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The Reviewer will understand:
* FAC recommended changes

* The purpose for the Review and Step-by-Step
Guides

* How to use the guides when completing IQRs
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To establish consistency when performing IQRs:

* Three role specific Review Guides and Step by
Step Guides created for

* Field Examiner IQRs
* Fiduciary Service Representative IQRs
* Legal Instruments Examiner IQRs

e M21-4, Chapter 8
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FAC Recommendations

No recommended changes to IQR checklists

* FEIQR (26 claim transaction types)
v’ 14 claim transactions removed

* LIEIQR (28 claim transaction types)
v" 9 claim transactions removed

* FSRIQR (23 claim transaction types)
v"No recommended changes
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FAC Recommended Changes - FEIQR

Review: Review ! Claim Tran saction FAC Recommen d ation Workgroup Conour?
FEIGR |Ba{kg'o|.r: Check Mitigating Evidence [Closed) Keepthistransaction. It isimportant that Mitigations for CBlare reviewed.
Remaove this transzaction. The CBI mitigation should be reviewed on dozed adtivity as the open will not
FEIQR Eagl und Check Mitigating Evidence have actions completed to review. ez
Remove this tranzaction. The employee adding 3 note to the system should not qualify for an entire
FEIQR Eeneficiary Note Activity quality review. Further the checkiists were not developed to perform a guality review on anote. =
Remaove this transaction. Establishing a daim should not constitute an enitre quality review . Further, the
FEIGR Claim Establishment quality checkfists do not capture this element. Es.
FEIGR Clozed Only Keepthiz tranzaction for QMS review. This i an entire field exam review.
FEIQR Field Exam Remaove thiz transzaction. Thiz activity will be induded in the validation or dozed only review. ex.
Remaove this transaction. Suspense date updates, while important should not be considered for an entire
FEIGR ial Susp Cnly quality review. Futher, they don't offer many tasks to be reviewed from the guality checklists. es.
FEIQR Allegation Activity Keep this tranzaction we will need to review Mizuze activity. &5
FEWQR Determination Activity Do not concur, FE are not involved in this part of the process. FEonly recommends No
FEIGR Found Activity Do not concur, FE are not invelved in this part of the process. FE only recommend:s. No
FEIGR Investization Activity Keepthis transaction. Misue investigation nesdsto be quality reviewed. yes
FEIGR No Mizuse ACtiity Do not concur, FE are not invelved in this part of the process. FE only recommend:s. No
Remove this transaction. Suspense date updates, while important should not be considered for an entire
FEIGR Non-Material Su & U pdate quality review. Futher, they don't offer many tasks to be reviewed per the quality checkists. yes.
Keepthis transaction for QMS review. Thiz can be reviewed to show that development activity was
FEIGR Other Developm ent Activity [Closed) completed correctly.
Remove thiz transaction for QMS review. Opening Development Activity i the beginning to 3 process
FEIQR (Other Development Adtivity [Open) and will notaccurately show completed work. M21-4 Appendix F
if not system
FEIGR (Out of System Fidudary Letter Remaove this transaction. This activity will be incduded in the validation or dosed on by review. zenerated
FEIGR Ready for Decision Remave this transaction. The FE typically does not work with cases that are made RFD. yes.
Remaove this transaction. Cases are made ready to work when they are validated to the F5R far review.
FEIGR Ready to Work Thils will be reviewed under the wlidation tansaction. Es.
Remave this transaction for QMS review. Workflow Activity can be any number of in-process system
updates. These transactions are often confusing for the ORT to interpret the transaction or activity by
FEIGR (workflow ACtivity the employee. These transactions do not match wel with the current checkiist. =
FEIQR (workflow Activity Field Exam Assigned Remove this transaction. This transaction happens whenwork is blizhed and azsigned to the FE. £5. St Up COMECt EF
FEIGR (workflow activity Field Exam validation keepthis transaction for QMS review. This is an entire field exam review.
FEIQR (Workflow Activity Fund Usage Review Approved Keept ransaction. There may beinstances when FEs are completing FUR.
FEIGR (wWorkflow Activity Fund U sage Review Rejected kKeept ransaction. Some of the Hubs are using FEs for Fund Usage Review work.
FEIQR (Workflow Activity Suspend Benefits Keept ransaction. We will need to review suspended benefit activities.
FEIGR (Wiorkflow Activity Wheneabouts Unknown - 15t Attemp| Remove this tranzaction. This activity will be induded in the validation or dosed only review. yes
FEIGR (workflow Activity whereabouts Unknown - 2nd Attem|| Remove this transaction. This activity will be incuded in the validation or dozed only review. =
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FAC Recommended Changes - LIEIQR

