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Objective

· Identify the Military Service Coordinator (MSC) responsibilities for obtaining military records for IDES Participants.


References

· 38 CFR 3.159, Department of Veterans Affairs assistance in developing claims

· M21-1, Part  I.1.C – Requesting Records

· M21-1, Part  III.iii.2 -- Developing for Service Records

· M21-1, Part  III.iii.3.A – VA Requests for Information from SSA

· M21-1, Part III.iii.1.C. – Requesting Evidence from Sources other than the Claimant
· M21-1, Part III, Subpart i, Chapter 2, Section D - Overview the Integrated Disability Evaluation System (IDES) and Initial Claims Development
· M21-1, Part III, Subpart i, Chapter 2, Section E - Department of Veterans Affairs (VA) Responsibilities Based on Medical Evaluation Board (MEB) and Physical Evaluation Board (PEB) Outcomes

· M21-1, Part III, Subpart i, Chapter 2, Section F - Special Situations Related to the Integrated Disability Evaluation System (IDES)

· M21-1, Part III.iii.1.A.1.b – Who is Responsible for Obtaining Evidence to Substantiate a Claim

· Compensation and Pension Records Interchange (CAPRI) User Manual
· PIES User Guide 

Topic 1: Records and Responsibilities

MSC Responsibilities 

The MSC is responsible for retrieving the following records: 

· Records in VA possession

· Records at NPRC

· Records at RMC

· Private treatment records 

· Social security records not in the service department possession 

The MSC may assist the Physical Evaluation Board Liaison Officer (PEBLO) in retrieving any records needed for the claim.

Service Records

All records kept by the military are referred to as “service records.” 

The four types of service records are:

· Service

· Medical

· Financial 

· Social Security 

Location of Service Records

A number of facilities house service records. The four main facilities are:

· National Personnel Records Center (NPRC)

· Records Management Center (RMC) 

· Social Security Administration (SSA)

· Veterans Administration Medical Center (VAMC)
National Personnel Records Center (NPRC)

The National Personnel Records Center (NPRC), located in St. Louis, Missouri, is NOT a VA or military facility but is part of the National Archives. 

NPRC has:

· Possession of most service records 

· Custodial responsibility for maintaining records for the DoD  

Note: The NPRC does not house financial records.

Records Management Center (RMC)

The Records Processing Center (RPC) and Service Medical Records Center (SMRC) were combined on October 1, 1995 to form the Records Management Center (RMC). 

Station locations 375, 376, St. Louis RMC, RPC, and SMRC (as reflected in BIRLS) are all the same facility.

Schedule for Records Sent to RMC

Service Treatment Records (STRs) for recently discharged Veterans have been forwarded to the RMC beginning on the following dates:

	Branch
	Separation Date

	Army
	October 16, 1992

	Navy
	January 31, 1994

	Air Force
	May 1, 1994

	Marine Corps
	May 1, 1994

	Coast Guard
	June 1, 2003


Prior to the dates listed above, utilize PIES requests. PIES training is covered in another lesson plan.

Retrieval Methods

Methods to retrieve medical records include:

· VAVBASTL/RMC/OEF Mailbox
· STR Requests via Email

· STR Follow-up Requests
VAVBASTL/RMC/OEF Mailbox 

In 2003, the RMC established a corporate mailbox for claims from seriously injured GWOT Veterans (VAVBASTL/RMC/OEF). 

RO GWOT Coordinators use this box to:

· Request STRs for case-managed claims 

· Expedite the recall of claims folders when needed for case-managed claims   

STR Requests via Email 

STRs must be requested from RMC via email prior to CEST or folder establishment. Provide the following information in the email:

To: VAVBASTL/RMC/OEF
Subject: Integrated Disability Evaluation System (IDES) GWOT Priority Processing

Content: Please complete a one time search for the following and ship next day UPS to:  the scanning site
Include in the request:

· Claimant name

· Social security number

· Branch of service, for the records you are trying to locate 
·  Entered on Date (EOD) and Release from Active Duty (RAD) date for the records you are trying to locateRecords Management 

Records Management
Record management includes the following topics:

· Alternate Sources for Records

· Incomplete Records

· Claimant Responsibility

· Unavailability of Records 

Alternate Sources for Records 

When required records are determined missing, the following actions can help locate them: 

· Review the application 

· Review DD Form 214

· Solicit additional information from the claimant 

· Telephone contact with the claimant for expediency

· Use VA Form 27-0820 to record action

· Written contact may be necessary

Incomplete Records

When there are incomplete records, provide the claimant  an alternatve evidence letter, as soon as possible, and make sure they have received a 5103 notice. 

The information may be provided by creating the Alternate Evidence Letter or documented on Report of General Information, VA Form 27-0820. 

