reference Materials

Trainee Handouts

	PREREQUISITE TRAINING
	Prior to this training you should have completed the Tour of the C&P Website lesson. 

	PURPOSE OF LESSON
	Introduce you to VSR reference materials (including VA laws, regulations, manuals, and directives), as well as the tools for accessing those references (including WARMS and the Intranet), so that by the end of this lesson you will be able to:

 Competently discuss the importance of developing a good working knowledge of the manuals and CFRs.

 Correctly list the main topics found in M21-1, Parts 1 through 7, and the Manual Rewrite.

 Properly cite a reference under 38 CFR, M21-1, and M21-1MR.

 Competently demonstrate WARMS system skill, including opening the applications, selecting an index, performing a subject search, and retrieving reference documents. 

 Competently demonstrate your reference retrieval skills using both WARMS and the Publications page on the C&P Intranet to successfully complete the practical exercises in your student handouts. 

	Time Required
	8 hours

	Instructional Method
	Lecture, participatory discussion, instructor demonstration, and group practical exercise.


	Materials/ Training Aids


	 Computer with WARMS and Intranet access

 Precedence Chart of VBA References Trainee Handout

 VA Directives Overview Trainee Handout

 Review Exercise
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 Title 38 US Code 

 38 Code of Federal Regulations, Part 3

 M21-1, All Parts
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 VSR Handbook
 Medical EPSS
 C&P Intranet Home Page
 TL 05-03, Manual Rewrite
Precedence Chart of VBA References

The CONSTITUTION of

The UNITED STATES of AMERICA

Established

The CONGRESS

which passes bills about veterans which when signed into law by

The PRESIDENT

are codified as

Title 38 United States Code (U.S.C.)

which is interpreted by VA in

38 Code of Federal Regulations (C.F.R.)

from which policy & procedural instructions are given in

DIRECTIVES
	
	

	
	


Manuals


VBA Fast Letters
NOTE:  The Court of Appeals for Veterans Claims (in CAVC case decisions) and VA General Counsel (in GC Opinions) will refine the interpretation of Title 38 U.S.

VA And Title 38 United States Code (USC):  The Regulations

	38 CFR: The Regulations


The citations in Part 3 of 38 CFR (Code of Federal Regulations) follow a logical numerical sequence from 38 CFR 3.1 through 38 CFR 3.2600.  All you need to do is subtract the "3." from the citation and you will see that they are numbered from "1" through "2600".


If you are looking for 38 CFR 3.203, you are seeking the two hundred and third regulation in Part 3.  38 CFR 3.203 would then be found after 38 CFR 3.57 (the fifty seventh regulation) but before 38 CFR 3.557 (the five hundred and fifty seventh regulation).




VA Directives Overview: The Manual

	The Manual
M21-1 is the procedural guide of adjudication.

Part I is the historical perspective of our operations.  In 1992, M21-1 was converted from a manual and three appendixes to a seven part manual with three appendixes.  As each succeeding part was published, the older portions were rescinded.  All Appendixes belong to Part I.  The changes for Part I, Appendix A, B & C and the consolidated index for all seven parts are updated as changes to Part I.

     Appendix A is the code book for ratings.

     Appendix B is the book of rate tables, both current and historical.

     Appendix C is the code book for adjudication processing.

Part II contains Clerical Procedures.  This is the guide to initialize and track both claims and folders.  Most of this part has now been rescinded and you should refer to the Manual Rewrite version for this information.

Part III contains Clerical and Authorization Procedures.  This part, often referred to as the Development Guide, helps you to identify and secure claims and evidence.  It also has instructions for processing speciality certificates, eligibility statements and burial/plot-internment allowances.  Most of this part has now been rescinded, as well.  You should refer to Manual Rewrite version for this information.

Part IV is Authorization Procedures.  This part tells you how to work authorization cases. There are several chapters that are still current in this version.  

Part V is Computer Procedures.  This part is the guide to doing case work in the computer. 

Part VI is Rating Procedures.  This part guides the rating board and you in its functions.  It has been completely rescinded, and it available for historical purposes only.

Part VII is Direct Services Activities.  This part deals with Public Contact activities.

Part VIII is Fiduciary and Field Activities.  It has been completely rescinded, and is available for historical purposes only.

M21-1 MR is the Manual Rewrite. The M21-1 manual is being rewritten.  As each section or part is rewritten and pronounced ready for release the sections or parts listed above will be rescinded.  A list of the completed parts and chapters of the MR can be found on the next page.




