
Claims Folders Maintenance

Trainee Handouts

	PREREQUISITE TRAINING
	None

	PURPOSE OF LESSON
	The purpose of this lesson it to provide the VSR an introduction to the various types of folders located within a Regional Office and the maintenance of the folders.

Provided with the appropriate manual and regulatory references and handouts, the trainee will be able to:      

· Identify 2 types of claims folders

· Input the receipt of active mail into MAP-D and dictate a   MAP-D note

· Locate the current reference for the handling and destruction of all personally identifiable and sensitive information

· Identify folder value of documents

· Determine where and how to file documents

· Determine the appropriate procedure for handling original documents

· Describe general policies for folder storage

Given a claims folder and sample claim documents, the trainee will be able to assess a document’s folder value and properly file the documents in the claims folder.

	Time Required
	1 hour 10 minutes lecture; 20 minutes review exercise

	Instructional Method
	Lecture, participatory discussion and practical exercise

	Materials/ Training Aids


	· Claims Folder Maintenance Trainee Handouts

· Claims Folder PowerPoint Presentation
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References

· M21-1MR, Part III, Subpart ii, 3 – Folder Establishment

· M21-1MR, Part III, Subpart ii, 4 – Files and Folder Control

· M23-1, Part I, Chapters 2 and 13 - Administrative Operations
*Note:   The information in this reference may be somewhat dated, but it will give you additional background for this lesson.  You can access M23-1 by going through WARMS, Direct Links.  Click on ADMIN 23.
Types of Folders 

Different types of folders are used for the various claims filed.  These include:

 Claim Folder (C-files) – a red-rope, three-flap folder, with fasteners on the inside is used for an initial claim for benefits from a veteran.


 Notice of Death (NOD) Folder – a lightweight, two-flap folder with fasteners on the inside is used for a first notice of death (FNOD).


Folder Value of Documents

Non-record Value Material

· Remove the following types of material from the claims folder if it has served its initial purpose and has no legal, administrative, or historical value: diary forms 

· reference and routing slips

· control records

· incoming transmittal or cover letters with no evidentiary value

· envelopes and returned VA original letters with no evidentiary value

· requests for civil service preference certificates

· VA form and form letter requests for evidence (returned originals or file copies)

· rating activity worksheets

· flashes, and
· BDN prints not specifically required by directives.
NOTE:  Change of address are not filed in claims folder unless:

· the source document contains data of record value in addition to the address, or
· the address change is for a nursing home, penal institution, or fiduciary payee, or cannot be entered and retrieved from a Hines Master record
Original Records

Before returning an original record to a claimant, make and file a true, certified copy.  The certified copy must contain the 

· date the copy was made

· name of the Department of Veterans Affairs (VA) office that received the original, ands

· signature and title of the person authorized to certify authenticity.

References:  
M21-1MR, Part III, Subpart ii, 3.C.8, 

M21-1MR, Part III, Subpart ii, 3.C.9.
The law prohibits reproduction of the following documents:
· U.S. Certificates of Citizenship or Naturalization

· U.S. Passports, and

· U.S. Immigration papers.

References:  
M21-1MR, Part III, Subpart ii, 3.C.7.c. 

Please note that the destruction of personally identifiable and sensitive information may be subject to change.  Please follow current guidance in regards to the proper handling of PII and sensitive information. 
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CLAIMS FOLDER MAINTENANCE

Review Exercise

1. Provide the physical description of a veteran’s Claims Folder (C-file).

2. List three items that should be removed from a claims folder once these items have served their purpose and have no other legal, administrative or historical value.

3. What documents are filed on the left-flap of a claims folder?

4. What documents are filed in the center of a claims folder?

5. What documents are filed on the right flap of a claims folder?  

6. Which two documents are reverse filed on the right flap?

7. True or False?  Original documents such as birth certificates, marriage certificates, etc., should be returned to the claimant.

8. Are original documents that are to be returned to the claimant date stamped?  Yes or no.  

9. List three types of documents that are not copied.

Change of Address –


See criteria for address change filed in Claims Folder


M21-1MR, Part  III, Subpart ii, 3.C.8.b





Verification of Service--Certified Copy DDForm 214 (Reverse filed).
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