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Topic 1: FOIA 10 day Letter
DATE
In Reply Refer To:  

RO #/21PC/GS

C


XXXXXX, X 

XXXX  X XXXXXX

PO BOX  XXX

XXXXXX  XX   XXXXX

Dear Mr. XXXXX

This acknowledges receipt of your recent Freedom of Information Act (FOIA) - Privacy Act request, and to inform you of the decision to grant to you access to the requested records if found, and not exempted from disclosure by law. Any releasable sections of the requested records shall be provided to you after deletion of the parts that are exempt. 

You may expect to receive a response as promptly as possible. Our statewide telephone number is 1-800-827-1000.

Any further communication on this subject should be directed to this office call XXXXX 

Sincerely yours,

Veterans Service Center Manager
E-Mail:  https:/iris.va.gov

Web Site  www.vba.va.gov/______-ro.htm
Topic 2: FOIA PRIVACY ACT RESPONSE LETTER
Date
XXXX    XXXXXXXX

XXXXXXXX

XXXXXXXX  XX XXXXX

Dear Mr. XXXXXXXXX:

The information checked below is furnished in response to your recent request under the Freedom of Information Act.

__XX___ we are sending the following information:  A copy of your complete C-File.
_____  We are enclosing a complete copy of your claim file and Service Medical Records.  This copy is provided free of charge.  Additional copies will be provided at a charge of 15 cents per page.

___ _ _The information requested is being furnished at the written request or the written consent of the veteran.  Since this is privileged information, its confidentiality should be maintained.

_____  The copies requested may not be released without a charge of $____________.


We will send the copies upon receipt of a check for this amount.  Please make check payable to Department of Veterans Affairs.  Mail it with this letter to the above address.

____  The system of records named by you does not contain a record retrievable by the social security number provided.  An attempt to locate the veteran by name only also did not produce a record.  If you have any other identifying information that we could use, please resubmit the request.

If you need any other assistance, please feel free to write us at the above address, or call us toll-free at 1-800-827-1000.

Sincerely yours,

Veterans Service Center Manager

E-Mail:  https://iris.va.gov

Web Site  www.vba.va.gov/_________-ro.htm


Topic 3: HEARING LANGUAGE SAMPLES
RO/21JOB/Initials
C 

LAST NAME, FIRST NAME.

NAME
ADDRESS
CITY, STATE  ZIPCODE
Dear Mr/Mrs_____:
The personal hearing you requested has been scheduled.  This letter will tell you the date, time, and location of your hearing and give you other information that you need to know.

When And Where

Date:



Time:



Location:


Directions to the location are shown at the bottom of this letter.

Who Will Conduct The Hearing

Your hearing will be conducted by a ___________, who will be responsible for making the decision on your claim.  However, a decision will not be made on the day of your hearing.

How To Call About Your Hearing

Call weekdays between 8:30 AM and 4:00 PM

Call (800) 827-1000.

Representation/Assistance

If you have a Veterans Service Organization (VSO) as your representative, that organization’s name is shown at the bottom of this letter.  You should report to your VSO at least one hour before your hearing.  If you do not have a VSO, and would like a VA Counselor to assist you, you should call the number shown above so that arrangements can be made.

Hearing Procedures

We have enclosed a form that tells you about our hearing procedures.  Please be aware that VA cannot pay the cost of transportation or any other expenses you may have in connection with the hearing.

If You Can’t Appear

If you are unable to appear at the scheduled date and time, please notify this office as soon as possible, either in writing or by calling the number above
             YOUR PERSONAL HEARING

Your hearing will be before a Decision Review Officer from the Veterans Service Center staff.  The procedure is informal and personal.  At the beginning, we will get acquainted with you and explain how a hearing is conducted.  We will check with you and your representative to be sure of the issue(s) to be considered.  If you have chosen to represent yourself, we will advise you how to conduct your own hearing.

After this, you will “go on the record.”  This means that the proceeding will be recorded by using a microphone and tape so that we will have a complete record of everything said.  The person conducting the hearing will identify everybody at the hearing and state the issue(s) for consideration.  You will be administered an oath or affirmation whereby you promise that the testimony you give is the truth.  The hearing will then be turned over to your representative to allow him/her to present evidence and arguments on your behalf.  If you are representing yourself, you may then make your presentation. 

Do not be concerned about any legal technicalities.  We have no formal rules of evidence.  We will help you develop your case and state your argument in the best possible light.  We will usually question you to clarify something or strengthen your argument.  Before the hearing is closed, you and your representative will have an opportunity to make any concluding remarks and we will check to be sure you have had a chance to say whatever is on your mind.

Basically the procedure is simple and informal to give you the chance to present the best possible case through the help of both your representative and us.
The Board of Veterans’ Appeals (BVA) has scheduled your hearing before a Veterans Law Judge for:

Scheduled Date:   XXXXX
Scheduled Time:   XXX
Our location is, VA Regional Office, ______, ____ Address, City, State. You should report to the ____Campus on the _____Floor Public Elevator, to ____ Floor receptionist area and VA personnel there will direct you further. YOU WILL BE REQUIRED TO PRESENT A PICTURE ID FOR ADMITTANCE TO THIS BUILDING.  Persons entering Federal Property may be subject to security screening, including the inspection of personal property.  It is against the law to bring firearms or other types of weapons onto Federal property.
**PLEASE NOTE – Our facility is currently undergoing construction and there is increased traffic.  Please allow extra time to arrive to your hearing.**

As many people do not report for their BVA Travel Board hearings, BVA has asked us to schedule more than one hearing for the same time slot.  This method of scheduling ensures that more people are able to attend hearings during each BVA visit.  BVA will attempt to hold your hearing as close to your scheduled time as possible, but you should be prepared to wait for up to several hours, if necessary, for your hearing to begin.  

