MILITARY MAIL & TEMP MILITARY MAIL HANDLING AND THE RCS

  TRAINEE HANDOUT


military mail & temp military mail handling and the Records Control Schedule (RCS)

  TRAINEE Handout

	PREREQUISITE TRAINING
	Prior to this training lesson, you must have completed successfully the lessons for COVERS, SHARE, and MAP-D.

	PURPOSE OF LESSON
	The purpose of this lesson is to provide an overview of Military and Temporary Military Mail and the responsibilities of the VBA Record Control Schedule (RCS) as it relates to the scope of your duties on the Triage Team.

At the completion of the lesson you will be able to:

· Identify the primary responsibilities under the Mail Control Point 

· Given the correct VBA References to identify the classes of mail 
 Correctly identify what should be maintained in a military file and what directive provides guidance to dispose of the file 

 Correctly identify what should be maintained in a temporary military file and what directive provides guidance to dispose of the file 
 Discuss what documents are authorized for destruction under the RCS VB-1, Part I


	Time Required
	1-hour classroom; and 30 minutes practical exercise.  

	Materials/ Training Aids


	· Military Mail & Temp Military Mail Handling and the Records Control Schedule (RCS) PowerPoint Presentation
· Military Mail & Temp Military Mail Handling and the Records Control Schedule (RCS) Trainee Handout
· Samples of a variety of classes of mail (e.g. form letters, unidentified mail, military mail, and or outgoing)



References
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M21-1MR.III.i.1.2, Triage Team
M21-1MR.III.ii.1.B.8.b, Handling Procedures
M21-1MR.III.ii.4.h.25, Military Files
M21-1MR.III.ii.4.h.26, Temporary Military Files
M23-1, Part I, Chapter 1, Mail Management
RSC VB-1Part 1, Field Records
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Mail Management
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Mail Management Function

The objective of mail management is to provide rapid handling and accurate delivery of mail throughout the Department at minimum cost.  To accomplish this task, processing steps will be kept to a minimum; principles of efficient workflow will be applied; modern equipment, supplies, and devices will be used; and in general, operations will be kept as simple as possible to assure efficiency.

Triage Incoming Mail Review

The following requirements apply for all incoming mail:

· It is delivered to the Triage Team. 

· It is reviewed on at least a daily basis. 

· No mail leaves the Triage Team for additional processing without records created using

· CEST 

· MAP-D, and 

· COVERS (if creating a claim folder). 

· Claims folders may be brought into the Triage Team for review, in order to work a claim, but the claim should not be delayed, nor should the folder be retained more than five days. 

· All mail processed/completed in Triage will be done "at once" (same or next day processing).

Primary Responsibilities of the Mail Control Point 

Mail received at the Mail Control Point requires more in-depth analysis. This position must be staffed by several Claims Assistants with in-depth knowledge of the various types of claims and the tracking and control systems utilized. Through analysis, Claims Assistants should be able to determine the existence of a claims folder and its location (create folder and update COVERS, if necessary). 
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The Mail Control Point is also responsible for:

· Transferring folders

· Pending file,

· Permanent transfer out (PTO) and,

· Temporary transfer out (TTO) 

· Maintaining the Military File 

· Processing NOD secondary messages received through the Message Management (BPR) screen (See Fast Letter 04-05.) 

· Processing Changes of Address (CADD) 

· Downloading Veterans On Line Applications (VONAPP) and inquiries routed through Inquiry Routing and Information System (IRIS) 

· Analyzing Automated Medical Information Exchange (AMIE)/Compensation and Pension Records Interchange (CAPRI) reports for reductions/increases based on hospital admissions/discharges (excluding compensation and pension exams) 

· Screening and processing burial claims without a claims folder (to include plot allowances to state cemeteries), and 

· Maintaining the VETSNET Operations Reports (VOR) to ensure timely and proper action is taken (VOR Suspense Reports).
· Screen and placing incoming mail Under SHARE Control within 7 (seven) calendar days of receipt in the division.

· Create or update the Modern Awards Processing - Development (MAP-D) record. 

Classes of Mail
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In Process- All mail that is under BDN/SHARE control. M21-1MR, Part III, Subpart ii, 1.B
Incoming – Pertains to benefits claims or inquiries originating from outside the Veterans Service Center (VSC), and includes the following (4) four subclasses of INCOMING Mail, M21-1MR, Part III, Subpart ii, 1.B.7:
1. Action - All forms and letters, NOT considered priority mail and received from outside of the VSC. 

