Veterans Benefits Administration	M21-1, Part V

Department of Veterans Affairs                                   	                                   Change 28

Washington, DC  20420	April 1, 2004





              Veterans Benefits Manual M21-1, Part V, “Computer Processing,” is changed as follows:



Pages 9-1 and 9-2:  Remove these pages and substitute pages 9-1 and 9-2, attached.



Paragraph 9.01a clarifies that employees classified as Veterans Claims Examiners, as well as Veterans Service Representatives, at the GS-11 or GS-12 level may have CAUT-C&P authority.  A note is added that, for the purposes of this manual, unless stated otherwise, the term “Veterans Service Representatives” includes Veterans Claims Examiners.



Paragraph 9.01b. is revised to show that three signature awards are now required only in cases of retroactive awards of benefits exceeding $25,000.  The third signature must be that of the Service Center Manager or a supervisory designee no lower than a Coach.  This revision also directs that any retroactive award exceeding $25,000 and involving an incompetent beneficiary should be forwarded, before authorization, to the supervisor of the Fiduciary Activity  for review of the payment method.



Pages 14-i through 14-10:  File pages 14-i through 14-10, attached.



Chapter 14 is added to provide information about Direct Deposit/Electronic Funds Transfer (DD/EFT) procedures.



Rescission:  Change 27 dated March 1, 2004.



By Direction of the Under Secretary for Benefits









Ronald J. Henke, Director

Compensation and Pension Service



Distribution:     RPC:   2068 

FD:                  EX:      ASO and AR (included in RPC 2068) 
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CHAPTER 9.  AUTHORIZATION AND THE 501 SCREEN



9.01  AUTHORIZATION POLICY



	a.  Basic Requirements.  All awards and disallowances generated under the CADT or CADJ commands are subject to review and approval by both a Veterans Service Representative (which includes an employee classified as a Veterans Claims Examiner) and an authorizer.  The authorization command (CAUT-C&P) authority should be limited to GS-11 and GS-12 Veterans Service Representatives (or Veterans Claims Examiners) or higher.  The separate authorization for burials (CAUT-BUR) may be issued to employees below the GS-11 level.  The signatures and dates will be entered in the spaces provided on the award document prior to authorization (CAUT) on the 501 screen.



Note 1:  All award documents must be signed in ink.



Note 2:  For the purposes of this manual, unless stated otherwise, the term “Veterans Service Representatives” includes Veterans Claims Examiners.  



	b.  Three-Signature Awards.  In addition to the signature of a veterans service representative (VSR) and approval of an authorizer, the Veterans Service Center Manager (VSCM) or supervisory designee not lower than a coach is required to review and approve awards authorizing, in the case of original or reopened awards, retroactive payment of any benefit exceeding $25,000.  If a retroactive award exceeding $25,000 involves an incompetent beneficiary, forward it to the supervisor of the Fiduciary Activity for review of the payment method before payment is authorized.  



	(1)  Although a BDN-generated message, “AWARD OVER 1 YEAR RETRO – REVIEW IF INCREASE” will be printed on the award document with an effective date more than 1 year in the past, a third signature is necessary only in the instance cited above.



	(2)  A BDN-generated message, "POTENTIAL LARGE RETRO �symbol 45 \f "Symbol" \s 11�-� REVIEW," will be printed on the award document whenever the award data, without consideration of prior pay, would indicate potential payment as described above.  Authorization will consider prior pay when determining whether a third signature is necessary.



	(3) The VSCM or supervisory designee not lower than a coach will sign, date and add his or her title in the lower right margin beneath the authorizer's signature on the award document.



	c.  Importance of Accuracy.  Accuracy as to form and content is essential.



	(1)  The signature on an award by a veterans service representative or authorizer is a certification the findings of fact and law therein are correct and the person named thereon is entitled to the benefits authorized under the provisions of the applicable laws.



