the statement "Leave Involved," it will be necessary to prepare a duplicate copy of VA Form 23-8304.  Both forms will then be referred to the Finance activity for required action.





e.	When the folder contains evidence of VA Form 4-1410, Referral of Indebtedness for Collection; 4-1426, Request for Assignment of File Number on Overpayment Case; 26-1833, Advice Regarding Veteran's Indebtedness of Obligors on Guaranteed or Insured Loans; 26-6822, Advice of Termination and Indebtedness on Portfolio Loans; or 20-6879 , Overpayment Flash, two copies of VA Form 23-8304 and a preaddressed envelope will be forwarded to the Finance activity for obtaining fiscal records.





f.	If a training subfolder exists in 38 U.S.C. ch. 31 cases, sufficient copies of VA Form 23-8304 will be furnished to the Veterans Services Division to effect transfer of the training subfolder from the VA office or guidance center to the Veterans Services Division of the office to which the veteran's records are transferred.





g.	At the time the request for permanent transfer-out is attached to the folder, the file clerk will annotate the VA Form 3025, File Charge Card, to show station that is to receive the claims folder; enter R&E-PT when a chapter 31 R&E folder accompanies the claims folder; and the date the folder(s) is forwarded to the Correspondence activity.  The file charge card will be posted at the top to show the month it will become eligible for disposal.  The eligible month for disposal will be the 4th month following the date of permanent transfer-out.  The file charge card will be refiled in proper sequence in the folder files and will be the only record maintained of a permanent transfer-out. [(EXCEPTION: When the RPC receives a request from BIRLS for permanent transfer-out, the VA Form 3025 will not be removed from the claims folder.  Since BIRLS location is automatically updated at the time of a BIRLS request for transfer when the folder is located at the RPC, posting of VA Forms 3025 is no longer required at the RPC only.)]





NOTE: It is realized that the method of posting described above requires very strict control If station management determines that the degree of control required for advance posting of the charge card cannot be maintained (due to station size, physical facilities, etc.), it may prove advantageous to annotate a charge within the unit when the request for transfer is attached to the folder.  In this case, the correspondence clerk must notify the Files activity when each folder is transferred.





h.	FL 23-7, Notification of Transfer of Records, will be dispatched to the veteran.  In death cases, the FL 23-7 will be addressed to the preferred beneficiary and the guardian if the deceased was an incompetent veteran.





i.	VA Form 23-8304-VA [Medical Center]: When transfer of a claims folder is based on the death of a veteran and records indicate the veteran was discharged from a VA [Medical Center] within a 6-month period prior to his or her death, a VA Form 23-8304 will be addressed to the VA [Medical Center].  The VA Form 23-8304 will be annotated to show the date of death.
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14.10	PERMANENT TRANSFER-PARTIAL RECORDS  ON TEMPORARY TRANSFER TO  


	ANOTHER OFFICE





a.	If records have been temporarily transferred to Central Office and the office of jurisdiction completes permanent transfer of allied records to another regional office, a new VA Form 60-7216a will be prepared to show the transfer.  The newly prepared form with an explanatory VA Form 3230, Reference Slip, will be forwarded to the Central Office element shown on the file suspense copy of VA Form 60-7216a, as notice to transfer the claims folder to the new regional office of jurisdiction.  Copy 2 of the VA Form 60-7216a will be forwarded to the Telecommunications activity in the transferring station to update folder location in BIRLS. Al] other records will be forwarded to the new office of jurisdiction with a copy of the VA Form 60-7216a and VA Form 3230 explaining that the claims folder is on temporary transfer to Central Office.





b.	 Upon receipt of a copy of VA Form 60-7216a from Central Office indicating that jurisdiction has changed subsequent to the temporary transfer of a claims folder to Central Office, action will be taken to transfer all- related records to the new office of jurisdiction, including updating of the claims folder location in BIRLS.





c.	Upon receipt of request for permanent transfer of records that are on temporary transfer to a center, VA Medical Center or another regional office, the office having permanent custody of the records will allow the office having temporary custody time to complete action.  Records will then be returned to the transferring office for normal transfer-out action.  'Me requesting station will be advised by ARS (Advanced Record System) or FTS (Federal Telecommunications System) that transfer action cannot be completed until the folder is returned and the approximate date records can be forwarded.





14.11	TEMPORARY TRANSFER OF VETERANS RECORDS





a.	A temporary transfer is one in which on office lends records to another office for a specific purpose and for a limited length of time.  The transferring office retains jurisdiction and the folder will be promptly returned after the purpose of the transfer has been completed.  Temporary transfer will be effected upon a request from a regional office, VA office, VA center, VA medical center, or Central Office.  This includes requests originated by operating divisions within the transferring office or a staff element in Central Office.





b.	When a regional office and a VA medical center are served by commuting VA messenger service, claims folders may be referred to the medical center by annotating VA Form 3025 to show chargeout from the folder files, thus eliminating the necessity for formal transfer procedures.  Proper controls in both the office of jurisdiction and the medical center must assure timely return of the folder from the medical center.





NOTE: In lieu of a request for temporary transfer of a claims folder to a VA medical facility, medical personnel may request an extract of information from a claims folder by telephone or other contact with Adjudication personnel.  Except in unusual circumstances, temporary transfer of claims folders to VA medical facilities should be limited to those instances in which a claims folder must be reviewed by the examining physician.





