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CHAPTER 22. TRANSFER OF RECORDS








22.01	GENERAL





a.	All requests for the permanent transfer of insurance records will be sent to the MASU (Miscellaneous Accounts and Service Unit) which will be responsible for the assembly, receipt and dispatch of records. If the transfer cannot be accomplished within a reasonable time, the requesting office will be advised by teletype or telephone of the reason for delay and the approximate date of transfer.





b.	When priority processing is necessary in the transfer of insurance records, the request will be made by teletype or FTS (Federal Telecommunications System). All transfers of records will be shipped via airmail.





c.	All applications for conversion, change of plan, RH insurance, etc., received in the St. Paul VA center indicating premiums are to be paid by allotment from service or retirement pay, deduction from VA benefits or employee payroll deduction, will be sent with the insurance records to the Philadelphia VA center. Before releasing the insurance records, the St. Paul VA center will acknowledge the application and inform the insured of the reason for the transfer. [ j





d.	All pending actions if possible, will be completed before the transfer is made. Unprocessed applications [ j and other material on which action cannot be completed including an RPO ([ l VA Form 29-5886b, Insurance Record Printout) with pending transactions will be secured to the outside of the folder.





e.	The Philadelphia VA center will retain all insurance records maintained by that office except when partial records located in the Philadelphia VA center are requested for active accounts under the jurisdiction of the St. Paul VA center.





22.02	AUTHORITY FOR TRANSFER OF RECORDS





a.	The St. Paul VA center will transfer insurance records to the Philadelphia VA center upon receipt of the following:





(l)	Acceptable authorization for deduction from benefit payments. ( j





(2)	Address changes received that will identify the insurance records as Philippine accounts.





(3)	Evidence of establishment of allotment from service or retirement pay. [ j





(4)	Evidence that the account has been placed on employer payroll deduction plan.





(5)	Evidence that the policyholder has active USGLI K insurance.





NOTE:	If the insured has less than $10,000 NSLI in force and a K number is shown, request the Philadelphia VA center to furnish status of the USGLI account. If they report the K insurance as being inactive, do not transfer the NSLI records.





(6)	Teletype or telephone message originated by the Philadelphia VA center furnishing a valid reason for transfer.





b.	On rare occasions and under unusual conditions when good judgment dictates that the transfer of records should be made, the Director of the VA center can authorize such transfer. A letter signed by the Director, explaining the reason for transfer, will be sent with the records.





c.	On a split case when both the husband and wife carry National Service Life Insurance and one account is in the Philadelphia VA center and the other is in the St. Paul VA center, the address for insurance purposes will govern the jurisdiction for the retention or transfer of the insurance records. If one of the accounts should be other than direct pay (allotment, deduction from benefit payments, payroll deduction, retirement pay), the St. Paul VA center will transfer its records to the Philadelphia VA center regardless of billing address. In addition, if one of the accounts is an active USGLI account, the records will be transferred to the Philadelphia VA center.
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22.03	PROCESSING TRANSFER OF RECORDS





a.	VA Form 29~97, Request for Transfer of Insurance Records, will be used to initiate action to create the necessary file maintenance transactions to delete the master record in the transferring office and insert the master record in the receiving office.





b.	The delete transactions will show TV batch numbers, and insert transactions will show RV batch numbers on the transaction history lists. The transactions will also be identified by these batch numbers on the general ledger total list.





c.	The VA Form 29A97 will be completed by the MASU as outlined in MP-6, part II, supplement No. 2.1, section


108.00.





d.	If the reason for transfer is the receipt of an acceptable authorization for deduction from benefit payments, evidence of establishment of allotment from service or retirement bay or payroll deduction plan, VA Form 29-5892a, Policy Input Card, will be prepared to establish a freeze and a 951 callup 90 or 120 days after the current date.





e.	If the deductions are for a loan payment only, a VA Form 29-5895a, Pending Transaction Input [Card-ADP j (instead of VA Form 29-5892a), will be prepared to insert a nonfreeze diary message LOAN PAYMENT with a 953 callup. The diary period will be 120 days for allotment and service retirement pay and 90 days for payroll and DFB accounts.





f.	The VA Form 29A97 and other clerically prepared input will be sent to the (Analysis and Control Section, data processing center.





g.	An RPO reason code TRD to (OFFICE) will be received in the MASU when the VA Form 29-497 has been accepted by the system. When this RPO is received, it will be attached to the outside of the folder. A second RPO with reason code TV will be received indicating that the master record has been deleted. This RPO will be filed in the folder.





h.	An RPO reason code 988 will be generated when there is no match on the name code. A corrected VA Fom~ 29A97 will be prepared.





i.	When the file maintenance transaction to delete the master record is rejected, an RPO reason code 99A and rejected card(s) will be generated. The clerk will prepare the necessary input documents, using TB batch numbers in accordance with existing instructions, except that the control accounts will be as follows:





			Account	Account


	Account Number	Title	Debit	Credit





	6112	Loan	62	01�	6131	Lien	64	05�	6212	Dividend Credits/Deposits	10	66�	6214	Unapplied Collections	14	70�	6419	Face Amount	51	68








NOTE:	If clerically prepared input is processed to delete the master record, a TV RPO will not be received. (RPO reason code DLT will be generated.) When the DLT RPO is received, action will be taken to transfer the records. When clerically prepared input is required to delete the master record (TB batch number), the records for transfer will be routed through the Accounting Section, Finance [activity].
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j.	A temporary master record cannot be transferred tape-to-tape. The clerk will prepare the following inputs to delete the temporary master record:





(l)	VA Form 29-5895a, transaction type 008, will be prepared to insert the diary message PENDINGS IN ARU. This will cause the system to delete all of the pending transactions.