Review : Revi: Claim Transaction FAC Recommendation Wo rkgroup Concur?
LIE KR Accounting Audit Tool Approved Rem ove this transaction for QMS review. This will be captured when the accounting is approved. yes
LE QR Accounting Audit Tool Disapproved Rem ove this transaction. This activity will be reviewed when the acccounting is disapproved. yes
Rem ove this transaction. The employee adding a note to the system should not qualify for an entire yes with same
LIE IR Beneficiary Note Activity quality review. Furtherthe checkiists were not developed to perform a quality review ona note. stipulations as FEs
LIE KR Claim Establishment Keep this transaction. Wie need to ensure the LIE is establishing the work correctly.
LIE QR Closed Only Keep this transaction. These are completed work items that can be reviewed against the checklist.
Rem ove this transaction. Suspense date updates, whileimportant should not be considered for an entire
LIE IR haterial Suspenze Only qguality review. Futher, they don't offer many tasks to be reviewed from the guality checlists. yEE
LIE KR Mizuze Allegation Adiity Keep this transaction we will need to review Mis
LIE IKOR Tl Dretermination Activity ranzaction we will nesd to review
LIE IR M Found Activity ransaction we will need ta review Mi
LIE KIR [ GRC Activity ransaction we will need to re
LIE IR M Investization Activity ransaction we will need to revie
LIE QR [ ransaction we will need to re
LIE IR M £ ReCon ACtivity Completed Keep this transaction we wil
Rem ove this transaction. Susp date updates, whilei ant should not be considered for an entire
LEE QR Non-Material Suspense Update quality review. Futher, they don't offer many tasks to be reviewed per the quality checkfists. Y
Keep this transacton for QWS review. Thiz can be reviewed to show that development acinity was
LIE IR Other Development Activity [Closed) completed comecthy.
Remove this transaction for QMS review. Opening Devel opment Activity i the beginning to a process
LIE IR (Other Development Activity {Open) and will not accurately show completed work. yEE
LIE IR Out of System Fdudary Letter Rem ove this transaction. This activity will be included in the validation or closed only review. yEE
LIE IR Ready to Work Keep this tranzaction. Thiz can be reviewesd when cazes are determined to be ready for further activity.
LIE IR Tracked tem Creation Remove this transaction. The Hubs were instructed not to use tracked items. yes
Remove this transaction for QMS review. Workflow Activity can be any number of in-process system
updates. These transactions are oftenconfusing for the QRT to interpret the transaction or activity by
LIE IR Workfiow activity the employee These transactions do not match well with the current checkiist. yes
LEE QR 'workflow Activity Accounting Approved Keep thiz transaction. This should be reviewed when the accounting iz approved.
LIE KR workflow ACtivity Accounting Disapproved Keep this transaction. We need to ensure acoountings are dizapproved acourately.
LIE KIR 'workflow Activity Accounting Disapproved Follow Up Remove this transaction for QMS review. This will be captured when the accounting is disapproved. Mo. past due letter
LIE KIR workflow Activity Field Exam Assigned Keep this transaction. Itis important thatthe correct field exam was established by the LIE.
FEIGR workfiow Activity Field Exam validation Rem ove this transaction. LIES do not validate field exams. yes
LIE KR 'workflow Activity Fund Usage Review Approved Keep this transaction. The approval of 2 fund usage review needs to be reviswed.
LIE IR Workflow Activity Fund Usage Review Rejected Keep this transaction. Wie need to ensure fund usaze reviews are rejected accurately.
Remove thiz tranzaction. Retuming 2 Tiel exam for additonal action is not coversed in the curment quality|
LEE QR 'workflow Activity Returned Feld Exam checWists. Y
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FAC Recommended Changes - FSRIQR

Review: Rev Claim Transaction

FAC Recommendation

Workgroup Concur?