14.12	TEMPORARY TRANSFER TO VETERANS ADMINISTRATION OFFICES





a.	 Ordinarily, accredited service organization representations located at VAO's (VA offices) whose organization has power of attorney shown in the claims folder should request information desired from their counterpart at the station having jurisdiction of the folder.  When an accredited service organization representative considers it essential to review a claims folder in order to render service to a veteran or claimant, the folder may be obtained on a temporary transfer by request through the Officer in Charge assigned to the VA office.  The Officer in Charge will be responsible for protection of folders temporarily transferred to the VA office as set forth in VA regulations.





b.	Officers in Charge at VA offices will furnish and maintain adequate controls for all folders temporarily transferred to their office and referred to service organizations' accredited representatives.
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14.13	RECORDS TEMPORARILY TRANSFERRED TO CENTRAL OFFICE





a.	Records, including insurance records and loan guaranty records, being transferred temporarily to Central Office staff elements will be addressed directly to the concerned element.  VA Forms 60-7216a will be used for this purpose, addressed to Central Office, Station No. 101 (show mail routing symbol of the requesting staff element or the staff element which receives folders from field stations for review).  The records will be mailed to Veterans Administration, 810 Vermont Avenue, NW., Washington, D.C. 20420.





[EXCEPTION: For control purposes, claims folders destined for DVB staff offices must be routed through the DVB Correspondence and Folder Control Unit (23B).  The top line of the VA Form 60-7216a should show "101 " and "23B" followed by the routing symbol of the requesting DVB staff office.]





b.	 It is imperative that the name and station number and the mail routing symbol of the requesting activity be shown on VA Form 60-7216a to assure delivery of the records to the ultimate destination; for example, 101/212A.  Any material subsequently forwarded by field stations to be associated with the claims folder will be forwarded via VA Form 60-302A, Transfer of Veteran's Miscellaneous Records, and will show the complete series of symbols shown on the VA Form 60-7216a which transferred the folder.





c.	 Priority ARS or FTS requests received from Central Office staff elements will be afforded priority precedence by the Transfer activity.  These records will be packaged separately from the other categories of records, addressed and placed in the mail pouch for dispatch to Central Office.  If space is not available in the mail pouch, they will be dispatched by priority mail.  If records cannot be transferred immediately, the requester will be advised by ARS message, giving the status of the case, including details of any pending issues and the approximate date records can be forwarded.





d.	 Routine ARS requests will not require acknowledgment to the requester by confirming ARS message.  Also, records requested by routine ARS message may be packaged and shipped with other records (excluding folders dispatched for quality review).  These records will be dispatched and returned by priority mail.





14.14	TEMPORARY TRANSFER OF VETERANS  COMPENSATION,  PENSION, OR  


	EDUCATION RECORDS TO CENTRAL OFFICE FOR QUALITY REVIEW





a.	 The Compensation and Pension Service (212A) and Education and Rehabilitation Service (223A) of Central Office will request the temporary transfer of veterans records for quality review.  These requests will be made to field stations by completion of VA Form 20-8074, Request for and/or Notice 'of Temporary Transfer of Veterans Records for Quality Review.  When such requests are received from Central Office, it will not be necessary to prepare VA Form 60-7216a.





b.	VA Form 20-8074 will be initiated by the Central Office staff element (223A) or (212A) in original and 3 copies. The following entries will be made by Central Office:





	Item Number	Entry Data





IA.	 Station Name and Number	Enter   the   name   and   three-digit   number   of   the


		station having possession of the folder(s).





1 B.	 Station Name and Number	Check  ( )  block  of  appropriate  Central  Office  staff


		element requesting the folder.





IC. 	Station Name and Number	Enter  the   name   and   three-digit   number   of   the


		station to which the folder will be returned.





2. File Number	Enter the file  number  of  the  folder  being  requested.





3. Date of Request	Enter  the  date  the  folder  was  requested  by  Central


		Office.
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�	Item Number	Entry Date��5. Date Returned to VARO/VAC	Enter the date the folder is returned  to  the  regional�		office.��6. Type of Folder	Check  (  )  the  appropriate  block  to  show  type  of�		folder being requested.





7. Quality Review of Following Action 	Check  (  )  the  appropriate  block  to  show   type  of


		quality review action.





9. Signature of Director	The  signature  of  the  Central  Office  staff  element Director


		 (212A) or (223A) will be entered.





Information Data	For use by Central Office staff element as appropriate.





The following entries will be completed by the regional office upon receipt of the VA Form 20-8074 from Central Office:





	Item Number	Entry Data





IA. Station Name and Number Line out the data shown in this item.





4.	Date of Transfer to VACO  	Enter the date the folder is transferred to Central Office.





8.	Name of Veteran 	Enter the name as shown on the folder.





c.	One copy of the form will be forwarded to (23B)  in Central Office to notify them that the folder will be transferred in for quality review.  The original and two copies will be dispatched to the regional office in possession of the veteran's records and utilized as follows:





(1)	The original will be affixed to the outside of the folder and used as the control document for the folder while on temporary transfer.





(2)	One copy will be placed inside the folder for Central Office use during its quality review.





(3)	One copy will be used as the regional office suspense control in the Transfer activity pending Me.





d.	Veterans records requested by Central Office for quality review  will  be  mailed  by  fourth  class  mail  to


and from the regional office.





14.15	TEMPORARY TRANSFER OF XC-FOLDERS INVOLVED IN LITIGATION





a.	When required in litigated cases, the office of the General Counsel will initiate an ARS request for temporary transfer of the insurance and/or XC-folder to Central Office.  ARS messages will be dispatched to the regional office having jurisdiction of the XC-folder and concurrently to VA Centers Philadelphia and St. Paul.  The office in possession of the records will temporarily transfer the folder directly to the office of the General Counsel (101/02A1B).  Note item 14 of VA Form 60-7216a to show "Litigated Case," and the symbol of the office initiating the request.  The regional office and/or center will be responsible for recall of retired records from the FARC's (Federal Archives and Records Centers).  Recall will be made on a priority basis with an information copy of the [BIRLS] message to the General Counsel's office.  If there is "No Record," the General Counsel's office will be notified immediately.  Following termination of litigation, the XC-folder will be returned to the office of jurisdiction and the insurance folder to the appropriate center.  14-7
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In some instances, it will be necessary for the General Counsel to return the XC-folder via the center having insurance jurisdiction to the regional office of jurisdiction.





b.	Correspondence which must be acted upon by the Authorization activity received subsequent to the transfer of the claims folder to the General Counsel's office in litigated cases, may be forwarded to (02A1B) with an explanatory VA Form 3230 noting that the claims folder should be referred to either the Director, Compensation and Pension Service (212A), or the Director, Education and Rehabilitation Service (223A), for necessary action.  Correspondence relating to insurance matters will be noted for reference to the Insurance Liaison Officer (201/29).





