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Section B.  Mail Management

Overview

 PRIVATE INFOTYPE="OTHER" 
	In this Section
	This section contains the following topics:


	Topic
	Topic Name
	See Page

	5
	Classifying Mail
	1-B-2

	6
	Handling Incoming and In-Process Mail
	1-B-4

	7
	Handling Mail That Could Result in a Reduction or Termination of Benefits
	1-B-15

	8
	Handling Miscellaneous Mail
	1-B-17

	9
	Handling Outgoing Mail
	1-B-23


5.  Classifying Mail

	Change Date
	September 16, 2014


 PRIVATE INFOTYPE="PRINCIPLE" 
	a.  Classes of Mail
	The table below describes the four classes of mail Veterans Service Centers (VSCs) and Pension Management Centers (PMCs) routinely handle.


	Mail Class
	Description

	Incoming
	Mail pertaining to claims for benefits that originates from outside the VSC/PMC.  It includes the following four subclasses:

· priority mail

· action mail

· file mail, and

· unidentified mail.

Reference:  For more information about handling incoming mail, see M21-1MR, Part III, Subpart ii, 1.B.6.

	In-Process
	Mail pertaining to an issue the VSC/PMC is already controlling/tracking through applications that include

· Share

· the Veterans Appeals Control and Locator System (VACOLS), and

· the Veterans Benefits Management System (VBMS).

References:  For more information about

· placing claims under control in

· Share, see the Share User’s Guide, or

· VBMS, see the VBMS User Guide
· placing appeals under control in VACOLS, see the VACOLS User Guide, or
· handling in-process mail, see M21-1MR, Part III, Subpart ii, 1.B.6.


Continued on next page

5.  Classifying Mail, Continued

	a.  Classes of Mail (continued)


	Mail Class
	Description

	Miscellaneous
	Mail that neither constitutes an original claim for benefits (thereby requiring the creation of a claims folder) nor can be associated with an existing claims folder.  It includes the following five subclasses:

· military file 

· no record mail

· pending transfer in (PTI)

· pending transfer out (PTO)
· search mail (does not exist in a paperless environment), and

· undeliverable mail.

Reference:  For more information about handling miscellaneous mail, see M21-1MR, Part III, Subpart ii, 1.B.8.

	Outgoing
	Mail the VSC/PMC releases to entities outside the VSC/PMC.  It includes the following three subclasses:

· express mail

· intraoffice mail, and

· regular/routine outgoing mail.

Reference:  For more information about handling outgoing mail, see M21-1MR, Part III, Subpart ii, 1.B.9.


	References:  For more information about the entities within a regional office (RO) that are responsible for mail management, see M21-1MR, Part III, Subpart ii, 1.A.4.


6.  Handling Incoming and In-Process Mail
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains instructions for handling incoming and in-process mail, including
· subclasses of incoming mail
· handling priority and action mail
· placing claims, work items, and write-outs under end product (EP) control
· handling file mail
· handling unidentified mail, and

· handling in-process mail.


	Change Date
	September 16, 2014


Continued on next page

6.  Handling Incoming and In-Process Mail, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	a.  Subclasses of Incoming Mail
	The table below describes the four subclasses of incoming mail.


	Subclass
	Description

	Priority
	Claims the Department of Veterans Affairs (VA) receives from

· any claimant who is

· terminally ill

· experiencing extreme financial hardship, or

· a survivor of a former prisoner of war (FPOW), or

· a current or former member of the armed forces who

· was seriously injured/very seriously injured (SI/VSI) in service and is not already receiving VA disability benefits

· is an FPOW
· is homeless according to 42 U.S.C. 11302
· served during the Global War on Terror (GWOT) and meets the requirements in VBA Letter 20-07-19, or

· received the Medal of Honor.
Notes:  

· RO management may decide to include additional types of mail in this subclass.

· The Department of Defense (DoD) or an experienced Intake Analyst (IA) determines whether a current or former member of the armed forces was seriously injured/very seriously injured in service.

	Action
	All forms and letters the VSC/PMC
· does not consider priority mail, and

· receives from sources outside the VSC/PMC.

	File
	Mail that requires no action or response by VA.  This includes copies of system-generated letters that the Hines and Philadelphia information technology centers (ITCs) send to ROs for record-keeping purposes only.

	Unidentified
	Mail that does not reference a Veteran or cannot be associated with a Veteran because the mail does not contain sufficient information about the Veteran to allow for accurate identification.