2. File - BDN generated award or denial letters received from Hines and Philadelphia Information Technology Centers (ITCs)

3. Priority- Claims that require priority processing are those received from individuals who are terminally ill, Veterans very seriously injured in service, not in receipt of benefits, under extreme financial hardship, former POWs, survivors of former POWs, homeless or under Tiger Team jurisdiction (age 70 or older or in a claim pending status for more than one year) Notes: 

4. Unidentified- Items that do not identify the Veteran or cannot be associated with a Veteran. 

Miscellaneous- Is unidentifiable as an initial claim that requires the building of a folder, or indicates association with an existing claims folder, and includes the following (5) five subclasses of MISCELLANEOUS Mail, M21-1MR, Part III, Subpart ii, 1.B.8.:

Military file-   General correspondence that pertains to matters which VA has administrative responsibility.  
a. NOTE:  Does not refer to a claim for benefits, and/or 
does not include a return address.  

2. No record-   Mail which a file clerk has attempted to associate with a claims folder in the local file bank, but there is no indication of a BDN/SHARE record, claims folder, or charge card.

3. Pending Transfer in (PTI)- Mail for which the Beneficiary Identification and Records Locator Subsystem (BIRLS) record shows that the folder location is at another RO, and 
jurisdiction is with the receiving RO.

4. Pending Transfer out (PTO)- Mail for which the BIRLS record shows the location and jurisdiction at another RO. 

5. Search- Mail defined as controlled active mail in which a file clerk has attempted to associate with a claims folder, but there is an indication that the claims folder is charged out of files.

Outgoing- Consists of all mail that the Department of Veterans Affairs (VA) releases to elements outside of the VSC, and includes the following three subclasses of OUTGOING Mail, M21-1MR, Part III, Subpart ii, 1.B.9.:

1. Express- Mail that the addressee must receive by the most expedient means.

2. Interoffice- All items that require delivery to other operating elements within the RO.

3. Regular/Routine outgoing- Letters and forms that 
VA sends to a person or place outside the RO, and do not require expedited delivery, items such as mail for Veterans, dependents, and beneficiaries, and 
interoffice mail for VA medical facilities, other ROs, the Records Management Center (RMC), or Central Office (CO).

Contents of a Military File
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The Veterans Service Center (VSC) maintains a military file comprised of general correspondence that:

· Relates to matters for which the Department of Veterans Affairs (VA) has administrative responsibility 

· May be of value as supporting record material if a claim or application is filed at some future date, and 
· CANNOT be returned to the originator because no return address exists or there is a faulty address, and 
· Applications for benefits and related correspondence that pertain to persons that service departments cannot identify as having had military service cannot be returned to the originator because no return address exists or there is a faulty address. 

Maintenance of Military File Material

Maintain material in the military file in alphabetical order by calendar year.  Make sure to process the “No Record” material across the military file and annotate the results of the search.  At the end of calendar year close the file for the preceding calendar year, and dispose of the file under RCS VB-1, Part I, Item No. 03-132.200. 
Example: At the end of 2010, close and dispose of the military file for calendar year 2009.

Contents of Temporary Military Files
The VSC maintains a temporary military file that contains copies of the following: 

· Follow-ups and acknowledgements of follow-ups on mail pertaining to the transfer of records 

· Mail pertaining to Veterans, dependents, and beneficiaries on matters not administered by VA, and 

· Any material without an identifying file number that

· Is not of value to an existing application or possible future application for VA benefits or as policy- or precedent-establishing material, and 

· Cannot be returned to the originator because no return address exists or there is a faulty address. 

Maintenance of the Temporary Military File Material

Maintain the material in the temporary military file in alphabetical order by quarter.

At the end of each quarter close the file, and dispose of the file under RCS VB-1, Part I, Item No. 03-055-000. 

Disposition of Records
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The Records Control Schedule (RCS) (VB-1) is the primary authority for the retention and disposition of VBA records.  It provides a brief description of the records and identifies the retention and disposition requirements.  All VA employees must adhere to this authority when determining the appropriate disposition of official government records.

The RCS specifies who can use the records, the confidentially of the information, legal requirements that mandates the creation, which has custody, and approved disposition dates.

· RCS VB-1Part I Field Records

· RCS VB-1 Part II Central Office

· MP4 Part X Budget and Finance Records

We refer to the Records Control Schedule as the RCS.  The RCS identifies records as either temporary or permanent and provides specific instructions on the claims folders at Central Office, VBA Regional Offices, the Records Management Center, and various Federal Records Centers.  
Temporary records are those that have a defined life cycle and can eventually be destroyed once the criteria listed in the RCS are met. 

Pending Files

 

VA previously maintained several pending files at the regional office (RO).

 

The table below describes the contents of each of the previously maintained pending files, which are now combined into one file.

 

	Previously Maintained File
	Contents

	Data Terminal File
	Material for which VA could not
· Associate a claim for benefits 

with a particular claimant or 

correspondent

· Establish a file number, or

· Establish a folder immediately.