14.16	TEMPORARY TRANSFER TO THE BOARD OF VETERANS APPEALS





a.	Field stations will forward by temporary transfer all appealed cases to BVA (Board of Veterans Appeals) immediately after certification of the case.  The Transfer activity will verify that VA Form 1-8, Certification of Appeal, is filed in the veteran's records.  If VA Form 1-8 is not contained therein, the case will be returned to the operating element which directed the transfer.  All folders temporarily transferred to BVA must be processed via the [Appeal Record Control Clerk.)





b.	If there is a permanent transfer of a veteran's records after an appealed case has been forwarded to the Board of Veterans Appeals, a new VA Form 60-7216a and explanatory VA Form 3230 will be prepared and routed in accordance with paragraph 14.10a. Procedures for [updating the Veteran Appeals Records Management System may be found in chapter 7.]





c.	When an R&E folder is temporarily transferred to BVA, the training subfolder, if any, and the claims folder will be included in the transfer.  VA Form 60-7216a will be prepared for the claims folder and will be annotated to show transfer of these records.





d.	On each transfer to BVA, the veteran's latest address of record will be shown in item 14 of the VA Form 60-7216a.





14.17	 TEMPORARY TRANSFER FOR NATIONAL RESEARCH COUNCIL





Claims folders requested by the National Research Council will be temporarily transferred to the Washington regional office.  The transfer form will clearly show as reason for transfer "NRC Research."





14.18	TEMPORARY TRANSFER OF XC-FOLDERS





a.	For the convenience of a claimant, XC-folders may be temporarily transferred for use of a rating board conducting a personal hearing on a claim.





b.	The inactive XC-folder, if available, will accompany the XC-folder on temporary transfer.  The VA Form 60-7216a will be annotated to show the transfer of these records as well.





14.19	TEMPORARY TRANSFER-REVIEW OF INACTIVE CLAIMS FOLDERS ON 


	PHILIPPINE RESIDENTS





a.	Correspondence constituting an informal claim by Philippine residents where the claims folder has been relocated to the RPC (Records Processing Center), the Washington National Records Center or the Seattle FARC (Federal archives and records center) will be screened across the control file in the Manila regional office.  If there has been no previous determination, the correspondence concerning records at the Washington National Records Center will be forwarded to the Washington regional office.  Correspondence pertaining to records at the Seattle FARC will be forwarded to the Seattle regional office and correspondence pertaining to records at the RPC will be forwarded to the St. Louis regional office.





b.  	The Washington regional office will request the claims folder from the Washington National Records Center on a temporary transfer.  After review and determination that the claim is valid (e.g., appropriate verified service for the benefit claimed or relationship of the claimant to the veteran), the Washington regional office will notify the Washington National Records Center that the folder is being permanently transferred to the Manila regional office.  The Seattle regional office will provide this same service on those claims folders located at the Seattle FARC and the St. Louis regional office will provide this service on those claims folders located at the RPC.





c.  	If the claim is disallowed, the Washington regional office will write a letter to the claimant notifying him or her of that fact and will forward a copy of their letter to the Control activity in the Manila regional office.  The claims folder will be returned to the Washington National Records Center.  The Seattle regional office will provide this same service for claimants whose records are recalled from the Seattle FARC and the St. Louis regional office will provide this same service for claimants whose records are recalled from the RPC.
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14.20 	TEMPORARY TRANSFER-VETERAN HOSPITALIZED





When a [medical center] request for temporary transfer of a claims folder involving an active award shows the date of admission of the veteran to the [medical center], or there is evidence of either VA Form 21-8060, or VA Form 21-6880, Future Control Code Sheet, in the folder, the claims folder will be referred to the Authorization activity prior to transfer for review of veteran's award status.  All inactive folders will be referred directly to the requesting hospital.





14.21	ASSOCIATION OF MISCELLANEOUS MATERIAL WITH RECORDS ON 


	TEMPORARY TRANSFER





a.	Material received in a regional  office  which  must  be  associated  with  a  claims  folder  on  a  temporary transfer will be transmitted by VA Form 60-3029 to the office in possession of the claims folder.  The VA Form 60-3029 will identify the claims folder by name, number, date of and reason for temporary transfer and the mail routing symbol shown on suspense copy of VA Form 60-7216a.





b.	Applications and other material received in a regional office pertaining to a claims folder on temporary transfer to the Board of Veterans Appeals, which must be forwarded to BVA for action or information, will be acknowledged by VA Form 23-39, Acknowledgment of Receipt of Claim, advising the correspondent that the material has been forwarded.  The material will be stamped or annotated "Acknowledged, (Date),"                           ,"  before it is forwarded.  In using VA Form 23-39 for this purpose, the words "Claim" and "application for benefits" will be crossed out, if necessary, and replaced by "Correspondence" and "letter" as appropriate.  The bottom of the form will be used to advise the correspondents that material has been forwarded to the Board of Veterans Appeals, Washington, D.C., or has been retained by the station pending return of the claims folder.