FSRIGQR Accounting Audit Tool Approved
FSRIGQR Authorized

FSRIGQR foward

FSRIGQR Beneficiary Note Activity

FSRIGQR Claim Establishment

FSRIGQR Closed Only

FSRIGQR Material Suspense Only

FSRIGQR Misuse Found Activity

FSRIGQR Misuse Recon Activity Completed
FSRIGQR Mon-Material Suspense Update
FSRIGQR Other Development Activity [Closed)
FSRIGQR Out of System Fiduciary Letter

FSRIOR Rating Decision Complete

FSRIOR Ready for Decision

FSRIOR Ready to Work

FSRIOR Returned by Other

FSRIGQR Tracked Item Creation

FSRIGQR Tracked Item in Error

FSRIOR Workflow Activity

FSRIOR Waorkflow Activity Field Exam Assigned
FSRIOR Waorkflow Activity Field Exam Validation
FSRIOR Waorkflow Activity Fund Usage Review Rejected
FSRIOR Waorkflow Activity Returned Field Exam

Choose VA
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Quality Action Plan Workgroup

* Nine hub SMEs participated

* Broken out into three position types
v' 3 SMEs work on FEIQRs
v' 3 SMEs work on LIEIQRs
v' 3 SMEs work on FSRIQRs

* Created Review Guide and Step by Step Guide

* Eight Hub QRT Peer Reviewed Final Products
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Error descriptor for IQR checklist
Created an explanation of error
Provided possible manual references

Followed style found in M21-4, Chapter 8§,

Appendix A.b. and B.b.

Will be published in updated M21-4, Chapter

3
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Review Guide Sample - FEIQR

FIELD EXAMINER (FE) REVIEW GUIDE

The fallowing is an explanation of the checklist questians found in FEIQRS.

*  agrees to use the funds
solely For the Veteran and
the Veteran's depandents,
and execute a VA Form
21P-4703.

designation was nat
made corneckly.

designated based on the findings listed
below

The Yeteran is incapable of handling
thee Vi benedit payable, with ar
withaut superdision, and the spouse

* Isrecognized asa
dependent by VA

*  bastheabdii bg handle
funds and is qualified ta
receive and administer the
v funds payahble

* onsents tooactas a
fiduciary and is willing to
perform the duties of a
fiduciary

# iz nat barrec from serdng
pricr o appaintment
per FPM, Part I, 2.C.6.0

#  meets the CBI criteria

per FPM, Part L, 2.C.6.k

and

[Error Descrpilon Ex Fogslble
1a | A Criminal Background FEs abtain the CEI through CLEAR pricr 38 LIE.C. 5507
miguiry (081 for the to conducting the interview. Obtaining FPM 1L2.B 1.a.
propased fiduciary was thee CEI at the earliest pracrical FPM 12.CE.L
not completed and appartunity prevents further
wploades 1o the eFolder ireestigation of a person that wil rat be
priar ta the field appointed based an the resulis of the
cxamination. inquiry. When face-to-face s not
conducted, the C31 must be abtained
priar to contacting the proposed
fiduciary so the FE can conduct the
appropriate identdication protacal.
1h Thie type of field Thie three types of Initial Appointment FPM 1242 .
cxamination selected was field evaminations are |8, Sucosssor FPRI 126 T e
riot in accordande with isla), and Expedited (E1A]. The four
current policy. types of follow-up field esaminations
are Scheduled, Telephone, Fund Ls;
and Unscheduled.
Ia Thie spouse fiduclary A spouse Biduclary may be FPRI 12050,

2b

The order of preferencs
was nat fallowed prior kg
appointment of a
fiduciary.

‘When selecting a fiduciary, the FE must
cansider individuals and entities far
appointment in the fellowing order af
preference, provided that the proposed
fiduciary & qualified, willing to serve,
and the appointment would sarve the
beneficiary's interast:

= the beneficiary's preference

= the beneficiary's spouse

s g relative who has care ar
custady of the beneficary ar
higfer funds

= any other relative of the
benaficiary

= any friend, acquaintance, or
other persan who is willing to
sorve 3t fiduciary for the
benaficiary without a fag

= the chief afficer of a public ar
private institution in which
the beneficiary recerses cars
or which has custody of the
benaficiary

a  the bonded officer of an
Indian reservation, if

applicable
= an indwidual ar entity wha

= has been
appointed by a
caurt with
juriediction to
handle the
beneficiary’s
affairs, ar

= s not willing ta
serve without a
fee, or
& atemporary fideciary, if
MEDELSAry.