Continued on next page
6.  Handling Incoming and In-Process Mail, Continued

 PRIVATE INFOTYPE="PROCEDURE" 
	b.  Handling Priority and Action Mail
	VSCs/PMCs must complete the steps in the table below within seven days of receipt of priority or action mail from the mailroom.


	Step
	Action

	1
	Is the incoming mail a notice of disagreement (NOD) or related in any other way to an appeal of a VSC/PMC or Board of Veterans Appeals decision?

· If no, proceed to the Step 2.

· If yes, follow the instructions in the table below.

If ...

Then ...

the incoming mail is an NOD

establish end product (EP) 170 and a VACOLS record.

the NOD will be processed in a paperless environment

· upload a copy of the mail into the appellant’s eFolder (unless the eFolder already contains a copy), and

· proceed no further.
the NOD will not be processed in a paperless environment

· route the mail to the Appeals team, and

· proceed no further.

Notes:

· When establishing EP 170, select

· a suspense date that is 30 days in the future, and

· Pending Initial Development as the suspense reason.

· When establishing a VACOLS record, use the NOD Received diary and enter
· the date of receipt of the NOD, and

· the date of the decision notice associated with the NOD.
Reference:  For more information about
· the Appeals Team, see M21-1MR, Part III, Subpart i, 1.5, or
· using VACOLS, see the VACOLS User Guide.


Continued on next page

6.  Handling Incoming and In-Process Mail, Continued

	b.  Handling Priority and Action Mail (continued)


	Step
	Action

	2
	Check the Control of Veterans Records System (COVERS) to determine whether a claims folder exists.

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

	3
	Follow the instructions in the table below.

If ...

Then ...

a claims folder exists

proceed to the next step.
· no claims folder exists, and
· the VSC/PMC will not process the mail in a paperless environment

· follow the instructions in M21-1MR, Part III, Subpart ii, 3.B for creating a claims folder, and

· proceed to the next step.

· no claims folder exists, and
· the VSC/PMC will process the mail in VBMS

· establish a claims folder in COVERS only (Do not create a physical claims folder.)

· ensure proper entries are made in the STATION and LOCATION fields

· activate the electronic PLCP (paperless claims processing) folder flash, and
· proceed to the next step.
a Veteran has an electronic claims folder (eFolder) only, because VA is processing or has processed his/her claim(s) in a paperless environment
proceed to the next step without creating a new claims folder.
 

	4
	Does the incoming mail represent a claim for benefits that has not been placed under EP control?
· If yes, proceed to the next step.

· If no, proceed to Step 7.


Continued on next page

6.  Handling Incoming and In-Process Mail, Continued

	b.  Handling Priority and Action Mail (continued)


	Step
	Action

	5
	If the VSC/PMC will process the claim in VBMS, place the claim under EP control in VBMS.  Otherwise, place it under control in Share.
References:  For more information about placing claims, work items, and write-outs under EP control, see M21-1MR, Part III, Subpart ii, 1.B.6.c.

	6
	Follow the instructions in the table below.

If the form of the incoming mail is ...

Then ...

paper
annotate the mail to reflect the
· EP established

· date the EP was established, and

· initials of the employee who established the EP.

electronic
add a permanent note in VBMS that identifies
· the EP established, and

· the date the EP was established.
Reference:  The VBMS User Guide contains instructions for adding notes in VBMS.

	7
	Does the mail make reference to contentions or include evidence that has not yet been recorded in Modern Award Processing – Development (MAP-D) and/or VBMS?

· If yes, proceed to the next step.

· If no, proceed to the Step 10.


Continued on next page

6.  Handling Incoming and In-Process Mail, Continued

	b.  Handling Priority and Action Mail (continued)


	Step
	Action

	8
	Follow the instructions in the table below.
If …

Then …

the VSC/PMC is processing the corresponding claim in VBMS

· update VBMS to reflect
· current contentions
· special issues associated with the contentions, and
· evidence VA has received, and

· add to the first contention (if not already in place) a special issue that reflects the specific claim-processing lane to which the IA assigned the claim.
the VSC/PMC will not process the corresponding claim in VBMS

update MAP-D to reflect
· current contentions
· special issues associated with the contentions, and 

· evidence VA has received in connection with the claim.

References:  For information about

· making updates to MAP-D, see the MAP-D User’s Guide
· making updates to VBMS, see the VBMS User Guide
· managing evidence in VBMS, see the job instruction sheet titled Managing Evidence, or
· adding special issues in VBMS, see the job aid titled Adding Special Issues in VBMS.


