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CHAPTER 3.  INPUT PROCEDURES





PROCEDURES FOR VA FORM 22-1907a





Special Handling of VA Form 22-1907a.  Following completion of award preparation, and Finance activity review for addition of accounts receivable and special payment information if necessary, copies 2 and 5 of VA Form 22-1907a, Authorization of Subsistence Allowance, will be referred without the R&E folder to personnel responsible for batching transmittals to DPC Hines.  These personnel will take the following action to control and transmit these and other chapter 31 documents.





Copy 2 of VA Form 22-1907a will be separated by type of action (item 4 on the form).





For each transmittal, which will be done daily unless there are no documents to transmit on a given day, a VA Form 20-6888, ADP Transmittal Control Sheet - CP&E, will be completed in an original and one copy.  Item 2 will be fully completed to include D, which will be a one-up serial number to be reinitialized with the first transmittal in each calendar year.  Each type of document will be listed under “Special Handling Input” and the document totals will be entered.  The “Remarks” section will be clearly annotated to the effect:  ‘Attention Fiscal Operations Section (353):  Chapter 31 Input Documents.’  On the reverse of the VA Form 20-6888, under a separate handling of each type of form being transmitted, the claim numbers of each document of the given type will be listed.  These procedures will allow the Fiscal Operations Section to control the receipt of documents from Field stations.





The original VA Form 20-6888 will then be attached to copy 2 of the VA Forms 22-1907a and to any other chapter 31 actions being sent.  This transmittal will be separate from other CP&E transmittals and will be addressed as follows:





	VA DPC Hines (353)


	Fiscal Operations Section


	Lock Box 66303


	AMF O’Hare, IL  60666





The copy of the VA Form 20-6888 will be filed with copy 5 of VA Form 22-1907a in the holding file as a local control.





Other Than Award Transactions.  Other documents will be processed as follows:





Notice of Death of Veteran Receiving Compensation.  Input to change the C&P master record will, under common input processing, cause a change in the Chapter 31 payment master record only for transaction 28, NOD (Notice of Death).  Transaction 10S, suspend pay for an incomplete NOD without the date of death, will not generate a change in the chapter 31 record.  Consequently, if the veteran’s chapter 31 award cannot be terminated DLP (date of last payment) in sufficient time to prevent issuance of a subsistence allowance check following the veteran’s reported death, a suspend pay action must be submitted separately by teletype to DPC Hines (see subpar. c below).
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All Other Non-Award Transactions.  All other non-award transactions, as well as NOD (trans 28) for veterans not receiving compensation, to update the chapter 31 payment record must be hand coded on the appropriate document which must be carefully identified as ‘Chapter 31 only,’ separated by type of transaction, and forwarded daily to DPC Hines to the same address as the VA Forms 22-1907a (see subpar. a above).  Non-award documents may be submitted in the same transmittal as awards but must be separately batched.  The claim number for each document forwarded must be listed for each type on the reverse of the VA Form 20-6888 used to transmit the documents to the Hines DPC (see subpar. a above).





Review of VA Form 20-6566.  Personnel batching transmittals should carefully review the address segment of each VA Form 20-6566, Change of Name and Address Notice, submitted for chapter 31 changes only to insure that each line contains no more than 19 characters.  Any VA Form 20-6566 found in this review which has 20 characters in any line should be returned to the originator for recoding.





Change of station.  To notify the Hines DPC of a change of station, the adjudicator responsible for the case will prepare a VA Form 3230, Reference Slip, addressed to the Hines DPC (201/353) for transmittal with other non-award documents.  The VA Form 3230 will be signed and dated by the adjudicator and will have the following format:





Necessary Action





     SUBJ:  Change of Station From   (Old Sta. No.)  


                                           To      (New Sta. No.)





   Veteran’s File Number


   Veteran’s Stub Name





Teletype Hold Check Action.  When there is nonentitlement for a particular month and it is too late to process a stop-payment action, the adjudicator or the C&R section will have a hold check action sent to DPC Hines by teletype.  A copy of the suspend notice and the document on which the suspend action was taken will be filed in the R&E folder.  The following format will be used:





  VA DPC HINES/353





  CHICAGO ILL





  SUSPEND PAYMENT OF CHAPTER 31 SUBSISTENCE ALLOWANC CHECK





  (CLAIM NUMBER, VETERAN’S NAME AND ZIP CODE).
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