I8 CFR 13,100,
FPMI2B2g
FPM |2.C.5.b-c.
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of Veterans Affairs 10




Review Guide Sample - LIEIQR

process, LUEs are required ta send FPM 1L2.B.3.b.
LEGAL INSTRUMENTS EXAMINER (LIE) REVIEW GUIDE these notifications as directed. FPM L3E.4.a,d
The fallewing is an explanation of the checklist questions found in LIEIQRS, FPid 13010 e
FPMI.3.D.2h., &.
Error Descriplion Explanation Poealble Referencas FPM L3 E1.ac
1a | The date of claim (DOC) LIEs chauld werify EPs DOC is generally a MM21-4B.1c FPId 3. L.2.a.
af the end-praduct {EF] date prior to a follow-up diary coming FPM L1AZe, FPRA L1.C.4.d-F
warked was not correct. due, unleis atherwise specified. For FPM L1.E.2.b., FERA 12 B 1
; v B0
accounting EPs, the DOC & generally the 0 N e T PRI ILIAS
day after the accounting period end FPML3A 52 k,
date unless otharaise specified in the FPRA L3 e FPM 1.3.B.1.b.
FPM. The DOC of fund usage reviews is FPMI3.CEe., le | Dacuments were not The LIE must ensure all documents FPM L3.E.1.d.,
generally 30 days prior to the fund FPRUL3.CEa-h. uplaaded ta the received in thie hob {mail, FAST, ete.) FPMA 1324,
usage review date, unless ctherwise FPM I'B'E'E'h' necessary VA systems, are uploaded into the eFolder. FPRA1L3.C 1.4,
specified in the PP FPM L3 E2.a.,
FRM 104, FRM 13012
FPMA L3828 Nate: This inclides FPR 111412
1b | The daim label ar end The correct work shauld be completed MII-4B1b physical moil, faves, FPbA L2 B,
product were net correct | under the correct claim label When it iz M21-4 B.2 alectronically received FPM IL2DAE
an the EF warked. discovered that an EP & incarrect, the FPM L1 A1H, iterms, items fram other
:E:'.lléhnusl:l first ut1e:||:1t::u p:r[u:l.n E] iz:: :.1.{-.2.:.. LA gpretarmne feunch o
CHE in Share or select the pencil icon oy
tar Update Claim Details in VEMS and FPM 12838, FAST), or VA generated
attempk to make the necessary FEM L2046 documentatian andfar
corrections before canceling the FPM 12 d.. farms.
incarrect LR, FPM L300 2a | The first notice of death Thie LIE must ensure the appropriate MZ1-1 X1i 1A,
FPMILAELa-c, FHGD] was nat actions are taken fallvwing notification FPRA L1A.1.ah
FFM13L23-b, processed correctly. of & beneficiary's death. FPM L1 3 e
FPR LA L e, PR L1 BE e
FRM ILLCAs, d e
FPM L3 A2, 1. FPA 1.3.8.3.a.
1c | additional required tasks | The LIE must ensure any additional FPM L3.4-F FERAILLE 3 8-
ar EPs were not correctly | required EPs or tasks are established. FPMILLALe-T, 2b | The correct actians wers WA requires a final accounting from a FPM LB G
astablished. E:Fpn "ilz-DE-" b., nat fallowed for Wia-appainted fiduciary whenever a FPM L3853
P .1|.|.|.'-u||:||||3 and astate candition listed in 1.3.4.2 is met. Some FPM 1103, 5
EPM L2831 respolution afber 3 of thege include upon the death of 2
FEM IL3.8.2.k., beneficiary’s death. beneficiary and the fiduciary wias
EPM I1.3.8.3.¢., required o account, when & successor
FPM 1L3.CLE, fiduciary & appomted and the pravigus
FRMIL3D.1e-f, fiduciary was required to acoount, or
FRM L0 ke when a tamporary fiduciary
FPA IL3.D.4.4. . I
—— — appointment end. Once notifications
1d | The necessary WA Memos |Fiduciaries and beneficiaries are FPM LLEG.E-d. L
were not completed reguired to receive natification at FPbd L2E5 b ’ are sent and the accounting is
carrecthy or various stages of the claims FPM L3.8.1.b-d., h. approved, clase the beneficiary profile if
appropriately. FRM L3.8.3.e,h. the beneficiary & deceased. (B3]
2c The caompetency request The LIE is responsible far taking fallow- FPM L1.B.2.b.,
ar restaration was not up ar corrective action required in any FPEA11.B6.d.
procassed corractly. case ta include updating the CFID, FPM L2055 -1
natifying the fiduciary to turn aver any FPMIILZ.E 3.8, &, R
remaining funds ta the bensficiary, and FFM 1.3 B 3.4
FPMA IL1.0.2 b