	Correspondence Activity File
	· Material with a VA file number 

pertaining to claimants from whom there

 was no-record mail on file in the RO

· All material awaiting developmental 

action by another VA office, and

· Copies of documents awaiting 

follow-up action such as

VA Form 21-3101, Request for

 Information

 VA Form 20-8738, BIRLS Record 

Adjustment Worksheet, and

    VA Form 21-7672, Notice of Death

 Worksheet.

	Transfer Activity File
	All action pending the transfer of the

 claimants’ records


 

The pending file consists of the following two segments:

· Alphabetic, and

· Numeric.

 
The table below describes the contents of each segment

 

	Segment
	Contents

	Alphabetic
	Includes material originated by the VSC for which VA expects to receive a reply that will require further action, and all actions pending on the transfer in or out of claims folders.

 

Either

  Annotate the material with the

· Date of the request, and

· Data requested, or

Attach a copy of the outgoing correspondence to 

the material.

 

	Numeric
	Second copies of the correspondence from the alphabetic segment, filed according to the suspense date.

 

Note: If the volume is so slight that review of the entire pending file requires only a few minutes, annotate the alphabetic copy in bold characters to show the suspense date.  This eliminates the need for maintaining the numeric segment of the file.


 

The pending file must be reviewed daily.  According to local policy, the Assistant Coach on each Triage team will complete this action by following the below steps:

 

	Step
	Action

	1
	Review the pending file during the first work hour of the day.

	2
	Take follow-up action when a suspense date expires.

	3
	Annotate the advancement of the suspense date, in the numeric segment of the file, either by reason of 

·         Dispatch or follow-up correspondence, or

·         Administrative determination.

 

Note: If there is no numeric segment, annotate the alphabetic copy to show the updated suspense date.

 

Reference: For more information about the annotation

 of the annotation of the alphabetic or numeric 

segment, see M21-1MR, Part III, Subpart ii, 4.H.27.b.

	4
	Upon receipt of the requested correspondence or folder, clear both segments of the pending file.


 

Permanent records are those that will never be destroyed.  In most cases, these are records that fall under the National Archives and Records Administration ownership.  

The RCS also provides information pertinent to the confidentiality of the record, approved timeframes for destruction, and type of destruction permitted.  

NOTE:  Income Verification Match (IVM) folders are considered confidential records and can only be destroyed at the station by VA employees. 
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The following documents are authorized for destruction AFTER they have served their purpose, as they have no legal, administrative, historical, or evidentiary value.

· Diary Forms

· Reference and Routing Slips

· Records used to control or document the status of correspondence, reports, or other records, tracking sheets. (e.g. Notice of Disagreement tracking sheets, MAP-D checklists, PIES requests after response is received, fax transmittal sheets after response received, ect.)  

· VA original letters/envelopes returned by claimants that have no evidentiary value (e.g., Veteran returns VA correspondence with his/her response.)

· Incoming transmittal or cover letters with no evidentiary value (e.g., Veterans service organization (VSO) cover sheet attached to submit medical records)

· Requests for civil service preference certificates

· Envelopes that previously contained documents that have been stamped by VA with the date of receipt.

· Rating activity work papers

· Flashes (e.g., Loan Guaranty overpayment flash) 

· Screen prints from computer applications (COVERS, Share, BDN, VETSNET) not specifically required by directives

· Only material that is redundant and of non-records value should be removed from a claims folder.

· All original copies (such as marriage/birth/death certificates, divorce decrees, DD214s, ect.) submitted by the claimant must be mailed back with an accompanying cover letter explaining the reason for their return.  

	Military, Temp Military and Pending File Routing Slip

 

To be completed by VSR or CA:
The below systems have been checked:
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  COVERS  
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 MAP-D
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  BIRLS      
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 CAPRI

 

The attached correspondence is:
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  unworkable   [image: image13.wmf] 

  unidentifiable  [image: image14.wmf] 

  unreturnable

 

Date received by RO: __________
 

To: SSVSR ___________________   Date:________

 

To be completed by SSVSR:
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  Date received by RO is correct

 

The attached correspondence shall be placed in the following file:
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  Military File
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  Temporary Military File
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  Pending File

 

Date to Supervisor  ___________

To be completed by Supervisor:
Supervisor __________________

Date placed in file____________

 

DO NOT REMOVE FROM CORRESPONDENCE


 
Practical Exercise

1.  For all incoming mail to Triage, records must be created in. 

2.  Give (3) three examples of some of the duties mail control point is responsible for. 

3.  What is a Military File?

4.  Give the (3) three subclasses of outgoing mail.

5.  Give the (4) four subclasses of incoming mail.
6.  Maintain material in the military file in chronological order by month.  True or False.  
7.  What is the primary authority for the retention and disposition of VBA records. 

Bonus Question:

Name three from the list of documents you are authorized to destroy before they serve their purpose, as they have no legal, administrative, historical, or evidentiary value.   

April 2010

April 2010 
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