M21-1MR  - Manual Rewrite  

Compensation and Pension Service continues to rewrite and reorganize the M21-1 procedural manuals in Information Mapping® style.  Information Mapping® is a method of presenting information clearly and concisely.  Additionally, Information Mapping®  allows electronic users to quickly access the most current information.  The Information Mapped M21-1MR parts, subparts, and/or chapters follow.  The majority of these chapters are completed.  Refer to the web version to determine which are available.    

· Part I, Claimants’ Rights and Responsibilities 

· Chapter 1 - Duty to Assist

· Chapter 2 - Due Process

· Chapter 3 - Power of Attorney

· Chapter 4 - Hearings

· Chapter 5 - Appeals

· Part II, Direct Services 

· Chapter 1 - Case Management
· Chapter 2 – Privacy and Freedom of Information Act
· Chapter 3 – Personal and Telephone Interviews
· Chapter 4 – Information Requests
· Chapter 5 – Mail, E-mail, Telephone, and Fax Activity
· Part III, General Claims Process

· Subpart i - Overview of Claims Processing and Structure of the Veteran Service Center (VSC) (Chapters 1-2)

· Subpart ii - Initial Screening and Determining Veteran Status (Chapters 1-8) 

· Subpart iii - General Development and Dependency Issues (Chapters 1-7)

· Subpart iv - General Rating Process (Chapters 1-8)

· Subpart v - General Authorization Issues & Claimant Notification (Chapters 1-9)   

· Subpart vi - Special Authorization Issues (Chapters 1-8)

· Part IV, Compensation, DIC, and Death Compensation Benefits

· Subpart i: General Information Compensation, DIC, and Death Compensation

· Subpart ii:  Compensation (Chapters 1-3)

· Subpart iii:  Dependency and Indemnity Compensation (DIC) and Death Compensation (Chapters 1-3)

· Part V, Pension and Parents’ Dependency and Indemnity Compensation (DIC)

· Subpart i: Eligibility and Development (Chapters 1-3)

· Subpart ii:  Rating (Chapters 1-3)

· Subpart iii:  Authorization Issues/Notification (Chapters 1-7)

· Subpart iv:  Pension Maintenance Centers (Chapters 1-2)

· Part VI - Chapter 18 Benefits 

· Chapter 1- General Chapter 18 Benefits Information

· Chapter 2 – Spina Bifida and Other Birth Defects

· Part VII - Burial Benefits

· Chapter 1 – Burial Benefits and Allowances

· Chapter 2 – Service-Connected and Non-Service Connected Death Burial Allowance

· Chapter 3 – Transportation Allowance

· Chapter 4 – Plot Allowance

· Chapter 5 – Memorialization

· Chapter 6 – Exhibits

· Part VIII - Accrued Benefits 

· Chapter 1 – Eligibility

· Chapter 2 – Development

· Chapter 3 – Rating

· Chapter 4 – Authorization and Notification

· Part IX, Ancillary and Special Benefits  

· Subpart i – Ancillary Benefits (Chapters 1-7)

· Subpart ii – Special Benefits (Chapters 1-2)

· Part X - Matching Programs 

· Chapter 1 – General Information on Matching Programs

· Chapter 2 – Social Security (SS) Verification Match

· Chapter 3 – Civil Service Verification Project

· Chapter 4 – Railroad Retirement (RR) Verification Report 

· Chapter 5 – Social Security (SS) Death Match

· Chapter 6 – Semiannual Review of Potential Duplicate Cases

· Chapter 7 – Total Disability Income Provision (TDIP) Review

· Chapter 8 – Social Security Number (SS) Verification

· Chapter 9 – Income Verification Match (IVM):  Basic Components

· Chapter 10 – Income Verification Match (IVM):  Further Development

· Chapter 11 – Veterans on Active Duty in Receipt of Department of Veterans Affairs (VA) Benefits

· Chapter 12 – Bureau of Prisons Match

· Chapter 13 – BIRLS, Master Record, and Date of Death Reconciliation Project

· Chapter 14 – 100 Year Old Review

· Chapter 15 – Social Security Administration (SSA) Prison Math

· Chapter 16 – Fugitive Felon Match

· Part XI - Fiduciary Program 

· Chapter 1 – Overview of the Fiduciary Program

· Chapter 2 – Field Examinations

· Chapter 3 – Account Audits

· Chapter 4 – Estate Administration and Supervision

· Chapter 5 – Misuse, Negligence, and Reissuance of Benefit Payments

· Chapter 6 – Onsite Reviews

· Part XII – Outreach Program 
To be Developed

For additional information on the organization of the M21-1MR, refer to the slides from the PowerPoint presentation that provides the organization of the M21-1MR.