U.S. Department
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FIDUCIARY SERVICE REPRESENTATIVE REVIEW GUIDE

ample - FSRIQR

Emror I:Hmcrlpﬂnn Explanation Pogelble Raferences
1s | The beneficiary was nat Thee beneficiary is allatted & controlled
. . . - 1.1.6.1.a-d,
afforded all due process pariad of time to submit additional LLE2
fights priar to isuanes of | evidence or request a hearing. The S
. . L . . 3B OFR 3.353
a final decision minimum due process period & 60 days, 18 CFR 3,403
) A0
I.III|E'T!. wanved by I:hlu llem..lh'.l.ar'.': Whean MZL-1 Part 1ii.6.b,
a waiver is nok received, finalization af WiL6.D.3b
the determination occurs after the 65th A2 A
day to allow tima for evidence ta reach
the fiduciary hub .
1b | Ressonabls efforts to Remanahle efforts generally consist of L1B.Lef

cantact the beneficiary by
phone to verbally explain
tha Brady Act wara not
appropriateky
dacumanted

an initial telephone contack ta the
baneficiary’s current telephone number
and at least pne follow-up sttempt if the
initial attempt is unsucceschul. Dooument
campliznee with the requirement to give
aral natics af the three pravisians

in M21-1, Part ¥, Subpart ii

6.0.3.d and FPM, Part [ 1.B.1.eona WA
Form 27-0820, Report of Generol
Information.

I imitial and follow-up attampts ko
cantact the beneficiary by telephane
are pnsuceessfol, document the actions
taken on VA Form 27-0820.

Notes:

# [f telephone conkact with the
benaficiary is made, but oral
delivery of the notice &
wnsuccessful becauss, far
exampls, the beneficiary is
physically or mantally
incapacitated, fully explain
the circumstances on ¥4 Form
270820

# [ the beneficiary later reparts

never receiving ar not
understanding the initial aral
natice, provide it again and
dacumant the action on VA Farm
27-0820.

M21-1, Part X
Subpart ii,6.0.3.d

Choose VA

o Integrated Disability
Ewaluation System caat

o RACC cases

a  foreign cases, and

a  proposed ratings that contain
adverse actions in addition to
the competency issue.

«  For compensation based
claims reguiring fallow-up
actions per this block, tha

lc | The pertinent avidence Thie final rating decision includes B2
wias not discussed in the LLE2E
rating decision = alist of evidence tf!..'n LDIHH![I: the MZ1-1 PartV
= prapased ratlug.d.:: ian Su_‘_‘rt . LA
= due process notification
latter
o wanver of due process {if
raceived), and
#  all ather evidence received
after the propased rating
decision that does nat
canflict with the praposal
1d | The effective date for the @ marrative that containg I1B2k
incampetancy rating the explanation of the M21-1, Part ¥, Subpart iv, LA,
dacicion wat incorrect affective date, which is the
date af the final decision.
le | Mecessary examinations In the absence of clear and convincing L1.E.Zh
were not completed Jar ayidence to the contrary, presume that & L1.B.2§
reschedulad) correctly parson s competent M21-1, Part IV,
Subpart i, 2.8
A finding of incompetency cannot be
made without a definite expression by a
responsible medical autharity unless the
medical evidence of record is
a  clear
& convincing, and
*  leaves no doubt as to the
bensficiary's incompetency.
1F | Case was not raferred The fallowing cases are excuded from L1ELh
carrectly to VEC/PMC the fiduciary promulgation team 11420
processing due o their unigue 1.2.E3.C
processing reguirements: MWG Playhaok

U.S. Department
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Step by Step Guides

* Based on recommended and approved Claim
Transaction Type for all IQRs

* Created steps QRT would take when
completing task based IQRs

* Will be published in updated M21-4, Chapter
8
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Step by Step Guide Sample - FEIQR

Steps Background Check Mitigating Evidence [Closed) smailing address, and
Step 1 Mitigation The CLEAR repart will return 3 calculated risk result of either green, =physical address,
fa1] yellow, orred. See the table below for the appropriate actions to Step 3 (Closed FL miust atbempt to contact each adult benaficiary's depandent or the
1ake based on calculsted nisk result anlyh 147 SIA/EIA custodian of miner dependents and document the contact in the field
axamination, if apphcable.
Green Step 4 (Clased FL must dacurment tha beneficiary’s fiduciary prefersnce if the
. . . . anlyp 187518 1A baneficiary had the capacity ta state & preferance.
Lm?' risk. Nu_further investigation of the CBI is required h:" the . Step § (Clased FE must collect ar verify the following general information of the
satisfactory CBIL The FE must document the gresn recult in the fisld L . A
anly} 1A/ SIAELS perspective Fiduciary:

axamination.
=full name

=date of birth

*55N or EIN

sralationship ta the beneficiary
stelephane number

smailing address

sphysical address, and

sl addracs, iF available.