14.22	REQUEST FOR RETURN OF RECORDS





If the transferring office requires immediate return of records temporarily transferred to another office, the request for return of the records will indicate the reason for immediate return, the date of the temporary transfer, the type of records involved, and will reflect substantially the same information as shown on the VA Form 60-7216a.  Requests for return of records temporarily transferred to Central Office will be addressed to the office shown on the suspense copy of VA Form 60-7216,a.





14.23    	REQUEST FOR TRANSFER AND EXTRACT OF CLAIMS FOLDERS FROM THE 


	RECORDS PROCESSING CENTER





All folders returned to regional offices by the RPC will be considered a permanent. transfer, except temporary transfers will continue to be made and controlled between the RPC and other VA installations such as DM&S facilities and Central Office.





a.	Permanent recall of a claims folder from the RPC may be made by telephone by a service organization or element of Central Office without any restrictions.  Regional offices, however, should only telephone for a permanent transfer if the case is one of the following:





(1)	 Body   held;





(2)	Central Office request;
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(3)	Extreme hardship;





(4)	Congressional inquiry; or





(5)	Station Director's request.





When -permanent recall is made by telephone, the regional office correspondence clerk will be advised.  The correspondence clerk will prepare a VA Form 3025 annotated to show the veteran's name, file number, reason for recall, and the requesting element.  The charge card will be filed in proper sequence in the folder files and suspense procedures will be followed in accordance with current procedures.





b.	All other requests for permanent transfer should be  initiated by a BIRLS request.





c.	Telephone calls requesting transfer of or extract from a claims folder will be directed to the Telephone Unit located in the Field Servicing Division.  Telephone transfer requests for claim folders will be undertaken only when the reason for the transfer agrees with the criteria provided in subparagraph a above.





(1)  Prior to  making an FTS call to the RPC, the caller will verify through Target that the folder location shown in BIRLS is the RPC.





(2)  All requests to the Telephone Unit will be limited to no more than three claims folders.  If this restriction would severly hinder the operations at any station, special arrangements can be made with the Dirctor, RPC, for transmitting multicase requests by using ARS or facsimile services in lieu of FTS calls.





(3)  The FTS telephone number to request a transfer or extract is 273-2800 for all file number terminal digits.  The caller must be prepared to provide the following information:





(a)  His or her name, organization, station.





(b)  An FTS telephone number for callback.  This number should be one at which they can be personally reached and not a switchboard or telephone unit number.





(c)  Type of request; i.e., tranfer of or extract from a claims folder.





(d)  For extract requests, a brief description of the type of information desired will assist in providing better callback service.





(e)  Veteran's name and file number of the claims folder desired.





(4)  The RPC will initiate transfer action on all request for which the claims folder is located.  A callback will only be made in instances when the claims folder is not located or an extract request is received.





14.24	REQUEST FOR TRANSFER ACTION THROUGH BIRLS





a.	BIRLS contains location of all claims and XC-folders and those DEA folders whose location has been entered.  Location of these folders can be obtained by transmitting an IDL transaction to BIRLS using VA Form 60-7210, Request for Index and Locator Information, or the source document.





b.	Requests for permanent transfer will be initiated by BIRLS for claims or XC-folders only, provided the station requests this action. (BIRLS will automatically request transfer of claims folders on notice of death transactions and upon receipt of a CSS or CNO transaction when the folder is located at the RPC.)





c.	[All] requests for permanent transfer of claims and XC-folders (including recall from RPC and FARC'S) will be accomplished through BIRLS.  An IDL transaction will be used to request permanent transfer-in regardless of whether folder location is known or unknown.  VA Form 60-7216a should be used to request permanent transfer of claims or XC-folders only when there is erroneous folder location data in BIRLS or other circumstances preclude the use of an automated request for transfer.





d.	When request for transfer is made through BIRLS, the correspondence clerk will prepare a VA Form 3025 annotated to show the veteran's name, file number, reason for transfer-in, and the requesting element.  The charge card will be filed in the proper sequence in the folder files and suspense procedures will be followed in accordance with current procedures.





e.	Even though BIRLS initiates a request for transfer of a claims folder under certain conditions, the master index record is not updated to show the new location until the folder has been physically and permanently transferred and a COR transaction is input by the transferring station. [EXCEPTION.- On BIRLS requests for permanent transfer, when the claims folder is located at the RPC, the master index record is automatically updated to show location at the requesting station at the time the BIRLS request for transfer is processed.]





NOTE: Temporary transfers are not recorded in the master index record and should not be reported to BIRLS.





14.25	UPDATING LOCATOR INFORMATION IN BIRLS





a.	Notification to BIRLS of the permanent transfer of folders will be made by transmitting a COR transaction using either of the following forms as input documents:





(1)	VA Form 60-7216a, Request for and/or Notice of Transfer of Veterans Records.





(2)	VA Form 60-7213, Index and Locator Master Record File Maintenance Input Sheet.





b.	Routine transmission mode only will be used.
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14.26	USE OF VA FORM 60-7216a





a.	VA Form 60-7216a is primarily used:





(1)	To request permanent transfer of all folders other than claims or  XC-  (i.e.,  DEA,  R&E,  loan  guaranty, principal guardianship, insurance, counseling, etc.). EXCEPTION: VA Form 60-7575, Request for Retired Records or Information, should be used to recall folders other than XC- or DEA from an FARC.





(2)	To request temporary transfer on all folders.





(3)	As the transfer media for movement of folders between offices.





(4)	As the input source document for updating the master index  record  upon  transfer  of  a  claims,  XC-  or DEA folder.