Attachment D: Report of General Information provides an example of required information to present to the Service member by phone or during a personal interview. 
Claimant Responsibility 
M21-1 III.iii.1.A.1.b states:
Claimants are ultimately responsible for providing VA with evidence to substantiate their claim.  Nevertheless, VA has an obligation to
· make every effort to request all the evidence it needs to decide a claim based on the records available when the claim is filed
· undertake development to obtain additional evidence as it is identified by the claimant and/or his/her representative, and
· make reasonable efforts to obtain
· records held by a Federal records custodian, and
· privately held records the claimant identifies, as long as the claimant provides the proper authorization for release of the records to VA.

Unavailability of Records 

M21-1 III.iii.1.C.2.a states:

VA assists claimants in establishing entitlement to benefits by making reasonable efforts to obtain evidence needed to support a claim, whether that evidence is held by a Federal or non-Federal entity.

M21-1 I.1.C.5.b.  states:
VA has the duty under 38 CFR 3.159(e) to notify claimants of the inability to obtain relevant Federal records that are necessary to substantiate a claim. 

If, after continued efforts to obtain Federal records, it is reasonably certain that such records do not exist or further efforts to obtain them would be futile, VA must provide the claimant with a final attempt letter as shown in M21-1, Part III, Subpart iii, 1.C.2.e.

M21-1 III.iii.1.C.2.b Standard Procedure for Requesting Records from a Federal Entity

With IDES claims, the PEBLO is responsible for providing a Service Department Memorandum of Complete and Current STRs, this should inform the VA if STRs are missing and if so, what steps have been taken to obtain the missing records.  

This memo can be viewed as a negative response from the service department for any additional records, however, attempts to RMC, the claimant, etc. may still be warranted in an attempt to obtain the missing records.

If the service department cannot locate requested service records, make sure all attempts are documented and send the claimant a 10-day, final attempt letter which has been approved by the RO MRS and includes: 

·  The evidence that VA was unable to secure 

· The efforts made to secure the evidence 

· Provide the claimant with 10 days to respond

Note: VA must provide the claimant 10 days to provide any additional evidence after the formal finding is completed; the 10-day waiting period may be waived, but must be documented, such as on a VA Form 27-0820. 
Other Branches of Service 

The MSC has specific record management responsibilities for the following services:

· National Guard

· Reserves

· Military Academies

· Uniformed Military Hospitals 
National Guard & Reserves
If the Veteran’s service was with the National Guard or Reserves, the records can be requested through PIES.
Military Academies

When corresponding with military academies, provide:

· Name of Service member

· Social Security Number (SSN)

· Date of birth

· Dates of attendance or date of graduation 

This information can be obtained from DD Form 214 for active service. Date of entry is graduation or oath of office date.

Uniformed Military Hospitals

If the Veteran alleges treatment at a military hospital following discharge:

· Request treatment records using VA Form 21-8359, Information Regarding Veteran in Uniformed Services Hospital

· Do not use PIES to request these records

Types of Records

In addition to STRs, the MSC needs to be familiar with the following types of records: 

· Mental Health Records 

· Dental Records

· VA Medical Records 

· Outreach Centers Records 

· Old VHA Records 

· Non Federal Records

· Social Security Records

Mental Health Records 

STRs do not always contain a Veteran’s mental health treatment records. DoD offers Service members the option of obtaining mental health treatment/counseling from civilian mental health professionals at civilian facilities. These private treatment records do not belong to DoD, and are treated the same as any private treatment record created when a Service member chooses to seek treatment outside of DoD treatment centers.  

Assuming these private treatment records have not been destroyed, ROs may obtain these records once the Veteran provides:

· A complete and signed VA Form 21-4142, authorizing the RO’s request for records on the Veteran's behalf 

· Name of the treating facility 

· Name of mental health professional 

· Dates of treatment 

Mental health treatment records not contained in the STRs are destroyed after five years.
Dental Records

Dental records are normally furnished along with health records. However, dental records can be requested separately if they are all that is needed. 

Dental records are housed by the dental clinic of the Service member’s assigned facility. Contact the appropriate Military Dental Clinic for Active Duty Service member’s dental records.

VA Medical Records 

Various categories of information are available from VA medical records and can be requested by specialized CAPRI reports including:

· Inpatient hospital summaries

· Other inpatient information, such as admissions diagnosis

· Outpatient treatment records, including appointment dates and clinic visits

· 21-day certificates

· Reports of tests and X-rays

· Admission and discharge dates

· Demographic information, including address, SSN, DOB, number of absence days, etc.

· Value of estate

· Competency reports

· Admission reports

CAPRI Record Retreival 

With universal access, CAPRI is the primary link to VHA records. Nationwide access allows users to retrieve records from all VAMC facilities.