Yelbow
Maderate risk. The FE must

sdocument the negative entries found on the CBI
sinvestigate all antries within the CBltw

=ensure o items represent & bar to being a fiduciary per 38 CFR — - — -
13.130, and Step 6 (Closed FL & required to document the provision of the training madules, the

anlyp 187508 LA guide, and the use af FAST. The FE must document this action by
annotating the
+field examinatian

sdetermine whether the totality of the entries should disqualify the
fiduciary fram ser , and
sannatate in the field axamination the situational details and the

satisfactory CBIif situational details indicate the negative entries an the *WA Farm 17-0E20, Repart of General Infarmaticn, or
O are justifiable. *MNOTES section of the claims processing system.
Step 7 (Clased My prospective fiduciary for any VA beneficiary must sign a VA Farm
Mate: If the situational details cannat be justified, the FE must not anky} 1ASSIATTIA 21F-4703
appoint that person as fiduciary. Step 8 (Closed Perform the credit history cheds and the associated analysis ta confirm
anly | A58 E1A the fiduciary's credit does not have any disqualifying factors, if
Red applicable
Step 9 (Clased FE must documaent the findings in the ADDITIONAL COMMENTS
High risk. Da not investigate the CBI further and da nat appoint the anbyh 1475814 (CREDIT/BACKGROUND] field within the CREDIT AND CRIMINAL
fiduciary unless ane of the specific sxceptions outlined in FPM, Part |, BACKGROUND REVIEW sectian af the field examination, if applicable
2006 applies, Step 10 [Closad FL miust avaluate the benaficiary’s social and physical enviranmaent
Step 2 Mitigation FE must complete a Criminal Background Inguiry High-Risk Score anly ) 1A/SIASELA during the field examinati
LBl Mitigation Request template for a red risk score Step 11 [Closad ‘When cancerns are identified during the interview with the prapased
Step 3 Mitigation The appraved reguest must be uploaded to the eFolder with the field anlyp 187518 1A fiduciary ar beneficiary, FL must
Bl examination if a Criminal Background Inquiry High Risk Soore Mitigation weall the local law enforcement agency or 911, if the situation i a life-
Raguest was obtained. threater EMeErgency
Steps Closed Only - 14, 514, or EIA v sraport the concern te local adult ar child protective services Far
Step 1 (Clased Price to conducting the field examination, the FE must perform the inwestigation, if applicable
anlyh 1ASSIASELA eriminal backgraound inguiry {CBI} an the prapased fiduciary. sdocument the unmet nead or adverse conditian in the field
Step 2 (Closed During the field sxamination process, the FE must collect or verify the axamination, and
anly p 1ASSIASELY falkraing general information of the Bensficiary: sdocument phone call referrals an Vb Farm 27-0B20 ar create an
sfull name alectronic document that shows the anline referral and upload the
=diste of birth dacument to the eFalder,
=Sacial Security number [55N) Step 12 [Closed FE must ewaluate the bensficiary's ability to manage funds
stelephane number anby b 180 SIS

W us. Department
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Step by Step Guide Sample - LIEIQR

Steps Claim Establishment — Aotounting v

Step 1 The LIE determined accounting oversight is reguired. The LIE will ensure Step 3 The UE must review each allegation of misuse and decide if & misuse
the sceounting diary is updated appropriately on the benaficiary profile. inwestigation is warranted.

Skep 2 The LIE will establish the required accounting P,

Chiin BaEabishment — Correspondence Allegation is Warranted - complete a WA Form 21-35370.

Step 1 The LIE may nead ta establish an EPA00-FID Carrespondence to send a
lattar {such as a Death — MOE ar Bond Exanerata),

Claim Establishment — Field Exam
Step 1 From a telephonic inguiry: The LIE will document infermation obtainad
during telephanic cantact with the baneficiary or fiduciary on VA Form
270820, Report of Genaral Information, uploaded o the aFalder.
Step 2 Thie LIE will wse the information obtained to complets VA Form 21-
35174, Fisld Cxamination Request. The form must clearly dooument
o is to be contacted and why, The LIE will upload the Form to the
eFalder.