Continued on next page

6.  Handling Incoming and In-Process Mail, Continued

	b.  Handling Priority and Action Mail (continued)


	Step
	Action

	9
	Follow the instructions in the table below.

If the form of the incoming mail is ...

Then ...

paper

annotate the mail in the lower, right-hand corner of the top page to reflect
· the update(s) made in Step 8
· the initials of the employee that made the update(s), and

· the current date.
electronic

add a permanent note in VBMS or MAP-D (whichever system is being used) that describes the update(s) made in Step 9.
Reference:  The VBMS User Guide contains instructions for adding notes in VBMS.

	10
	Make any necessary updates to the corporate record (such as a change of address) necessitated by new information contained in the incoming mail.

	11
	Is the VSC/PMC processing or will the VSC/PMC process the mail in a paperless environment?

· If yes, proceed to the next step.
· If no,

· send the mail to the file bank for association with and pulling of the corresponding claims folder, and
· proceed no further. 

	12
	Is the VSC/PMC processing or will the VSC/PMC process the mail in VBMS?

· If yes, proceed to the next step.

· If no, proceed to Step 16.


Continued on next page

6.  Handling Incoming and In-Process Mail, Continued

	b.  Handling Priority and Action Mail (continued)


	Step
	Action

	13
	Does the VSC/PMC have custody of a claims folder it has not yet shipped to a designated vendor for conversion into an electronic format (scanning)?

· If no, proceed to the next step.

· If yes, 

· request the corresponding claims folder from the file bank, and

· proceed to the next step. 

	14
	Ship the mail (and corresponding claims folder, if applicable) to the appropriate scanning vendor according to the instructions in the Transformation Initiatives and Pilots (TIP) sheet titled Veterans Claims Intake Program (VCIP).

	15
	Does the mail require processing by a different VSC/PMC?
· If no, proceed no further.

· If yes,
· transfer jurisdiction by following the instructions in the TIP sheet titled Transferring Out VBMS Claims, and
· proceed no further.

	16
	Fax the mail into the corresponding eFolder in Virtual VA or ship it to the address shown below, where PMC personnel will scan the mail and upload it into Virtual VA.
Capture Unit

St. Paul PMC

1 Federal Drive

St. Paul, MN  55111-4000

Important:  When shipping mail to the St. Paul PMC, mark the shipping container with the following:

BDD-PLCP

DO NOT OPEN IN THE

MAILROOM


Continued on next page

6.  Handling Incoming and In-Process Mail, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	c.  Placing Claims, Work Items, and Write-Outs Under EP Control
	VSCs/PMCs use VBMS, Share, and other computer applications to control their pending workload.  This workload is not limited to claims for VA benefits, as it also includes electronic “work items” and paper “write-outs,” which are computer-generated notices that require action by the VSC/PMC that receives them.

When establishing control in VBMS or Share, users must select/enter the appropriate

· EP

· claim label, and

· date of claim.

Except as noted in the table below, the date of claim for claims for VA benefits is the earliest date VA received the claim in any of its facilities, to include its medical centers.

The table below also contains instructions for

· using EP 930, and

· determining the date of claim for work items and write-outs.


	When ...
	Then ...

	establishing control of a pre-discharge claim
	use a future date of claim (the day after the anticipated date of separation from service).

Exception:  If the pre-discharge claim will be processed in VBMS, follow the instructions in the VBMS job instruction sheet  titled Pre-Discharge Claim Establishment.

	a VSC/PMC employee prematurely

· clears a pending EP, or

· closes a pending claim
	reestablish control, using

· EP 930, and

· the original date of claim.

	establishing control of a write-out or work item that bears or contains the phrase Processing Date – Cycle [Cycle Number], [Month]/ [Year]
	use the Schedule of Operations to determine the appropriate date of claim.


Continued on next page

6.  Handling Incoming and In-Process Mail, Continued

	c.  Placing Claims, Work Items, and Write-Outs Under EP Control (continued)


	When ...
	Then ...

	establishing control of a write-out or work item that does not bear or contain the phrase Processing Date – Cycle [Cycle Number], [Month]/ [Year]
	use the date of the write-out or work item as the date of claim.  If no date is shown, use the date of the VSC’s/PMC’s review as the date of claim.