(NOTE: No input will be made when folders other than the aforementioned are transferred.)





b.	The station receiving a BIRLS request for transfer (transferring station) will prepare VA Form 60-7216a in accordance with paragraph 14.29. The transferring station will forward copy 2 of VA Form 60-7216a to the Telecommunications activity to update BIRLS at the time the folder is permanently transferred.  EXCEPTION: When a folder is recalled from an FARC, the receiving station will be responsible for updating BIRLS.





14.27	PROCESSING REQUESTS FOR PERMANENT TRANSFER BY THE TRANSFERRING 


	STATION





a.	All requests for permanent transfer-out of veterans records will be routed to the Correspondence activity prior to forwarding to the Files activity.  This will include requests received via telephone, BIRLS or VA Form 60-7216a.





b.	As appropriate, the correspondence clerk will prepare or complete VA Form 60-7216a in accordance with paragraph 14.29. The completed VA Form 60-7216a (except for copy 5) will be attached to the original transfer request (e.g., BIRLS request or VA Form 119, Report of Contact) and filed in the Correspondence activity pending file.





(1)	A cross-reference flash will be prepared, clearly indicating that the case is a transfer request, and will be placed in the calendar segment of the pending file with a suspense of 3 workdays.





(2)	Copy 5 of VA Form 60-7216a will be forwarded to the Files activity for folder pull.  This copy will present the Files activity with a readily identifiable document.  If the folder is charged out of files, the Files activity will notify the correspondence clerk who will then authorize a special search for the folder.





c.	If the folder cannot be located and transfer action completed within 3 workdays, the correspondence clerk will notify the requesting station by ARS message or FTS.  The correspondence clerk will also notify the unit supervisor and the request will be handled on a priority basis until the folder is located and transfer action completed.





d.	If the folder is a "No Record" at the station receiving the request for transfer, the requesting station will be notified by FTS or priority ARS message.





e.	The Files activity, upon obtaining the folder, will deliver it to the correspondence clerk.  The correspondence clerk will remove all controls from the pending file and ensure that the folder is reviewed by authorization personnel in accordance with paragraph 14.09. The correspondence clerk will then complete transfer action.
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�
14.28	PREPARATION OF VA FORM 60-7216a BY THE REQUESTING STATION FOR


	PERMANENT TRANSFER OF DEA AND R&E FOLDERS AND OTHER ALLIED 


	RECORDS





�


	Item Number	Entry Data��


1A. Station Name and Number	Name of station in possession of folder and 	three-digit


		station number.��1B. Station Name and Number	Name and  three-digit  number  of  requesting station.��1C. Station Name and Number	For regional office use as required.��2. Transaction Type	Preentered.��3. Station Number	Leave blank.��4. Name		See  chapter  2  for  proper  format.   (On   permanent�		transfer of DEA folder,  the  beneficiary's  name  will�		be entered.��5A. File Number (C or XC)	Enter numerals only��5B. File Number (SS or XSS)	Enter numerals only.��6. Service Number	Enter numerals only.��7. Beneficiary Master Record	If DEA folder, enter "I".��8. Type of Transfer	Check (  ) box preceding "Permanent."��9. Other File Number	Other file number as required by station.��10. Teletype Function	Preentered.��11A. Transfer Claims Folder	Leave blank.��11B. Transfer DEA Folder	If DEA folder is being requested, enter check in�		box preceding "OE"; otherwise, leave blank.��12A. through D.	Blank.��13. Other Folder Transfer	Check other folders requested as appropriate.��14. Reason for Transfer	State reason for transfer.��15. Adjudication Action Pending	State whether adjudicative action pending.��16. and 17.	Identifying office, mail routing symbol and date.��18.		Blank.
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�
14.29	PREPARATION OF VA FORM 60-7216a BY THE TRANSFERRING STATION FOR PERMANENT TRANSFER





�a.	 VA Form 60-7216a prepared as a result of a request for transfer will be completed as follows:��	Item Number	Entry Data��


1A.  Station  Name  and   Number	Name and three digit station number to which	folder is


		being transferred.��1B.  Station  Name  and  Number	Leave blank.





1C.  Station  Name  and   Number	Leave blank.��2. Transaction Type	Preentered.��3. Station Number	Enter  three-digit  station  number  of  transferring�		station (even though form shows "zipped" area).��4. Name	See chapter 2 for proper format.��5A. File Number (C or XC)	Enter numerals  only.��5B. File Number (SS or XSS)	Enter numerals  only.��6. Service Number	Enter numerals  only.��7. Beneficiary Master Record	If DEA folder, enter "I".��8. Type of Transfer	Check (  )  box  preceding  "Permanent."  A  check  in


	Temporary"  will  preclude  transmission  to   BIRLS.��9. Other File Number	Other Me number as required by station.��10. Teletype Function	Preentered.��I IA. Transfer Claims Folder	If claims or XC-folder  is  being  transferred,  enter


	check ( ) in  box  preceding  "CL";  otherwise,  leave


	blank.��II B. Receiving  Station  Number	If DEA folder is being transferred, enter check 	in box


	preceding "OE"; otherwise, leave blank.��12A. Date of Transfer	Enter date folder is transferred.��12B.  Receiving  Station  Number	Enter three-digit station number to  which  folder  is�	being transferred.��12C. Transferring Station Number	Enter  three-digit  station  number  of   transferring�	station.��12D. Payee Number	For transfer  of  DEA  folder  only.  Enter  two-digit�	payee number  of  the  beneficiary.  The  three  zeros	will be a  preentered  ARS  function  when  the  payee�	number is entered.
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�	Item Number	Entry Data�


�13.	 Other Folder Transfer	Check other folders transferred as appropriate.��14. 	Reason for Transfer	State  reason  for  transfer  and  other  miscellaneous�		remarks as required.��15.	Adjudication Action Pending	Indicate whether adjudicative action pending.��16. and 17.	Identifying office, mail routing symbol, and date.��18.		Check ( ) and date  stamp  this  block  at  the  time�		copy 2 is  detached  and  sent  to  the 


