MSC Records Management

Instructor Lesson Plan

Time Required: 2 Hours

Table of Contents

2Lesson Description


5Introduction to MSC Records Management


7Topic 1: Records and Responsibilities


7MSC Responsibilities


7Service Records


7Handout 4


8Location of Service Records


10Retrieval Methods


12Records Management


14Other Branches of Service


16Types of Records


20Additional Considerations


23Practical Exercise


24Lesson Review, Assessment, and Wrap-up




	Lesson Description

	The information below provides the instructor with an overview of the lesson and the materials that are required to effectively present this instruction.

	TMS #
	1358202

	Prerequisites
	Prior to this lesson, the Military Service Coordinator (MSC) must have completed the VSR prerequisite lessons on MAP-D and SHARE, and be familiar with the Compensation Services Publications Page. 

	target audience
	The target audience for MSC Records Management is the Military Service Coordinator (MSC). 


Although this lesson is targeted to teach the MSC employee, it may be taught to other VA personnel as mandatory or refresher type training.

	Time Required
	2 hours

	Materials/
TRAINING AIDS
	Lesson materials:

· Records Management PowerPoint Presentation

· Records Management Trainee Handout Packet

· Records Management Answer Key

· VA Form 10-7131

· VA Form 21-4142

· VA Form 21-8359

· SF 180

· Publications Page on the C&P Website

	Training Area/Tools 
	The following are required to ensure the trainees are able to meet the lesson objectives: 

· Classroom or private area suitable for participatory discussions

· Seating, writing materials, and writing surfaces for trainee note taking and participation 

· Trainee Handout Packet, which includes a practical exercise

· Large writing surface (easel pad, chalkboard, dry erase board, overhead projector, etc.) with appropriate writing materials

· Computer with PowerPoint software to present the lesson material

Trainees require access to the following tools: 

· VA TMS to complete the assessment

· Compensation Services Website

· VBA Intranet

	Pre-Planning 


	· Become familiar with all training materials by reading the Instructor Lesson Plan while simultaneously reviewing the corresponding PowerPoint slides. This will provide you the opportunity to see the connection between the Lesson Plan and the slides, which will allow for a more structured presentation during the training session. 

· Become familiar with the content of the trainee handouts and their association to the Lesson Plan. 

· Practice is the best guarantee of providing a quality presentation. At a minimum, do a complete walkthrough of the presentation to practice coordination between this Lesson Plan, the trainee handouts, and the PowerPoint slides and ensure your timing is on track with the length of the lesson. 

· Ensure that there are copies of all handouts before the training session.

· When required, reserve the training room.

· Arrange for equipment such as flip charts, an overhead projector, and any other equipment (as needed).

· Talk to people in your office who are most familiar with this topic to collect experiences that you can include as examples in the lesson. 

· This lesson plan belongs to you. Feel free to highlight headings, key phrases, or other information to help the instruction flow smoothly. Feel free to add any notes or information that you need in the margins. 

	Training Day 


	· Arrive as early as possible to ensure access to the facility and computers. 

· Become familiar with the location of restrooms and other facilities that the trainees will require. 

· Test the computer and projector to ensure they are working properly. 

· Before class begins, open the PowerPoint presentation to the first slide. This will help to ensure the presentation is functioning properly. 

· Make sure that a whiteboard or flip chart and the associated markers are available.

· Provide a sign in sheet and at the conclusion of the session, ensure that all trainees sign in. 


	Introduction to MSC Records Management

	INSTRUCTOR INTRODUCTION
	Complete the following:

· Introduce yourself

· Orient learners to the facilities

· Ensure that all learners have the required handouts

	time required
	.25 hours

	Purpose of Lesson

Explain the following:

	This lesson is intended to teach trainees the process for  reviewing a case file to determine if records are required to adjudicate the claim and how to request the required records should the claim need to be adjudicated.

This lesson will contain discussions and exercises that will allow you to gain a better understanding of: 

· Records and Responsibilities

	Lesson Objective

Discuss the following:

Slide 2


Handout 2
	In order to accomplish the purpose of this lesson, the MSC will be required to complete an assessment that covers the following lesson objective: 

The MSC will be able to:  

· Given references and the trainee handout packet, differentiate types of service records and Military Service Coordinator (MSC) responsibilities when retrieving records, with 85% accuracy. 

	Explain the following:
	Each learning objective is covered in the associated topic. At the conclusion of the lesson, the learning objectives will be reviewed. 

	Motivation
	VA has the duty to assist claimants in obtaining all the required evidence in support of their claims. The VA must ensure that everything possible has been done to retrieve all applicable records for the claimant. A thorough and complete review of the claimant’s record will result in timely and efficient processing of claims, and will ensure the proper benefits are awarded to Service members, Veterans, and/or their dependents.