Structure of the M21-1MR

The Information Mapped M21-1MR has a different structure from M21-1.  In addition, each structure has a new numbering convention.  The table at the top of the following page shows the new structure and numbering convention for the M21-1MR.

	Structure
	Numbering Convention
	Example 1
	Example 2

	Part
	Uppercase Roman numeral
	Part I - Claimants Rights and Responsibilities
	Part V - Pension and Parents’ DIC Benefits

	Subpart

Note: Not all Parts have Subparts
	Lowercase Roman numeral
	
	Subpart iv - Pension Maintenance Centers

	Chapter
	Arabic numeral
	Chapter 1.  Duty to Assist
	Chapter 2.  Pension Maintenance Center (PMC) Procedures

	Section

Note: Not all Chapters have Sections
	Uppercase letter
	Section A.  Description of General Information
	

	Topic
	Arabic numeral
	2.  Description of Duty to Assist Criteria
	1.  Jurisdiction of Cases

	Block
	Lowercase letter
	d.  Duty to Obtain Examinations or Medical Opinion
	a.  Type of Work Performed by the PMCs


Each specific block of content within the M21-1MR can be referenced by stringing together the numbering conventions.  The designated references for example 1 and example 2 are shown in the third column of the table below.

	Example
	Short Reference
	Full Reference

	Example 1: Duty to Obtain Examinations or Medical Opinion
	I.1.A.2.d
	Part I, Chapter 1, Section A, Topic 2, Block d

	Example 2: Type of Work Performed by the PMCs
	V.iv.2.1.a
	Part V, Subpart iv, Chapter 2, Topic 1, Block a


M21-1 MR User Tools

While using the M21-1MR intranet site, you can access general information regarding the M21-1MR by clicking on one of the links at the top of the MR page:  M21-1MR User Tools.

You will find general information including a link to the power point presentation that provides an organizational overview of the M21-1MR and a link to a chart explaining the structure and naming convention of the M21-1MR.

You will also see a link to an extremely valuable resource, the Comparison Matrix, which provides cross-references between the M21-1 and M21-1MR.  For example, if you knew that in the old manual, the list of combat decorations was in M21-1, Part III, 5.14(b)(1), you could go to the Comparison Matrix, click on M21-1, Part III, and when it comes up, scroll down to 5.14 (see below), where you would find the hyperlink that you could click on that would show you where the information can be found in the new MR, M21-1MR, Part IV.ii.1.D.13.  You would then scroll down to find that same list in block “d”.   

	5.14
	Post Traumatic Stress Disorder (PTSD)
	· 5.14a,b–IV.ii.1.D.13
· 5.14c(1,2)– IV.ii.1.D.14
· 5.14c(3)– IV.ii.1.D.15
· 5.14d–5.14c(3)– IV.ii.1.D.17

	5.15
	Acquired Immune Deficiency Syndrome (AIDS)
	IV.ii.1.H.30

	5.16
	Prisoner-of-War Cases
	· IV.ii.1.G
· IV.ii.2.E.19 & 20


Another very useful tool available from the M21-1MR User Tools is the Consolidated Index.   The great thing about this tool is that it will not only show you where the topic is in the Manual Rewrite, but also the 38 CFR Regulations, and, in some cases, Training Letters, Public Laws, as well.   For example, if you needed information on whether a surviving spouse who had remarried could received DIC benefits, you could use this index as follows:  Click on the “A-D” link, then on “D”, scroll down to DIC, then to “Remarriage of Surviving Spouse”.  You would find links to 3 MR References, 2 CFR references, and to 3 Public Laws.  

This page also has links to M21-1MR changes; M21-1, Part I; and M21-1, Part V.  

VA Directives Overview: Fast Letters and VBA Circulars

	Fast Letters and VBA Circulars

Fast Letters are the system in which adjustments to current procedures are issued.  They introduce new laws before they become regulations.  They adjust guidance from the manual with pending changes .  Often they are the only procedural guide for a law that is temporary, i.e. limited to a two year application.  They also co-ordinate action between divisions in a regional office.  Fast Letters remain active until rescinded; they can be self rescinding, they can rescind each other, or they can be rescinded by a manual change  
Circulars were numbered as follows: 20-29 = Business Line – YY - ##

The first numbers represent the business line it is addressed to, the next two numbers are the year the circular was issued, and then the next two numbers identify the number of the circular.

Fast Letters are numbered similar as Circulars, but do not include the Business Line.  Fast Letter: YY - ##

The first number is the calendar year in which the fast letter was issued and the second number is the number of the fast letter. So Fast Letter 00-92 is the ninety-second fast letter of 2000.