		Telecommunications activity.





b.	The regional office transferring the folder will also complete those VA Forms 60-7216a prepared by and received from regional offices requesting folders.  The transferring station will complete the form prior to transferring the folder as follows:





	Item Number	Entry Data�


�IA. 	Station Name and Number	Line out data shown in this item.��3. 	Station Number	Enter  three-digit  number  for  transferring   station�		(even though area is shaded).��12A. 	Date of Transfer	Enter date folder is transferred.��12B. 	Receiving Station Number	Enter three-digit station number  to  which  folder  is�	being transferred.��12C. 	Transferring Station Number	Enter  three-digit  station  number   of   transferring station.��12D. 	Payee Number	For  transfer  of  DEA  folder  only.  Enter  two-digit�		payee  number  of  the  beneficiary.  The  three  zeros�		will be  a  preentered  ARS  function  when  the payee�		number is entered.��18.		For transfer  of  claims  or  DEA  folder  only.  Check�		(  ) and date stamp this block at the time copy  2  is�		detached   and   sent   to    the    Telecommunications activity.��14	.30 RECALL OF XC-AND DEA FOLDERS





a.	 All folders recalled from FARC's will be considered permanent transfers.  EXCEPTION: Temporary transfers will continue to be made between FARC's and Central Office and for Philippine cases as described in paragraph 14.19. Folders should be permanently recalled when extracts or photocopies are required.  However, requests for permanent recall and extracts or photocopies may be made by telephone in emergent situations only.  Regional offices should telephone for transfer or extract only if the case is one of the following:





(1)	Congressional or Presidential inquiry;





(2)	Freedom of Information or Privacy Act request;
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(3)	Case involved in litigation;





(4)	Extreme hardship; or





(5)	Station Director's request.





b.	 XC-folders  will  be  recalled  from  FARC's  by  transmitting  to  BIRLS  an  IDL  requesting  transfer.   VA Forms 60-7216a  used  to  request  transfer  of  DEA  folders  will  be  completed  in  accordance  with   paragraph 14.28.  When  preparing  a  VA  Form  60-7216a  requesting  recall  from  an  FARC,  the  name  of  the  station  that retired the folder and the year of retirement will be entered in item 14.





NOTE.  Upon receipt of  an  XC-  or  DEA  folder  from  an  FARC,  the  regional  office  is  responsible  for  updating BIRLS.





c. [(Deleted.)]





d.	XC- or DEA folders received from FARC's will be updated in BIRLS as follows:





(1)	 Copy  2  of  VA  Form  60-7216a  attached  to  a  DEA  folder  will  be  completed  as  outlined  below   and dispatched to the Telecommunications activity for transmission of the notice of transfer to BIRLS.





	Item Number	Entry Data�


3. 	Station Number	Enter three-digit number of receiving station.��12A. 	Date of Transfer	Enter current date.��12B. 	Receiving Station Number	Enter regional office station number.��12C. 	Transferring Station Number	Enter station  number  of  the  FARC  from  which the�		folder was transferred.��12D. Payee Number	Enter beneficiary's payee number.��	(2) VA Form 60-7213 to update XC-folder location in BIRLS will be completed as follows:��	Item Number	Entry Data





SECTION A: INTRODUCTION TO DATA TRANSMISSION INPUT





Transmission Mode	Enter check (   ) in box preceding batched.��Transaction Type	Enter check (  ) in box preceding COR.��Station Number	Enter three-digit station  number  of  the  transmitting�		station.��SECTION B: IDENTIFYING DATA��Name		See chapter 2 for proper format.��Social Security Number	Enter  if  social  security  number  is  veteran's  file�		number.
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�	Item Number	Entry Data�


Claim Number	Enter claim number if it is veteran's file number.��Service Number	Enter numerals only.





SECTION C: NEW, CHANGED, CORRECTED, OR DELETED DATA





New		Circle "NEW."��Claims or OE/WE Folder Location	Encircle  "CL"  and  enter  the  current  date,  station�		receiving the folder, and the station  transferring  the�		folder.��$		Preentered.





[e. At the time the COR transaction is transmitted to BIRLS to update the folder location, BIRLS will automatically generate a notice of death transaction to the Hines DPC if the BIRLS master record contains a date of death.  If the BIRLS master record does not contain the veteran's date of death, the notice of death will not be generated to Hines.  BIRLS will send a message directing the regional office to submit a notice of death transaction to BIRLS.  Procedures outlined in chapter 9 of this manual will than be followed to input a first notice of death to BIRLS.]





14.31	BIRLS REPLY MESSAGES





a.	No reply message will be received on a COR transaction unless there is a transmission error, the file number belongs to another veteran, or a master record does not exist for that veteran or beneficiary.





(1)	If the file number belongs to another veteran, a reject message will be generated containing the identification portion of the transaction followed by the name of veteran to whom the file number belongs.  The data input on the COR transaction will be verified against the reject message and action will be taken to resubmit the COR transaction.





(2)	If the update transaction for transfer of the veteran's or beneficiary's record is rejected with a "No Record for File Maintenance" reply, the input portion of the message will be verified.  If necessary, an IDX transaction will be input to BIRLS to determine if a master record exists for the veteran or beneficiary.  If a master record does not exist, one will be established by submitting an ADD transaction.





b.	The input copy of VA Form 60-7216a will be retained in the Index Control Point for 3 days.  If no reply is received, the form will be disposed of in accordance with Records Control Schedule VB-1, part 1.