	(2)  Absolute accuracy is especially important in entries of effective dates and retroactive data where errors may not be detected by computer edit or audit.
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9.02  SCREEN DATA



	a.  TRANSACTION.  The three-digit transaction code followed by AWARD or DISALLOWANCE depending on the issue.  Codes include (* = Any Valid Modifier):



			11*	=	C&P Original Award

			13*	=	C&P Amended Award

			27	=	C&P Disallowance

			05*	=	Burial Award

			05*	=	Burial Disallowance

			09*	=	Stop Payment

			10*	=	Suspend

			16*	=	Resume



	b.  RELATED ISSUES.  A display of all related issues on the PIF for the file number. Displays a two-digit payee number followed by the three-digit end product code for all claims and all payees on this file number.



	c.  AUTHORIZED.  Used to indicate if a claim has been approved.  Enter a Y for approval or N if approval is not granted.  If N is entered, no other entries on the screen are permitted and the disposition screen will be displayed for proper routing for required corrective action.  Destroy the award document print if authorization approval is denied.



	d.  SUPPLEMENTAL PAYMENT.  Use this field to indicate a supplemental amount is being paid on a burial claim.  The only valid entry is Y and entry is restricted to burial awards.



	e.  COLLECTION CODE.  A code describing a debt owed to the government from a previous award.  Acceptable entries are 0, 1, 2 and 5.  The data for this field are entered by the Finance activity under the FISA command and are displayed at the time of authorization.  Prior to authorization of an original or reopened award, review the M01 screen to determine if there is any existing overpayment.  If there is, refer the file and the award to the Operations Section of the Finance activity.  The Finance activity will enter the appropriate collection code and collection amount and notify the claimant of the action to be taken.



	f.  AMOUNT.  Entry must be completed as dollars, decimal and cents.  No entry is accepted if COLLECTION CODE is 2.



	g.  LETTER SUPPRESSOR.  If entered, the normally-generated award/disallowance letter is precluded.  The only valid entry is X.  If entered, no entries are permitted in the SPECIAL LETTER ATTACHMENTS fields.



Note:  During GAP processing, if the system determines it cannot generate a letter, the letter suppressor will be automatically set and the message DICTATED LETTER REQUIRED displayed.  The specific reason why a letter cannot be generated is printed as remarks on the dedicated award print.



	h.  FOLDER PULL REQUIRED.  Used only for education issues.
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1.  General Information on the DD/EFT Program

 

Introduction�This topic contains general information on the Direct Deposit/Electronic Funds Transfer (DD/EFT) program.  It includes information on the



·	definition of DD/EFT

·	requirement for payment through DD/EFT, and 

·	types of payments not made through DD/EFT.��  

a.  Definition:  DD/EFT�Direct Deposit/Electronic Funds Transfer (DD/EFT) is the electronic transfer of a beneficiary’s payment from VA Treasury directly into the beneficiary’s bank account.�� 

Reference:  For information on the Department of the Treasury’s policies for the DD/EFT program, see MP-4, Part IV, Chapter 6.��

b.  Requirement for Payment Through DD/EFT�Public Law 104-134 made it mandatory for compensation and pension payments to be made through DD/EFT.��

Exception:  Compensation and pension payments will not be made through DD/EFT if the beneficiary certifies that 



·	he/she does not have a bank account, or

·	there are other circumstances which would cause DD/EFT to be a hardship.�� 

c.  Types of Payments Not Made Through DD/EFT�Types of payments which are not made through DD/EFT include



·	burial allowances

·	clothing allowances

·	special payments, and

·	payments to foreign banks.�� 

											

�							

2.  Enrollment in the DD/EFT Program		

 

Introduction�This topic contains information on enrollment in the DD/EFT program.  It includes information on 



·	acceptable financial institutions

·	unacceptable financial institutions

·	minimum required information

·	acceptable enrollment methods

·	accepting telephonic requests, and

·	referring the caller to the Direct Deposit Center.�� 

a.  Acceptable Financial Institutions�DD/EFT of a beneficiary’s compensation or pension payment may be made to



·	banks

·	savings and loans

·	credit unions, or

·	mutual savings banks.�� 

b.  Unacceptable Financial Institutions�DD/EFT may not be made to



·	credit card companies

·	finance companies

·	brokerage firms

·	insurance companies, or

·	other non-traditional financial services companies.�� 

c.  Minimum Required Information�The minimum identifying information required to process a DD/EFT enrollment includes the 



·	beneficiary’s name and VA claim number

·	routing number of the financial institution

·	beneficiary’s account number at the financial institution, and

·	type of account (checking or savings).��

Continued on next page
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d.  Acceptable Enrollment Methods�To enroll in the DD/EFT program, the beneficiary may use any of the following methods:



·	benefit application forms, including

-	 VA Form 21-526, Veteran’s Application for Compensation or Pension

-	VA Form 21-527, Income-Net Worth and Employment Statement, and

-	VA Form 21-534, Application for Dependency and Indemnity Compensation, Death Pension and Accrued Benefits by a Surviving Spouse or Child