	STAR Error code(s)
	The Systematic Technical Accuracy Review (STAR) Program reviews cases and considers them either “accurate” or “in error” for the purpose of measuring technical accuracy. The following are examples of errors called during the 2010 STAR review.

Please discuss the common errors with the trainees:

· The MSC did not request the correct records which delayed the IDES case in the Rating Process.
· The MSC did not complete a Memorandum of Unavailability when Service Treatment Records were not available, therefore delaying the IDES case in the Rating Process. 

	References
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Handout 3
	Explain where these references are located in the workplace:
· 38 CFR 3.159

· M21-1MR I.1.C.5

· M21-1MR III.iii.2

· M21-1MR III.iii.3.A

· M21-1MR III.iii.1.C.13

· Compensation and Pension Records Interchange (CAPRI) Users Guide

· VBA Letter 20-07-19 Revised (2nd) dated February 6, 2009,    Subject:  Priority Processing for Global War On Terrorism (GWOT) Veterans

· PIES Participant Guide 

· M21-1MR III.iii.3.


	Topic 1: Records and Responsibilities 

	Introduction
	This topic will allow the trainee to identify the four types of service records and differentiate procedures to request each type of service record.

	Time Required
	1 hour

	OBJECTIVES/
Teaching Points


	Topic objective:

· Given references and the trainee handout packet, differentiate types of service records and Military Service Coordinator (MSC) responsibilities when retrieving records, with 85% accuracy. 

The following topic teaching points support the topic objective: 

· MSC Responsibilities

· Service Records

· Location of Service Records

· Retrieval Methods

· Records Management

· Other Branches of Services

· Types of Records

· Additional Considerations

	MSC Responsibilities 

Slide 4


Handout 4
	The MSC is responsible for retrieving the following records: 

· Records in VA possession

· Records at NPRC

· 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
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Handout 4
	All records kept by the military are referred to as “service records.” 

The four types of service records are:

· Service

· Medical

· Financial 

· Social Security 

	DISCUSSION
	Ask trainees to brainstorm examples of service records. A partial list includes:

· Dates of service documents

· Character of service documents

· Line of duty reports

· Facts and circumstances

· Conditional discharge information

· Travel time

· Morning reports: See Page 22 of PIES Participant Guide and M21-1MR.III.iii.2.E.35.f. for information about morning reports

	Location of Service Records
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Handout 4
	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)
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Handout 4
	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(S)
	The NPRC does not house medical or financial records.   

	Records Management Center (RMC)
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Handout 5, 14
	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.

Refer trainees to Attachment A: Service Treatment Records (STRs) in the trainee handout packet for a description of how STRs are handled when received at RMC.

	NOTE(S)
	Inform the trainees that Attachment A: Service Treatment Records (STRs) in the trainee handout packet details the workflow of incoming STRs at the RMC. 

	Schedule for Records Sent to RMC
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Handout 5
	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.

	NOTE(S)
	VA also receives medical records outside the above time frames.

	Check comprehension
	Ask the trainees the following questions:

1. What two agencies were combined to form the RMC?

Response: RPC and SMRC

2. True or False? Station locations 375, 376, St. Louis RMC, RPC, and SMRC are all the same facility.

Response: True

3. What four main facilities house service records? 

Response: 
· NPRC

· RMC 

· SSA

· VAMC

4. What are the four types of service records?

Response: 
· Service

· Medical

· Financial 

· Social Security

5. What are the MSC’s responsibilities in retrieving records?
Response: 

The MSC is responsible for retrieving:

· Records in VA possession

· Records at NPRC

· Private treatment records

· Social security records not in the service department possession 

The MSC may assist the PEBLO in retrieving any records needed for the claim.

	Retrieval Methods
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Handout 5
	Methods to retrieve medical records include:

· RMC Records Retrieval

· VAVBASTL/RMC/OEF Mailbox

· STR Requests via Email

· STR Follow-up Requests

	RMC Records Retrieval
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Handout 5
	When any portion of the medical record arrives at RMC, it is recorded in the Service Treatment Records Tracking System (SMRTS). SMRTS automatically establishes or updates records in BIRLS. 

The CEST command or creating a claims folder in COVERS or SHARE automatically sets up a transfer request for STRs at RMC to ship records to the RO that requested them. 

	DEMONSTRATION

Handout 15, 16
	Refer trainees to Attachment B: BIRLS LOC Screen and Attachment C: RMC STR Request Flow Chart in the trainee handout packet. 

Follow the Guide starting with RO issues electronic request to Hines. The request is automatically generated when a claims folder is established or when an EP is established in SHARE. 
Explain to the trainees how to use BIRLS and the flow chart to determine if a request is at the RMC. Also discuss how SHARE can be used to locate this information.  

	VAVBASTL/RMC/OEF Mailbox
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Handout 5-6
	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

Reference: VBA Letter 20-07-19 Revised (2nd) dated February 6, 2009, Subject: Priority Processing for Global War On Terrorism (GWOT) Veterans.