Allegation is Not Warranted- complete a Misuie Allegotion
memorandum per L34 2.0

Step 4 The LUE uploads the VA Form 11-3537a for miBuse investigation to the e-
falder and updates the EP accordingly in order to assign the
inwestigation to the appropriate hub employee [FE).

Additionally, the LIE will update the INVESTIGATION ESTABLISHED field
on the correspondin muse record with the date of the VA Form 21-
3537a requesting the investigation.

After the Misuze Alegotion memarandum is approved, the LIE will
Ga to Step &, ensure the memorandum is uplsaded to the eFalder, update the
Step 3 From a mail inguiry: The LIE will ensure the mail received is uploaded to ACTION and SUSPEMSE DATE fialds in the misuss EF and waridy that all
the eFalder. The LIE will then camplets & WA Form 21-3537a, Field
Examination Request, with infermation fram the mail inguiry. The farm The LIE will enture that the misuse EP is choted.
miust clearly dacument who is to be contacted and why. The LIE will Steps Misuse Determination Activity e
upload the farm to the eFolder, Step 1

fields in the misuse recard applicable ta the mBsuse case are updated.

If misuse is found, the misuse determination senes & the basis to establsh
a dabt far the VA and represents a bar to continued or future servies as a

Goto Step 4. fiduciary Far any VA beneficiary.
Step d The LIE will establish aither an unscheduled field exam {when contact is Step 2 The LIE will review the eFolder ta ensure the msuse investigation repart
required with the beneficiary) or & fund usage field sxam (when contact with supporting exhibits, and any ather relavant material is of recard.
is required with the fiduciary]. End. Step 3 Lach misuse determination must be completed on the appraved MWisuse
Step 5 From an accounting/fund usage review: The LIC will complete WA Form Determination memarandum autharized for use by PEF Sarvice and,
21-3537a, Field [xamination Request, with the information reguired For regardless of the finding, must indude several elements.
the accounting or fund wsage review. The LIE will upload the form ta
the aFalder. The Determination memarandum must contain the following:
Step & The LIE will establish a fund usage field exam for contact with the List aif the allegutions, including sowrces and receipt dates, in relation to the
fiduciary. misuse and ony additional problems identiffed during the miluse process,

Claim Establishment — Fund Usage Revie
Step 1 The LIE determined fund usage review owersight is reguired. The LIE will
ansure the fund usage review date diary is updated appropriately on the

Relevant mitise stotutes ond reguilofions.

Definition of misuze,
baneficiary profile and establich the required fund usage review EP.

Skep 2 The LIE will complete VA Form 21-35374, Field Cxamination Requact, Statutes relrted to fee entitlement when miiue i found.
with the informatian required for the fund usage review. The LIE will

upboasd the farm ko the sFolder. (Covered under Field Exam — Stap 5} Dietaily relevont wse and benefit requictions.
Step 3 The LIE will update beneficiary profile and establish the required fund List relevant information associated with the misuse determination. This
usage Field exam EP. includes the
Claim Establishment — Misuie *  Veteran's name
Step 1 The LIE recaives an allegation of misuse (by tele phane, mail, email, etc.) *
and documents the allegation an VA Form 27-0820, Repart of General *
Infas mation. +  fiduciary's name

= Fiduciary category {individual or entity]