	References:  For more information about 

· using Share, see the Share User’s Guide
· establishing control of claims that will be processed in VBMS, see the TIP sheet titled VBMS Claims Establishment
· establishing control of pre-discharge claims, see M21-1MR, Part III, Subpart i, 2.A.2
· EPs, see M21-4, Appendix C
· claim labels, see Available Claim Labels on Compensation Service’s Share User & Help Guides web page, or
· work items, see the VETSNET 800 Series Work Items Desk Reference.


 PRIVATE INFOTYPE="PRINCIPLE" 
	d.  Handling File Mail
	Route all file mail to the file bank for association with the corresponding claims folder.
Exception:  If only an eFolder exists, convert the file mail into an electronic format and upload it into the appropriate eFolder according to the instructions that begin with Step 12 of the procedure outlined in M21-1MR, Part III, Subpart ii, 1.B.6.b.
Important:  Do not place file mail under control in VBMS, Share, or VACOLs.
References:  For more information on filing material in claims folders, see M21-1MR, Part III, Subpart ii, 3.C.8.c.


Continued on next page

6.  Handling Incoming and In-Process Mail, Continued

 PRIVATE INFOTYPE="PROCEDURE" 
	e.  Handling Unidentified Mail
	If a return address exists for mail that does not reference a Veteran or cannot be associated with a Veteran because the mail does not contain sufficient information about the Veteran to allow for accurate identification, 

· return the mail to the sender, and
· ask the sender to

· identify the Veteran to whom the mail refers, and/or
· provide sufficient information (claim number, social security number, branch of service, dates of service, etc.) to allow VA to identify the Veteran within its systems of record.

If no return address exists, follow the instructions in M21-1MR, Part III, Subpart ii, 1.B.8.a for handling “no-record” mail.


 PRIVATE INFOTYPE="PROCEDURE" 
	f.  Handling In-Process Mail
	Upon identifying in-process mail, follow the instructions that begin with Step 7 of the procedure outlined in M21-1MR, Part III, Subpart ii, 1.B.6.b.


7.  Handling Mail That Could Result in a Reduction or Termination of Benefits
 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains instructions for handling mail that could result in a reduction or termination of benefits, including

· examples of mail that could result in a reduction or termination of benefits, and

· establishing controls to minimize overpayments.


	Change Date
	September 16, 2014


 PRIVATE INFOTYPE="PRINCIPLE" 
	a.  Examples of Mail That Could Result in a Reduction or Termination of Benefits
	Examples of mail that could result in a reduction or termination of benefits include
· mail related to one of the matching programs discussed in M21-1MR, Part X, or
· a notice of

· death

· incarceration

· a change in the status of a beneficiary’s dependent(s), or
· hospitalization that requires adjustment of a beneficiary’s award under

· 38 CFR 3.551, or

· 38 CFR 3.552.


Continued on next page

7.  Handling Mail That Could Result in a Reduction or Termination of Benefits, Continued

 PRIVATE INFOTYPE="PRINCIPLE" 
	b.  Establishing Controls to Minimize Overpayments
	In order to minimize overpayments, VSCs/PMCs must expeditiously process any information they receive that suggests a reduction or termination of benefits may be in order.  If a delay in processing the information is likely, they must
· establish appropriate system controls to ensure action is initiated within 30 days, and
· ensure follow-up actions are taken in a timely manner.
To monitor timeliness in completing action on these cases, VSCs/PMCs must establish an EP 693 to run concurrently with the controlling EP until all actions are completed.  The table below contains instructions for determining the correct date of claim for the EP 693: 


	If the source of the information is ...
	Then the date of claim for the EP 693 is ...

	the beneficiary or a third party
	the date the RO received the information.

	messages generated as a result of the matching programs discussed in M21-1MR, Part X
	the date shown on the message or, if no date is shown, the date the VSC/PMC reviews the message.

	an EP 800-series work item
	the same as the date of claim for the EP 800-series work item.


	Reference:  For more information about EP 800-series work items, see the VETSNET 800 Series Work Items Desk Reference.


8.  Handling Miscellaneous Mail

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains instructions for handling miscellaneous mail, including

· descriptions of miscellaneous mail
· procedures for handling miscellaneous mail, and

· handling undeliverable mail.


	Change Date
	September 16, 2014


 PRIVATE INFOTYPE="CONCEPT" 
	a.  Descriptions of Miscellaneous Mail
	The table below describes the six categories of miscellaneous mail.


	Mail Category
	Description

	Military File
	For a description of the contents of the
· military file, see M21-1MR, Part III, Subpart ii, 4.H.25.a, or
· temporary military file, see M21-1MR, Part III, Subpart ii, 4.H.26.a.