NOTE:    Beginning in 1995, Fast Letters replaced the VBA Circulars, which served the same basic purpose.  




Learning About VBA References Review Exercise

1. List the “main topic” in each of the M21-1 Parts 1 through 7. 

Part I  _______________________________________________________

Part II  ______________________________________________________

Part III  ______________________________________________________

Part IV  ______________________________________________________

Part V  _______________________________________________________

Part VI  ______________________________________________________

Part VII  ______________________________________________________

2. List at least four Parts of subject matter you would find in the Manual Rewrite:

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

3. Write out the citation for the following reference:  Section a of the 151st regulation of the 3rd part of the 38 CFR. 

4. Write out the citation for the following reference:  Section 1, issue A of the 10th Chapter of the 4th part of the M21-1. 

5. What year was FL 01-12 distributed?

6. What is the subject for FL 08-16?

Publications Practice Exercise

Instructions:
User the Publications page on the C&P Intranet to find the answers to the following questions.  To get full credit, you should be able to provide the correct answer as well as the path you took to get there.

1. What is the topic of 38 CFR 3.156?

2. What important information is found in Appendix C of M21-4?

3. According to M21-1MR Part III.v.1.B.6.b, what are the six types of situations for which  facts and circumstances from the service department concerning discharge or dismissal are usually sufficient for an administrative decision?  

4. How many fast letters were issued in 2004?

5. Find and cite the reference for the Manual Rewrite chapter called “Duty Status and Eligibility for Reservists”.

6. According to the chapter cited in number 5, what are two types of programs in which members serve full-time in operational or support positions but are never formally called to active duty, but their service can still be considered Active Duty for purposes of establishing eligibility to VA benefits?  Cite your reference.

7. What was the rate for a veteran with a spouse receiving 30% compensation as of 12-01-04?                          

Scavenger Hunt  Review Exercise

Instructions:
In your cooperative groups, find the answers to the following questions.   You should write down both the answer and the path you took to get there.  Everyone in your group must have a completed answer sheet before your group can be considered finished. 

Questions 1-8: Use the C&P Intranet to find the answers to the following questions:

1. 38 CFR 3.951(b) forbids the following:

2. List the current manual citation where you can find information on the general use of telephone, email, and fax for claims development:

3. Where would you find manual instructions for the necessary steps in making and preparing a character of discharge administrative decisions?

4. A Korean War Army veteran files a compensation claim.  According to M21-1MR Part III.iii.2.E.26.a, could his service medical records have been destroyed in the 1973 fire at NPRC?  (Refer to 38 CFR 3.2 to determine the “period of war” for the Korean Conflict.)

5. A veteran submits a compensation claim for PTSD.  According to the manuals, what are three possible medals that would concede her in-service combat stressor?

6. According to M21-1MR Part III.iii.2.A.4.f, if a veteran served his active duty in the USAF from 8/10/71 to 2/14/93 and then served an active reserve obligation that ended in 1997, where do we check to confirm the current location of his service medical records?

7. List the conditions found in 38 CFR 3.12 (c) that would be a statutory bar for all VA benefits: 

8. What is the subject of FL 04-01?

Questions 9-14: Use WARMS to find the answers to the following questions:

9. According to the regulations, can a veteran’s family be reimbursed for only the cost of a burial flag used in the veteran’s burial?  Please cite your reference.

10. What is the regulatory definition of a child for VA purposes?  Please cite your reference. 

11. According to M21-1MR, Part III, subpart iii.6.A.3, can a veteran receive extra benefits for his 20 year old biological son if his son is participating in a home school program?  

12.  Which CFR regulation explains procedures for reducing incarcerated compensation recipients?

13. In which part of the manual can you find the section on Computer Processing?

14. Where is Eligibility Verification Reports (EVR) processing found in the manual? Please cite your reference.

Questions 15-20: Use the reference resource of your choice to find the answers to the following questions:

15. What is the definition of a “substantially complete application” according to the 38 CFR?  Cite your reference.

16. Name four diseases that are known presumptives of exposure to radiation.  Please cite your reference.

17. According to the manual, what are three of the many types of income exclusions (income not countable) under the Improved Pension benefit?  Please cite your reference.

18. What was the monthly Improved Pension rate for a housebound veteran with a spouse as of 12-01-02?

19. According to M21-1MR Part III.ii.7.2.b, what are the three situations in which we may deny a compensation claim without a rating?

20. According to M21-1MR, what is the time limit for filing a Notice of Disagreement in the case of a contested claim?  Please cite your reference.
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