; U.S. Department
ChOOSQ A @ of Veterans Affairs 15




Step by Step Guide Sample - FSRIQR

Steps Aecounting Audit Toal Approved Stepd Hny award adjustments {other than appropriate withhalding action)
Work Completed: Approval of an accounting in VBMS-Fidudiary. was valid.
Verify that: Step 10 Al necessary payment changes were effectuated (e.g., CFID
Stepl A proper credit repart ar CBl ig of record. complated).
Step 2 Carrect actions have been completed in the accounting submssion Step 11 Aweard net effect is 50
system [FAST, mail upload, ete ) Work Completed: Exam closure, Authorization of award with
Stepd The acoounting was nat disapproved without valid grounds. Fiduciary Appointment, Resume Award. Verify that:
Disapproval is clearly dacumented. Step 1 The fiduciary cartification it of record.
Stepd The F'E‘g'"r""g balance w.a:. “:" rect. — Step 2 The change of fiduciary {CFID) was completed carrectly.
Step s The income |IIE|\.1 by the fiduciary 'ﬂ'..l!..'-'EI'IfIE'I] and .1I.'I.'I.1!JI'|EEI.1 far. Step 3 The Riduciany wak not made Aware of hig/her appaintment and
Step 6 Any unusual or |||.l1:.lprur.|r|ate expenditures were quastioned and respansibilities as fiduciary in writing {e.g., the 1A Fiduciary
Tten T ;ppruurmt-.el-f ?Iurlfmd. b T To the Benehc N Natificotion Letter including a signed V& Form 21P-4703).
& ny excessive fees were reimbursed to the beneficiary pricr to — 7
P ¥ ) L Step d The fiduciary was aware af their fee approval andfar date they may
accounting approval. . |
- n — start taking & fee {e.g., ensure a copy of the Sepeficiory Fee Notice
Step B Imvestments by the fiduciary were registered to denote the fiduciary .
. Letter is of recard].
relationship. Tten S The : -y P - Tta =l T T T
Stepd All financial accounts, U5, Savings Bonds, and other securities were e & approprizie notification was sent to all required garties, to
- include Pawer af Attarnay.
properly verified. 5 & Thi i EP blished for PMCAST if ddi I
Step 10 Funds in the scoounts were not aver the FOIC/MCUA limitations tep E appropriate LE was E“"_ " I? o J X =t franya !tm" A
\currently $250,000 actians weere neaded for their review/processing |e.g., pension,
Step 11 The acoounting was appropriately reconciled, B include any notes to dependency, etc.].
resalve diserepancies being documented in the Accounting Audit Step 3 The follaw-up field examination bype and date were carrect.
Tool. Step B The fiduciary oversight type andfor date weare correct.
Step 12 All requirement elements were met prior ta appraving the Step 9 The fellow-up activity was completed correctly je.g., SDP, Insurance,
accounting. 21P-555, ete.).
Step 13 If required, natification for a final accounting requirement was sent Step 10 A task was establshed to control for future actions in accordance
to the Fiduciary. with FPM guidance (direct deposit, surety bond receipt, etc ).
Step 14 All appropriate follow-up tasks were established in the bensficiary Step 11 A swrety band was reguested andfor documented correctly (eg.,
recard (&g, receipt of a final actounting, receipt of & court devalopment letter) when WA FUR was aver 525 000,
aceounting, etc.]. Step 12 Any retroactive funds were withheld/released correctly, Boinclude a
Steps Authorized mema to YROPMO when applicable.
‘Work Completed: Authorization of an EP 530, Verify that: Step 13 B property tithed account wis requested.
Step 1 The beneficiary was afforded all due process rights prior to issuance Step 14 Ary award adjustment [other than apprepriate withholding actian|
_ of a final rating decision. i wias valid.
Step 2 Reasanable efarts to contact the beneficiary by phone ta verbally Step 15 The retumpbon of benafits Was Enplementad comectly.
. . .
R iTlu“'"_the Erar.: Act ﬁ'ere:pprup:‘;d.tel'prdu-’.u!'n E': Ed'_ 5 Step 16 The award was suspendedfterminated carrectly, if applhicable,
tep partinent evidence was “'“m.' i the rating decisian Iurl:-pl.'-s.-.e Step 17 All necessary payment changes were effectuated (eg., CFID
rating, due process letter, any waivers of due process {if applicable).
- - - completed).
Step d The effective date for the incompetency rating was correct. This —
. Step 18 The case was referred carrectly ba VEOPME, when necessary (ko
should match the date the rating is completed. L
Step s Ay necessary axaminations were completed (or reschaduled| intlude “t""bh'"hm_g correct EF). -
o Step 19 Retired pay was withheld corractly, ar appropriate [P was
Step 6 The case was raferrad correctly to WSOPMC, when necessary (ko — established to con tm! far action by appropriate ¥ %E" PMC team.
include establishing correct EP). Step 20 Seyerance pay was withhald correctly, or appropriate EP was
Step 7 The compatency decisian was correct, astabliched to contral far action by appropriate VECPRMC team.
Step B The spproprizte notification was sent to all required parties, to Step 21 Orill pay was withheald carrectly, or appropriate EP was established to
include Power of Attarmay. cantrol far action by appropriate VSC/PMC team.
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Discussion and Questions
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