	No Record
	Mail that refers to a Veteran for whom there is no 
· corporate record, or
· claims folder (or eFolder).

	PTI
	Mail that requires action by the RO that received it (because it has jurisdiction), but the corresponding claims folder is in the custody of another RO or a federal records center (FRC).

	PTO
	Mail that belongs with another RO because it has jurisdiction.

	Search
	Mail defined as controlled active mail that a file clerk is unable to associate with a claims folder because there is an indication that the claims folder is charged out of the local file bank.


Continued on next page

8.  Handling Miscellaneous Mail, Continued

	a.  Descriptions of Miscellaneous Mail (continued)


	Mail Category
	Description

	Undeliverable
	Correspondence VA sent to a claimant, beneficiary, or third party that the U.S. Postal Service (USPS) subsequently returned due to an insufficient or invalid address, expired forwarding order, or inability to identify the addressee.


	Reference:  See M21-1MR, Part III, Subpart ii, Chapter 5 for more information about

· claim jurisdiction, and 

· transferring claims folders into and out of an RO.


 PRIVATE INFOTYPE="PROCEDURE" 
	b.  Procedures for Handling Miscellaneous Mail
	The table below contains procedures for handling miscellaneous mail.


	Mail Category
	Procedure

	Military File
	· Organize the material in alphabetical order by calendar year, and

· maintain it in the military file.

Note:  At the end of each calendar year, close the military file and dispose of it according to RCS VB-1, Part 1, Section III, Administrative, Item No. 03-132.200.

Reference:  For more information on military file mail, see 

· M21-1MR, Part III, Subpart ii, 4.H.25, and

· M21-1MR, Part III, Subpart ii, 4.H.26.


Continued on next page

8.  Handling Miscellaneous Mail, Continued

	b.  Procedures for Handling Miscellaneous Mail (continued)


	Mail Category
	Procedure

	No Record
	· Annotate the top area of the mail with

· the initials of the employee who is handling the mail
· NR (for “no record”), and

· the current date.

· File the mail in the location designated for the storage of no-record mail.  Organize the mail alphabetically and then by date of receipt in the VSC/PMC.

· Eighteen months after the date of receipt, destroy the mail in accordance with RCS VB-1, Part I, Section VI.

	PTI
	Within seven days of receipt of the mail, follow the instructions in
· steps 4 through 10 of the procedure described in M21-1MR, Part III, Subpart ii, 1.B.6.b, and
· the table below.

If ...

Then ...

the VSC/PMC will process the mail in a paperless environment
follow the instructions that begin with Step 12 of the procedure outlined in M21-1MR, Part III, Subpart ii, 1.B.6.b.
the VSC/PMC will not process the mail in a paperless environment
· request permanent transfer of the claims folder to the RO according to instructions in M21-1MR, Part III, Subpart ii, 5.E.19, 20, and 21, and
· store the mail in a designated location until the claims folder arrives.

 


Continued on next page

8.  Handling Miscellaneous Mail, Continued

	b.  Procedures for Handling Miscellaneous Mail (continued)


	Mail Category
	Procedure

	PTO
	If the mail will be processed in VBMS, take the actions described in the table below.  Otherwise, route the mail to the RO of jurisdiction (ROJ) within 24 hours of receipt of the mail. 
Step

Action

1

Follow the instructions in M21-1MR, Part III, Subpart ii, 1.B.6.b.

2

If jurisdiction has not been transferred to the correct ROJ, follow the instructions in the TIP sheet titled Transferring Out VBMS Claims.
 

	Search
	Determine the current location of the claims folder within the RO and attach the mail to the front of it.
Reference:  For more information about active mail searches, see M21-1MR, Part III, Subpart ii, 4.B.9.

	Undeliverable
	Follow the instructions in M21-1MR, Part III, Subpart ii, 1.B.8.c when the USPS returns mail as undeliverable.


Continued on next page

8.  Handling Miscellaneous Mail, Continued

 PRIVATE INFOTYPE="PROCEDURE" 
	c.  Handling Undeliverable Mail
	When the USPS returns mail as undeliverable, follow the steps in the table below.  As soon as a current address is identified,
· update the corporate record to reflect the new address, and
· resend the mail to the new address.

Notes:  If attempts to obtain a current address are unsuccessful, and the intended recipient has a(n)
· traditional claims folder,
· reverse-file the mail in the center section of the claims folder, and

· resend the mail when a valid address becomes available, or

· eFolder only, 

· ensure an electronic copy of the front of the envelope in which the mail was returned exists in the eFolder, and
· resend the mail when a valid address becomes available.