·	Direct Deposit enrollment forms, including

-	Standard Form 1199A, Direct Deposit Sign-Up Form

-	VA Form 24-0296, Direct Deposit Enrollment, and

-	VA Form 19951, Get Direct Deposit

·	bank forms, such as canceled or voided checks and deposit slips

·	signed statements, or

·	telephonic requests. �� 

e.  Accepting Telephonic Requests�Accept telephonic requests for DD/EFT enrollment from either 



·	the beneficiary (or the beneficiary’s fiduciary, if the beneficiary is incompetent), or

·	a representative of the financial institution.��

Important:  If a representative of the financial institution calls, the beneficiary (or fiduciary) must be present at the time of the call.�� 

Reference:  For more information on fiduciary payees, see 14.5 (TBD).��

f.  Referring the Caller to the Direct Deposit Center�The Direct Deposit Center is a toll-free telephone unit located at the Muskogee regional office which can provide assistance with DD/EFT enrollments.  



Refer the caller to the Direct Deposit Center at 1-877-838-2778 if the caller is unable to provide the minimum required information listed in 14.2.c (TBD) and a call back is necessary.�� 

	

3.  Processing DD/EFT Requests	 



Introduction�This topic contains information on processing DD/EFT requests.  It includes information on 



·	locating DD/EFT data on a check

·	entering data on the 601 screen

·	required entries and data description

·	reject messages

·	DD/EFT acknowledgement letters, and

·	accounts receivable and terminated master records.�� 

a.  Locating DD/EFT Data on a Check�Use the table below to locate DD/EFT data items on the front of a check.��

Item�Location on Check�Description��Routing number�Lower left corner�Nine-digit all numeric field preceded and followed by the symbol “l:”  The routing number identifies the financial institution

Note:  The ninth digit is called the “check digit.”��Account number�Lower middle area�Up to 17 positions with both alpha and numeric characters  It identifies the individual’s account��Check serial number�To the right of the account number

Note:  In some cases, it may be coded between the routing number and the account number.�Identifies the number of a particular check

Important:  Be careful not to record the check serial number as part of the account number.  Contact the financial institution if in doubt.��

Continued on next page
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�styleref "Block Label"�a.  Locating DD/EFT Data on a Check� (continued)��

Item�Location�Description��“Payable Through”�Lower left side under the logo of the financial institution, if applicable�Indicates that a contractor is involved with processing certain transactions for the primary financial institution.

Note:  When “Payable Through” is shown on the check, the routing number on the check most likely belongs to the primary contracting financial institution.  Contact the primary financial institution to verify the correct routing number. ��Name of financial institution�Lower left corner 

Note:  There may be a memo, note or “for” line between the name and the routing number.���Account title information�Upper left corner�Indicates the person or persons entitled to the proceeds of the account

Notes:

·	The name of the beneficiary must appear in the account title, except in the case of a fiduciary.

·	Joint accounts are acceptable. ��

Continued on next page
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b.  Entering Data on the 601 Screen  �Process DD/EFT transactions by entering the data directly onto the Change of Address (CADD)-601 screen via the SHARE application.  This will automatically update the C&P master record.��

Notes:  

·	If a change of residence address is also required, process the change of address and DD/EFT transactions separately.

·	DD/EFT processing can be performed by any station, regardless of jurisdiction of claims folder.��

Reference:  For more information on the 601 screen and CADD transactions, see M21-1, Part V, paragraph 13.05 (TBD).�� 

c.  Required Entries and Data Description�The table below  describes the required entries on the 601 screen.



Note:  An entry in the “DD/EFT LTR SUPPRESS” field is optional. ��

Field Title�Entry�Description��DD/EFT; CHG�“X”�DD/EFT establishment or change��CANCEL�“X”�DD/EFT cancellation��ROUTING�8 numeric; no entry if canceling DD/EFT�First 8 digits of routing number on check��CHECK DIGIT�1 numeric; no entry if canceling DD/EFT�9th digit of routing number on check��TYPE ACCT�“C” or “S”; no entry if canceling DD/EFT�Beneficiary’s checking or savings account��ACCT NO�Maximum of 17 numbers, letters and hyphens; no entry if canceling DD/EFT �Beneficiary’s account number on check��DD/EFT LTR SUPPRESS�“X” or blank�Suppresses DD/EFT acknowledgement letter or special paragraphs��

Continued on next page
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d.  Reject Messages Due to Data Edits �If the DD/EFT data entered in a 601 screen field does not pass the edit criteria