14.32	 FINAL DISTRIBUTION OF VA FORM 60-7216a-PERMANENT TRANSFER





a.	Copies I and 2 of VA Form 60-7216a will be attached to the outside flap of the claims folder and the folder routed to the Mail activity.  The Mail activity will stamp the date the folder is mailed in item 18 of VA Form 60-7216a.  After both copies have been date stamped, copy 2 of VA Form 60-7216a win be routed to the Telecommunications activity for transmission to BIRLS to update the folder location.





b.	File copy 3 in the basic folder.  An additional copy win be enclosed when a current VA Form 23-22, Appointment of Veterans Service Organization as Claimant's Representative, is of record.  This copy will be furnished to the service organization at the new station.





c.	Copy 4 will be furnished the service organization of the transferring station if current VA Form 23-22 is of record.
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d.	If the folder to be transferred has not been put under transfer control as outlined in paragraph 14.27, the Files activity must be notified of the transfer-out.  This notification may be made either by VA Form 23-8304 or by a copy of VA Form 60-7216a.





e.	Copy 5 will be utilized by the regional office as needed, or disposed of in accordance with Records Control Schedule VB-1, part I.





14.33	PREPARATION OF VA FORM 60-7216a BY THE REQUESTING STATION ON 


	TEMPORARY TRANSFER





a.	VA installations, including Central Office elements which have need for a folder on a temporary basis, will utilize VA Form 60-7216a as the requesting document.  EXCEPTION: Priority or routine Central Office or field station ARS or FTS request.





b.	VA Form 60-7216a will be prepared as follows:��	Item Number	Entry Data�


1A.	Station  Name  and   Number	Enter  the  name  and  three-digit  station   number of�		the office in possession of the records.��1B.	Station  Name  and  Number	Enter  the  name  and  three-digit  station  number  of�		the office initiating the  request.  The  mail  routing�		symbol of the requester must be shown.��1C.	Station  Name  and  Number	Enter  the  name  and  three-digit  station  number  of�		the office to which the records will be returned.��3.	Station Number	Blank.��4.	Name	Enter name.��5A.	File Number (C or XC)	Enter numerals only.��5B.	File Number (SS or XSS)	Enter numerals only.��8. 	Type of Transfer	Check block preceding "Temporary." This action�		will preclude transmission to BIRLS.��9. Other File Number	Enter other file number as appropriate.��II A. Transfer of Claims  Folder	Check block preceding "CL" if folder being 	requested


		is claims or XC-folder.��II B. Transfer DEA	Check block preceding "OE" if folder being 	requested


		is DEA folder.��12A. through D.	Blank on temporary transfer.��13. Other Folder Transfer	Check other folders requested as appropriate.��14. Reason for Transfer	State reason for transfer.��16. and 17.	Enter regional office, mail routing symbol,  and  date.��18.		Blank.��14-17
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c.	insurance folders charged out of file to an operating element      in VA Centers Philadelphia and St. Paul will not be searched on the basis of VA Form 60-7216a reflecting SQC (Statistical Quality Control) review.  The VA Form 60-7216a will be noted with the chargeout and date and forwarded to the unit chief for return to the Insurance Program Management Division (290B), VA Center, Philadelphia.





d.	Claims folders requested by VA medical centers or outpatient clinics where VA messenger service is utilized, may be charged directly to them by use of the file charge card which eliminates the need for formal transfer procedures.  Proper control must be maintained in the transferring and receiving installations to assure timely return.





14.34	PREPARATION OF VA FORM 60-7216a BY THE TRANSFERRING STATION ON 


	TEMPORARY TRANSFERS





When a station originates a temporary transfer of a claims or allied folder, VA Form 60-7216a will be completed as in paragraph 14.33 with the following exceptions:





	Item Number	Entry Data�


�IA. 	Station Name and Number	Enter the name and three digit station number of�		the office requesting the folder.  The mail routing�		symbol of the requester must be shown.��1B. Station Name and Number	Enter the name and three digit station number of�		the office to which the records will be returned.��IC'. Station Name and Number	Leave blank.��14.35	FINAL DISTRIBUTION OF VA FORM 60-7216a-TEMPORARY TRANSFER





a.	The original will be affixed to the outside of the folder flap for routing purposes.  This will serve as the temporary transfer flash at the receiving station as well as the return document.





b.	Enclose two copies in folder for:





(1)	Receiving station's suspense control.





(2)	Receiving station's service organization, if in  order.





c.	Retain, two copies for transferring station for:





(1)	Transferring station's suspense control.





(2)	Transferring station's service organization, if in order.





d.	 The  Insurance  Files  Unit  in  VA  Centers  Philadelphia  and  St.  Paul  will  file  one  copy  of  VA  Form 60-7216a in the dummy folder prior to forwarding the insurance or DIB folder to the Correspondence activity when the request for temporary transfer is received.





14.36	PREPARATION OF VA FORM 60-7213 TO CORRECT THE HINES DPC MASTER 


	RECORD





The Hines DPC will send transaction messages from the edit, assembly and audit runs to the regional office from which the transaction was received, and VA Form 20-6560, Notice of Benefit Payment Transaction (Hines), to the regional office whose station number is contained in the master record. [These documents should be carefully reviewed to assure that the veteran's or beneficiary's name in the Hines master record matches that in the BIRLS master record.] In the event such documents are received in a station not having
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jurisdiction of the records, the following actions will be taken as appropriate:





a.	The station of jurisdiction will be ascertained through normal procedures.





b.	The documents will be forwarded immediately to the station of jurisdiction.





c.	The station of permanent jurisdiction will prepare VA  Form  60-7213  to  correct  the  station  number  in the Hines master record.  The form will be completed in accordance with paragraph [14.30d(2)]. The three-digit station number of the office shown in the Hines master record will be shown as the transferring station, and the station in possession of the folder will be shown as the receiving station.  In order for BIRLS to transmit the correct location to Hines, the date of transfer input must be later than that shown in BIRLS; thus, the current date will be used as the date of transfer.  The VA Form 60-7213 will then be transmitted to BIRLS which will, in turn, update the Hines master record with the correct folder location.