	Step
	Action

	1
	Review the claims folder to ensure the current address of record was used.

	2
	Check to see whether the USPS attached a yellow sticker to the front of the envelope that shows a forwarding address.

	3
	· Attempt to obtain a current address from the intended recipient of the undeliverable mail by contacting him/her by telephone.
· Document attempts to contact the recipient, whether successful or not, on VA Form 27-0820, Report of General Information.

	4
	Use the Search All in List command in Share to determine whether either the pending issue or corporate record has a different, more recent address.

	5
	Check the Compensation and Pension Record Interchange (CAPRI) to determine if the Veterans Health Administration (VHA) has a more recent address. 
Note:  If the last date of medical treatment was after the claimant last corresponded with the VSC/PMC, the VHA record may contain a more recent address.

Reference:  For more information about using CAPRI, see the CAPRI User Manual.


Continued on next page

8.  Handling Miscellaneous Mail, Continued

	c.  Handling Undeliverable Mail (continued)


	Step
	Action

	6
	Utilize an address locator service, such as CLEAR, to identify the current address. 
Notes:

· CLEAR is available only to individuals specifically authorized for access to this service.

· A list of the websites searched should be documented in the claims folder.

Reference:  For information about using CLEAR, see the CLEAR Quick-Start Training Guide and Reference Manual.

	7
	Using the Share inquiry command, determine whether Social Security has a current address.

	8
	If the addressee is receiving VA benefits, fax or mail a request for his/her current address to the financial institution where VA deposits the benefits. 

Reference:  For sample language to use in the request to the financial institution, see M21-1MR, Part X, 8.5.


	Reference:  For more information about using Share and updating the corporate record, see the Share User’s Guide.


9.  Handling Outgoing Mail

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains instructions for handling outgoing mail, including

· descriptions of outgoing mail, and

· procedures for handling outgoing mail.


	Change Date
	September 16, 2014


 PRIVATE INFOTYPE="CONCEPT" 
	a.  Descriptions of Outgoing Mail
	The table below describes the three categories of outgoing mail.


	Mail Category
	Description

	Express
	Mail the addressee must receive by the most expedient means.

	Intraoffice
	Mail that requires delivery to other operating elements within an RO.

	Regular/

Routine/

PTO
	· Letters and forms an RO sends to a person or place outside the RO that do not require expedited delivery.
· Interoffice mail for VA medical facilities, other ROs, the Records Management Center (RMC), or VA Central Office (VACO).


 PRIVATE INFOTYPE="PROCEDURE"  

	b.  Procedures for Handling Outgoing Mail
	The table below contains procedures for handling outgoing mail.


	Mail Category
	Procedure

	Express
	· Hand deliver the mail to the RO’s mailroom

· complete an air bill from the express mail contract carrier
· document the tracking number for the mail and keep it until the intended recipient has received the mail, and

· follow any other procedures for sending express mail that the operating element responsible for mailroom services has established.
Note:  VSCs/PMCs are responsible for maintaining a supply of air bills.


Continued on next page

9.  Handling Outgoing Mail, Continued

	b.  Procedures for Handling Outgoing Mail (continued)


	Mail Category
	Procedure

	Intraoffice
	Clearly identify the intended recipient to include the appropriate mail routing symbol.

	Regular/

Routine
	· Separate mail into two batches based on the last two digits (“terminal digits”) of the corresponding file number:

· 00-49, and

· 50-99

· arrange the mail in each batch by double-terminal-digit sequence (last four numbers of the file number)

· mark the mail clearly to show
· its destination

· the name of the intended recipient

· the location of the RO (if applicable), and

· the routing symbol (if applicable) and

· batch separate categories of mail, as

· processed notices of death that belong in claims folders  that VA’s Records Management Center (RMC) maintains
· action mail, and

· file mail, excluding
· transmittals (also referred to as “buck slips”)

· OF 41, Routing and Transmittal Slip, or
· print-outs of corporate record information or data as displayed on a computer monitor.

Note:  Send mail to the RMC on a daily basis.  Attach to the mail an OF 41 that the Veterans Service Center Manager (VSCM)/Pension Management Service Manager (PMCM) or designee no lower than a Coach has signed, certifying that the mail requires no further action and belongs in a claims folder in the RMC’s custody.


[image: image1.png]


[image: image2.png]


[image: image3.png]


[image: image4.png]



Final

1-B-1
1-B-4




1-B-1