·	self-explanatory reject messages, such as “Invalid Data,” will appear in      the legend on the 601 screen, and

·	the applicable field  will be highlighted.��

e.  Reject Messages Due to Entries in Mutually Exclusive Fields�Reject messages will also appear when an “X” is entered in



·	both the DD/EFT CHG and CANCEL fields

·	the DD/EFT CANCEL field, if the ROUTING, CHECK DIGIT, TYPE ACCT, and/or ACCT NO fields are also input, or

·	the DD/EFT CANCEL field, but the ROUTING, CHECK DIGIT, TYPE ACCT, and/or ACCT NO fields are not displayed from the master record.�� 

 f.  Letter of Notification�When initial DD/EFT enrollments are processed in the master record, a computer-generated letter is sent to the beneficiary acknowledging the election of DD/EFT, unless the DD/EFT LTR SUPPRESS indicator was checked on the 601 screen. ��

Note: When DD/EFT and award transactions are processed simultaneously, the award notification letter will include special paragraphs acknowledging the election of DD/EFT.     �� 

g.  Accounts Receivable and Terminated Master Records�Any DD/EFT data entered for a Type D (Accounts Receivable) or Type E (Terminated) master record will be rejected.  Likewise, when the payment status of a master record is terminated, any existing DD/EFT status will be automatically canceled.�� 

Note:  For more information on cancellation of DD/EFT enrollments, see 14.4.d (TBD).��



�												

4.  Change, Suspension or Termination of DD/EFT Enrollments

 

Introduction�This topic includes information on change, suspension or termination of DD/EFT enrollments.  It includes information on



·	processing changes in financial institutions

·	adjustment of duplicate file number transactions

·	suspension of DD/EFT enrollment

·	cancellation of DD/EFT enrollment, and

·	termination of DD/EFT enrollment.�� 

a.  Processing Changes in Financial Institutions�A DD/EFT transaction is a permanent authorization which will remain in effect indefinitely unless changed or cancelled.  A beneficiary may choose to have payments deposited in a different financial institution by requesting a change either orally or in writing.  When a request for a change of financial institution is received, process the change in the same manner as a DD/EFT enrollment as shown in 14.3 (TBD).�� 

Note:  Processing the DD/EFT enrollment request for the new financial institution will automatically cancel the prior authorization.   ��

b.  Adjustment of Duplicate File Number Transactions�When a transaction code 26, Adjustment of Duplicate File Number, is processed on an account under the DD/EFT program, the DD/EFT status will be automatically reestablished under the new number.�� 

c.  Suspension of DD/EFT Enrollment�If a case is in active DD/EFT status, any recurring, retroactive or irregular payment authorized for the beneficiary will be directed to the financial institution. 



When the master record goes into a “no pay” status because of suspension, total withholding, and so forth, the DD/EFT status will be suspended but retained in the record.  When the award is resumed, any payment will again be made via DD/EFT.��

Continued on next page
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d.  Cancellation of DD/EFT Enrollment�A DD/EFT authorization will be automatically canceled when a 



·	DD/EFT enrollment is processed for a new financial institution

·	notice of death is processed

·	master record is terminated, or

·	payment is returned by the financial institution.�� 

e.  Termination of DD/EFT Enrollment�The beneficiary may request termination of DD/EFT enrollment in writing or orally.  If an oral request is received via telephone contact, the VA employee receiving the request should prepare VA Form 119, Report of Contact, documenting the oral request.�� 

�

5.  Fiduciary Payees



Introduction�This topic contains information on fiduciary payees.  It includes information on 



·	review by the Fiduciary activity

·	guardianship file copy of the enrollment request, and

·	canceling an incompetent beneficiary’s enrollment.�� 

a.  Review by the Fiduciary Activity�Any DD/EFT enrollment request submitted by a fiduciary payee must be forwarded to the Fiduciary activity for their review prior to processing.  After the request is approved by the Fiduciary activity, it will be returned to the Veterans Service Center for processing. �� 

b.  Guardianship File Copy of the Enrollment Request�A copy of all DD/EFT enrollment requests for fiduciary payees should be included in the principal guardianship file.  The copy will alert the Fiduciary activity of any existing DD/EFT enrollment when a fiduciary is discontinued or a successor is appointed.  �� 

c.  Canceling  Enrollments in Fiduciary Cases  �When a fiduciary is discontinued or a beneficiary is rated competent, the Fiduciary activity must ensure that any existing DD/EFT enrollment is canceled.��  
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