(2)	A VA Form 29-5895a, transaction type 098, will be prepared to delete the diary message.





(3)	A VA Form 29-5897a, Accounting Control Input, transaction type 099 (reason code 07), will De prepared to delete the temporary master record. A DLT reason code RPO will be received.





(4)	The pending transaction items will be received in the MASU and will consist of VA Forms 29- 5954, Excess of 10 Pending Transaction Control Card, VA Forms 29-5954a, Excess of 10 Pending Transaction Work Card, and a listing in terminal digit order by insurance file number. Totals of the listing will be verified with the Accounting Section, Finance and Data Processing Division. The listing will be filed in the MASU by day number order.





(5)	The VA Forms 29-5954, both money and non money items, and the transmittal sheet will be sent to the data processing center for gang-punching the DN (day number) disposed and disposal code F. A three-part listing of the cards will be prepared.





(6)	Upon receipt of the listings, transmittal sheet, new VA Form 29-5954 and corresponding 5081 (stock cards), the totals on the listing and transmittal sheet will be verified. The original copy of the listing will be noted disposal code F and forwarded to the Accounting Section, Finance and Data Processing Division. Copy 1 of the listing will be noted with batch number TRB and filed in MASU by disposal day number order. Copy 2 of the listing will be cut after each file number and attached around the corresponding VA Forms 29-5954, 29-5954a, and 5081 cards.





(7)	This type of transfer of records will be routed through the Accounting Section, Finance and Data $ Processing Division.





k.	Prior to the transfer of any record, a search will be made for the following items which will be included in the transfer of records:





(1)	Check the excess of 10 pending transactions, off-tape lien, liability and finance indebtedness files.





(2)	Check for any Unassociated remittance which will be transferred under separate cover as outlined in chapter 21 of this manual.





l.	The insurance folder and premium record cards will be requested and the following action taken:





(1)	Prepare VA Form 07-7216, Request for and/or Notice of Transfer of Veterans Records, in quintuplet as follows:





(a)	Item 1-Station name and number to which records are being transferred





(b)	Items 2 through 7-Leave blank





(c)	Item 8-File number





(d)	Item 9A-Last name of insured





(e)	Item 9B-First name of insured





(f)	Item 9C-Middle initial or name
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(g)	Item 10-Type of folder





(h)	Item 11-Type of transfer





(i)	Item 12-Reason for transfer





(j)	Items 13A through l3D-Leave blank





(k)	Item 14-Remarks (items included in transfer)





(l)	Items 15 and 16-Leave blank





(m)	Item 17-Name of originating office and station number





(n)	Item 18-Date form prepared.





NOTE:	Four copies of VA Form Q4-721 6 will be attached to the folder and one copy retained in the MASU.





(2)	A VA Form Q~~7264, Dummy Index Card, will be completed as follows:





(a)	Insured's full name


(b)	File number


(c)	Social security number


(d)	Other identifying numbers


(e)	Transferred to





(3)	A l0" x 15" plain manila envelope (transfer envelope) will be prepared. This will be a locally overprinted envelope with captions for the file number, insured's name and the address of the VA center to which the records are being transferred. The clerk will enter the insurance file number and the name of the insured.








(4)	When the payment of premiums will be by deduction from benefit payments, allotment from service pay, service retirement pay or payroll deductions, a VA Form 29-5783, Notice of Transfer of National Service Life


J	Insurance Records, will be released to the insured. For all other types of accounts, the insured will be notified by letter.





(5)	When an application is received, such as conversion, change of plan, etc., and premiums are to be paid by allotment from service or retirement pay, deduction from VA benefits or payroll deduction, the application will be acknowledged and the veteran told of the reason for the transfer of records. This will be accomplished by a locally overprinted letter and released at the time of transfer by the MASU.





22.04	PROCESSING BY THE RECEIVING OFFICE





a.	When the tape-to-tape transfer or a clerical insert of a master record has been accomplished, the MASU will receive an RPO with reason code RV. The RV RPO will be held until the folder and associated records are received from the transferring office. When the records are received, the information contained on the RV and TV or DLT RPO's will be reviewed. If the master record was properly transferred, file the RPO's in the insurance folder.





b.	When the input to insert the master record in the receiving office is rejected, an RPO with reason code 99A-XFTTR will be received. This will indicate a duplicate master record. When this occurs, request the transferring office to furnish a complete transaction history print and a record of the dividend payments made prior to 1964. When the TV RPO and records are received, a complete review will be made to adjust the master record. Adjustment of control accounts will be made by a memorandum to the Finance and Data Processing Division.
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c.	The Philadelphia office will receive a copy of the general ledger totals list for each office. This list will be used-by the Finance and Data Processing Division to reconcile all transfer actions.





d.	When an account on which deduction is to be made from VA benefits is received, VA Form 29-5~26, Request for DFB Action, will be prepared for release to the Hines DPC, and VA Form 29-5707, Acknowledgment-Request for Deduction From Benefit Payments, will be prepared and sent to the insured.





22.05	TEMPORARY TRANSFER OF RECORDS





Procedures covering temporary transfer of insurance records are outlined in MP I, part I, chapter 14, paragraph 14.13.
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