Record Retreival without CAPRI
If treatment was at a VAMC and the records cannot be accessed through CAPRI, sumbit a request using VA Form 10-7131 and include the following information:

· Identify the Veteran

· Identify the VAMC

· VAMC requests in Part II

· Requested from VAMC in Part III

Once the form is submitted: 

1. Return original and one copy to VAMC.
2. File two copies. Use one copy for follow up, if needed.

Outreach Center Records 

Records from Outreach Centers must be requested using VA Form 21-4142. This request must include a letter with the completed and signed authorization. 

Outreach Centers include VA Vet Centers and Community Based Outpatient Clinics (CBOCs).. 

Vet Center information can be found at: 

Vet centers – Locations 
Old VHA Records 

Old VHA records are retired after a period of inactivity. If the Veteran has not been seen for many years (prior to early 1990’s), contact VAMC to:

· Request assistance

· Ensure every effort is made to secure available records

· Determine if disposition of records has occurred

Go the extra mile to obtain needed records

VA Form 10-7131 can also be used to request old records.
Non-Federal Records 

VA has a responsibility to assist claimants in obtaining non-federal records, including:

· Private medical records 

· Lay evidence

· Employment records 

· State worker compensation records
Social Security Records 

SSA Government-to-Government Services Online (SSA-GSO) is a web-based interface that SSA owns and operates.  Access to SSA-GSO allows VA employees to request and receive electronic copies of claimants’ SSA disability records through a secure, electronic messaging system.

SSA-GSO is available to authorized users during the timeframes shown in a table in the manual. (M21-1 III.iii.3.A.2.a)

Regional Offices (ROs) are required to
· request records through the SSA-GSO web site, and
· follow the format for the requests as outlined in the SSA-GSO User Guide. 
Veterans Service Center (VSC) and Pension Management Center (PMC) management are responsible for designating employees to assume the following roles for the purpose of controlling and monitoring access to the interface
· Authorization Designee
· Super User, and
· Alternate Super User. 
Note: SSA allows only a limited number of employees at each RO to have access to SSA-GSO.
M21-1 III.iii.3.A.2.c outlines the procedure for:

· submitting a request for disability records from SSA through SSA-GSO
· documenting the request, and
· uploading the corresponding response into an electronic claims folder(eFolder). 
For alternative means of requesting disability records from SSA records, see M21-1 III.iii.3.A.7 

Additional Considerations
The following are additional considerations in record management:

· Relevant v. Irrelevant Evidence
· Health Insurance Portability and Accountability Act (HIPAA) 
· Individual Unemployability (IU)

Duty to Assist

Relevant records, for the purpose of VA's statutory duty to assist, are those records that:

· Relate to the disability or injury for which the claimant is seeking benefits, and 

· Have a reasonable possibility of helping to substantiate the claim. 

Not all medical records have a reasonable possibility of helping to substantiate a disability claim. 
Example: 
The Veteran seeks an increased evaluation for his SC low back condition. On the VA Form 21-4142 he submits with the claim, he indicates he was treated for headaches.
Analysis: The records pertaining to headaches are not relevant and need not be obtained unless the Veteran's records suggest they:

· Contain information about the low back disability, and 

· Present a reasonable possibility of helping to substantiate the low back claim.
Note:  In most cases, it may be impossible to determine relevancy prior to obtaining and reviewing the records.  STRs are considered relevant records and should be obtained, or all efforts to obtain should be exhausted
Health Insurance Portability and Accountability Act 

The Health Insurance Portability and Accountability Act (HIPAA) requires the protection of privacy of health records held in the private sector. For the most part, this law does not apply to records held in Federal custody. 

HIPAA applies when requesting private treatment records for claim development. The Veteran must have a completed and signed VA Form 21-4142, Authorization for Release of Information (a current version that contains proper HIPAA language). VA Form 21-4142 forms printed prior to September 2003 are not HIPAA compliant.

Note:  When records are received electronically, employees should follow local RO policies to retrieve records from the electronic version.

Individual Unemployability
A Service member or Veteran who is in receipt of Social Security Disability may be entitled to Individual Unemployability (IU). When considering entitlement to IU, do the following:
· Review the case.

· Ask the during the interview if he/she feels he/she cannot work due to disabilities incurred in service.

· Include a completed VA Form 21-8940, Claim for Individual Unemployability in the claims folder.
· Request the Social Security Records.

 Attachment A:  Service Treatment Records (STRs)
Current Workflow of Incoming Service Treatment Records

at the Records Management Center (for paper files)
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Attachment B: RMC STR Request Flow Chart

VAVBASTL/RMC/OEF
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Attachment C: Report of General Information
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Attachment D: Service Department Memorandum of Complete and Current STRs 
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Attachment E: Final Attempt Letter
M21-1 III.iii.1.c.2.e:

Below is a sample of a final-attempt letter.  Users should use this template to notify the claimant when Federal records are not available, updating the variable fields where noted.
IMPORTANT—Reply Needed Within 10 Days
Dear [Insert Title and Claimant First and Last Name]:

We are continuing to work on your claim.