Rescheduling of Hearings

Please notify this office immediately if you will be unable to attend your scheduled hearing.    

You may ask to reschedule up to two weeks before your scheduled hearing date.  You must submit your request to this office in writing and explain why you need a new date.  If you show good cause for rescheduling the hearing, we will reschedule your hearing for the next available date.  If you do not show good cause for rescheduling, we will promptly let you know that you still have the opportunity to appear at your scheduled hearing.

Failure to Report

If you do not report for your scheduled hearing, BVA will consider your hearing request withdrawn.  BVA will not grant another request for a hearing for the same appeal unless your failure to report arose under circumstances that did not allow you to submit a timely request to reschedule the hearing.  

Following your failure to report, you may file a motion for a new hearing date.  This motion must:

· be in writing,

· explain why you did not report, and

· explain why you could not submit a timely request to reschedule.  

You must file the motion at the following address within 15 days after the date of your scheduled hearing:

Travel Board Secretary (0141F1)

Board of Veterans’ Appeals
425 I Street NW

Washington, DC 20001
Withdrawal of Hearing Request

You may withdraw your BVA hearing request at any time without penalty before the scheduled date of the hearing.  If you wish to withdraw your request, please write to us immediately and BVA will consider arguments you have  already made in its decision.

How to Contact Us

If you are looking for general information about benefits and eligibility, you should visit our web site at http://www.va.gov.  Otherwise, you can contact us in several ways. Please give us your VA file number when you do contact us.

· Call us at 1-800-827-1000.  If you use a Telecommunications Device for the Deaf (TDD), the number is 711.

· Send us an inquiry using the Internet at https://iris.va.gov/. 

· Write to us at the address at the top of this letter.

We look forward to resolving your appeal in a fair and timely manner.

The predecisional hearing you requested in connection with your claim has been scheduled.
Scheduled Date:   XXXXXXXXX
Scheduled Time:   XXXXXX
What Is The Location?
Our location is, to _____  Floor receptionist Area and VA personnel there will direct you further.   You should bring any evidence you wish to offer in support of your claim.  We have reserved one hour for your hearing.  You may use less time if you wish.  If you believe you will need more than one hour, please tell us approximately how much more time you will need and we will reschedule your hearing.

What About Representation?
If you desire an accredited representative of a veterans organization recognized by the Secretary of the Department of Veterans Affairs will represent you without charge.  Many state and county governments have trained personnel in their veterans agencies who can represent you.  An agent or attorney may also represent you.  However, an agent or attorney can charge you only for service performed on or after the date of a final decision by the Board of Veterans Appeals.  Tell us if you want someone to represent you and we will send you the necessary forms to appoint them as your representative.  We suggest that you arrive early enough to allow sufficient time to discuss your case before your scheduled hearing.

Does the VA Pay for Transportation?
Please note that the Department of Veterans Affairs cannot pay the cost of transportation or any other expenses you may have in connection with the hearing.

What You Should Do?
If you are unable to appear at the scheduled date and time, please notify this office as soon as possible.

Do You Have Question Or Need Assistance?

If you have any questions, you may contact us by telephone, e-mail, or letter.

	If you
	Here is what to do.

	   Telephone
	Call us at 1‑800‑827‑1000.  If you use a Telecommunications Device for the Deaf (TDD), the number is 1‑800‑829‑4833.

	   Use the Internet
	Send electronic inquires through the Internet at https://iris.va.gov.

	   Write
	Put your full name and VA file number on the letter.  Please send all correspondence to the address at the top of this letter.


In all cases, be sure to refer to your VA file number XXXXXXX.

If you are looking for general information about benefits and eligibility, you should visit our web site at http://www.va.gov, or search the Frequently Asked Questions (FAQs) at http://iris.va.gov.

Sincerely yours,

Veterans Service Center Manager

Email us at:  https://iris.va.gov

211/XXX/Initials
The predecisional hearing you requested in connection with your claim has been scheduled.
Scheduled Date:   XXXXXXXXX
Scheduled Time:   XXXXXX
What Is The Location?
Our location is, VA Regional Office.  You should report to the Campus on the 1st Floor Public Elevators, to 4th Floor receptionist Area and VA personnel there will direct you further.   You should bring any evidence you wish to offer in support of your claim.  We have reserved one hour for your hearing.  You may use less time if you wish.  If you believe you will need more than one hour, please tell us approximately how much more time you will need and we will reschedule your hearing.

What About Representation?
A Veterans Service Organization officers will assist you at the hearing.  We suggest that you arrive early enough to allow sufficient time to discuss your case with this service officer before your scheduled hearing.  Your service organization is XXXXXXXXX.

Does the VA Pay for Transportation?
Please note that the Department of Veterans Affairs cannot pay the cost of transportation or any other expenses you may have in connection with the hearing.

What You Should Do?
If you are unable to appear at the scheduled date and time, please notify this office as soon as possible.
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