14.37 PROCESSING OF RECORDS TRANSFERRED-IN PERMANENTLY





Records permanently transferred-in will be checked for completeness, including verifying that the station shown on VA Form 60-7216a as the receiving station is correct.





a.	The original VA Form 60-7216a affixed to the outer flap will be removed, date stamped (current date), and filed down in the center flap of the folder.  One copy will be forwarded to notify the service organization holding current power of attorney, if any.  Copies not needed will be disposed of in accordance with Records Control Schedule VB-1, part 1.





b.	When a claims folder is received with a copy of VA Form 21-8060 attached, the form and folder will be forwarded to the Authorization activity for review and any other required action.





c.	 Envelope containing fiscal records (addressed ATTN: Finance Officer) win be date stamped and forwarded to the Finance activity.  The claims folder will accompany the fiscal records when the transferring station is the Manila regional office.





d.	R&E and DEA folders will be referred to the Authorization activity.





e.	The claims folder will be  charged  and  routed  to  the  Authorization  activity  when  VA  Form  60-7216a indicates "Adjudication Action Pending" or if the folder is transferred because of the death of a veteran.  Excepted will be folders received from the Manila regional office.  Folders received from [that] station will be routed to the Finance activity for removal of fiscal records and review.  Immediately upon completion of review by the Finance activity, the folder will be forwarded to the Authorization activity.





f.	The  correspondence clerk will prepare VA Form 3025 for folders received on permanent transfer, if the folder was not requested.  File charge cards for folders referred to operating elements will be appropriately posted.  If the charge card was previously prepared, furnish the Files activity with the recharge information.





14.38	TRANSFER OF CLAIMS OR MISCELLANEOUS CORRESPONDENCE RECEIVED 


	FROM SERVICE ORGANIZATION REPRESENTATIVES





Service organization representatives submitting claims or correspondence on behalf of a veteran or dependent will be advised by VA Form 23-8304 when the claim or correspondence is transferred to the jurisdiction of another station having possession of the veteran's claims folder.





14.39	TRANSFER OF VETERAN'S MISCELLANEOUS RECORDS





a.	When a single VA Form 60-3029 is used for a batch transmittal, the term "Bulk Mail" will be inserted in the space provided for the veteran's name.
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b.	The loan or return of medical and service records to the Department of Defense will be made as provided by MP-1, part 11, chapter 12.  Such records will be transmitted by a copy of the service department form requesting return of records or FL [60-12], Transmittal of Records to Other Government Agency.  Show mail routing symbol of requesting element, as well as the veteran's name, file number, service number, and social security number, if known, on all correspondence relating to these requests.





14.40	 DISPATCH OF RECORDS





a.	AU records will be placed inside the parent claims folder for transfer purposes, except that "restricted access" or "classified" records will be transferred as outlined in paragraph 10.04. When X-ray film must be transmitted under separate cover, the veteran's name and file number will be entered on the film jacket, and the VA Form 60-7216a in the claims folder will be posted to indicate the separate transmission of the related X-ray film.





b.	All records transferred must be in good condition and will be renovated prior to transfer, if necessary.





14.41	 PROMPTNESS OF TRANSFER AND FOLLOW-UP





a.	 The transfer-out of veterans records will normally be completed within 3 workdays of receipt of a request.  When transfer cannot be effected within 3 workdays, the requesting office will be kept informed as to the current status of the transfer.





b.	Follow-up requests received subsequent to the date of transfer and miscellaneous correspondence relating to the transfer will be filed in the temporary military file after all indicated action has been taken.





c.	Routine follow-up for all records on temporary transfer to Central Office will not be made until 6 months after date of transfer.  AU follow-up requests will be addressed to the Central Office element to which the folder was originally transferred showing the same mail routing symbol.  If second requests are necessary, they will be conspicuously marked "Second Request." VA Form 60-7216a will be used for follow-up purposes.  Item 14, Reason for Transfer, will show the date of original temporary transfer to the Central Office element.





d.	Initial suspense for return of records on temporary transfer to other offices will be established at 30 days.





14A2	DUAL CLAIMANT OR PAYEE CASES





a.	 When a person claims or is receiving compensation, dependency and indemnity compensation, pension, insurance or indemnity based on the service of two or more deceased veterans, the XC-folders involved will be permanently transferred to the office having jurisdiction over the address of the person considered to be the dual Claimant.  Records located in regional offices or centers will be transferred to the Washington Regional Office, if one of the cases involved may not be decentralized from the Washington Regional Office.





b.	If the claim of the dual claimant, based on the service of one of the veterans, is denied and there are other payees, that folder will be returned to the office having jurisdiction over the residence of the other payees; the order of preference being [surviving spouse] , youngest child, mother and father.





14.43	REQUEST FOR RECORDS IN DUAL CLAIMANT CASES





Upon receipt in a regional office of a claim for benefits which indicates the claimant is receiving or claiming benefits based on the service of a second veteran, action will be taken to associate the XC-folders involved.  The office receiving the claim, if the claimant's address is within its territorial jurisdiction, will request transfer of either or both of the XC-folders involved.  The request must include information as to the type of claim filed, relationship of the claimant to the deceased veterans, and the claimant's address.  If the location of either folder is not known, it will be requested by an IDL transaction to BIRLS.  If jurisdiction over XC-folders involved in a dual claimant case is not settled between offices in possession of the XC-folders, the office in receipt of the claim will present all pertinent information concerning the cases to the Chief Benefits Director (23 1 A) for determination.
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