[Insert one of the selections from the following table]
	If the RO sent the claimant notice of the records request …
	Then insert the following text …

	only once
	As previously advised in letter of [Insert letter date], we requested your [Insert the specific type of Federal records: separation documents, STRs, etc.].

	more than once
	As previously advised in letters of [Insert letter date], and [Insert letter date] we requested your [Insert the specific type of Federal records: separation documents, STRs, etc.].

	never
	We requested your [Insert the specific type of Federal records: separation documents, STRs, etc.].


We have determined that these records cannot be located and therefore are unavailable for review. All efforts to obtain the needed information have been exhausted, and based on these facts, we have determined that further attempts to obtain the records would be futile. Your claim file contains documentation of the written and telephonic efforts we made to attempt to obtain these records.

We have taken the following actions in an effort to obtain these records: 

[Insert Free Text]
What Do We Still Need from You?
Please submit any relevant documents in your possession including:

· Any available copies of your [Insert Federal records from paragraph starting with “we have determined”, above.]
· Any other relevant evidence or information that you think will support your claim, to include such things as buddy statements. 

If you are unable to submit records, you may also advise us of possible location(s) of these records.

How Soon Should You Send What We Need?
We encourage you to send any information or evidence as soon as you can. However, if we do not hear from you within 10 days, we will make a determination based on the evidence of record.

How Should You Submit What We Need?
Please note that the quickest, easiest, and most secure way to submit any documents to us is via the eBenefits website. Just visit www.eBenefits.va.gov to register.

You can also send what we need to the appropriate address listed in the attached Where to Send Your Written Correspondence enclosure. To ensure the quickest processing time, please include the attached Response Cover Sheet with any evidence or other information you are submitting in response to this letter.

What is eBenefits?
eBenefits provides electronic resources in a self-service environment to Servicemembers, Veterans, and their families. Through the eBenefits website you can:

· Submit claims for benefits and/or upload documents directly to VA

· Request to add or change your dependents

· Update your contact and direct deposit information and view payment history

· Request a Veterans Service Officer to represent you

· Track the status of your claim or appeal

· Obtain verification of military service, civil service preference, or VA benefits

· And much more! 

Enrolling in eBenefits is easy. Just visit www.eBenefits.va.gov for more information. If you submit a claim in the future, consider filing through eBenefits. Filing electronically, especially if you participate in our fully developed claim program, may result in a faster decision than if you submit your claim through the mail.

If You Have Questions or Need Assistance
[Enter Domestic or Foreign Address Decision Point Here]
[Enter Veterans Service Organization Decision Point Here]
Thank you,

Regional Office Director

Enclosures: Where to Send Your Written Correspondence

Response Cover Sheet

[Enclosure free text]
cc: [Insert POA name, if applicable]
Attachment F: Topic 1 Exercise

Read the statements below. Decide whether each statement is true or false. Place T or F in the blank next to the statement.

	Answer
	Statement

	
	NPRC is part of the National Archives and Records Administration (NARA).

	
	Social Security Records are Federal records

	
	To find alternate sources for records, review the application and DD Form 214. 

	
	Examples of non-federal records are private medical records, lay evidence, employment records, and state worker compensation records. 

	
	Retrieving private treatment records is not a MSC responsibility.

	
	HIPAA requires the protection of privacy of health records held in the public sector.

	
	The ultimate responsibility for furnishing evidence needed to perfect the claim rests with the VA.

	
	To request a STR via email, include name, SSN, branch and period of service, and  ask that records be sent to scanning site.

	
	STRs contain all of a Veteran’s mental health treatment records.

	
	A claim must remain pending until a definitive response is received from a Federal records custodian.

	
	A client who receives Social Security Disability may be entitled to Individual Unemployability.

	
	With universal access, almost all VHA records can be obtained using CAPRI.

	
	NPRC is one of the four main facilities that house service records.


Attachment G: Practical Exercise

Read each record description. Match the description to the appropriate record type. Place the correct letter next to the description. 

	Answer
	Record Description

	 
	CAPRI is the primary link to these records.

	 
	Lay evidence is an example of this type of record.

	 
	Use DD Form 214 to find information for these records.

	 
	Provide VA Form 21-4142, name of treating facility, name of health professional, dates of treatment.

	 
	Use PIES request code M01 to request these records.

	 
	Records are usually with the unit.

	 
	These records are retired after a period of inactivity, contact VAMC to see if disposition has occurred.

	 
	This act protects the privacy of health records held in the private sector.


	Record Type

	A. Mental Health Records

B. VA Medical Records or VHA Records

C. Old VHA Records

D. Non-Federal Records


	E. HIPAA

F. Uniformed Military Hospitals

G. Military Academies
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