	STR Requests via Email
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Handout 6
	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:

Include in the request:

· UPS shipping address for the IDES 

· Claimant name

· Social security number

· Branch of service 

· Period of service

· Period of service

	STR Follow-up Requests

Handout 6
	After 14 days of non-receipt from the in transit date in BIRLS, a follow-up request may be sent to the RMC mailbox. 

After no response, and as a secondary follow-up, send a separate email to the RO Triage email box asking for a one time search for the STRs.

	Records Management
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Handout 6
	Record management includes the following topics:

· Alternate Sources for Records

· Incomplete Records

· Claimant Responsibility

· Unavailability of Records

	Alternate Sources for Records
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Handout 6
	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
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Handout 7, 17
	When records are incomplete, provide the claimant with the following as soon as possible: 

· MAP-D Alternate Evidence Letter

· Pre-Discharge Notice Response for active duty personnel  

· VCAA Notice Response for Veterans

The information may be provided by creating the MAP-D Alternate Evidence Letter or documented on VA Form 27-0820. 
Attachment D: Report of General Information in the trainee handout packet provides an example of the required information to present to the Service member by phone or during a personal interview.

	Claimant Responsibility 
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Handout 7
	M21-1 MR III.iii.2.I.59.a states:

Although VA assists the claimant in establishing entitlement to benefits and makes a thorough and complete effort to obtain the Veteran's records, the ultimate responsibility for furnishing the evidence needed to perfect the claim rests with the claimant.

	Unavailability of Records
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Handout 7
	M21-1 MR [III.iii.2.I.59.b] states:

A claim must remain pending until a definitive response is received from a Federal records custodian, to include service departments and NPRC, as to the unavailability of records allegedly in its possession. 

If the service department cannot locate requested service records, take the following steps: 

· Prepare a formal finding regarding unavailability 

· Inform the Veteran/Service member of evidence that VA was unable to secure 

· Inform the Veteran/Service member of efforts made to secure the evidence 

· Provide the claimant with 10 days

· VCAA Pre-Discharge Notice Response Acknowledgement may waive the 10 day waiting period. 

· Make a decision based on the evidence of record

Stress the following to the trainees: VA must provide the claimant 10 days to provide any additional evidence after the formal finding is completed. The VCAA Predischarge Notice Response Acknowledgement may waive the 10-day waiting period.

	NOTE(S)

Handout 19

	Attachment E:  Memorandum of Unavailability of Records in the trainee handout packet provides an example of the Memorandum of Unavaility of Records. Take a few minutes to discuss the format of the  document with the trainees. 

	Check comprehension
	Ask the trainees the following questions:

1. Per M21-1 MR III.iii.2.I.59.a, what is the claimant’s responsibility for furnishing records?

Response: The ultimate responsibility for furnishing the evidence needed to perfect the claim rests with the claimant.

2. When a record is incomplete, what information is the MSC required to provide to the Service member?

Response: Provide the claimant with the following: 

· MAP-D Alternate Evidence Letter

· Pre-Discharge Notice Response for active duty personnel  

· VCAA Notice Response for Veterans

3. If required records are determined missing, what actions can the MSC do to locate them?

Response: 

· Review the application 

· Review DD Form 214

· Solicit additional information from the claimant

4. Based on M21-1 MR III.iii.2.I.59.b, when records are unavailable, when can VA proceed with the claim? 
Response: When a response is received for all requests for federal records. 
5. What happens when a medical record arrives at RMC? 

Response: The record is recorded in the SMRTS, which automatically establishes or updates records in BIRLS. 

	Other Branches of Service
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Handout 7
	The MSC has specific record management responsibilities for the following services:

· National Guard

· Reserves

· Military Academies

· Uniformed Military Hospitals

	National Guard 
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Handout 8, 20

	If the Veteran’s service was with the National Guard:

· Records should be with the appropriate State Adjutant General’s Office

· M21-1MR.III.iii.2.K.79 contains the address for each office

· Create a letter in MAP-D to mail or fax to the National Guard or Reserve Unit. MAP-D letter should use the wording provided in Attachment F:  Sample Reserve/National Guard Letter in the trainee handout packet in lieu of VA Form 3101
· Do not use Personnel Information Exchange System (PIES)

	Reserves
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Handout 8
	If a Veteran is an active Reservist:

· Records may be with the Reserve unit

· Contact the Veteran for address and telephone number of the Reserve unit

· Contact the Reserve unit to determine if the unit has the Veteran’s records

· MAP-D letter should use the wording provided in Attachment F:  Sample Reserve/National Guard Letter in the trainee handout packet in lieu of VA Form 3101

· Do not us PIES

	Military Academies
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Handout 8
	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
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Handout 8
	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
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Handout 9
	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
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Handout 9
	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. 

	NOTE(S)
	As a reference, use the VCSM Call of March 17, 2005, Subject: Health Records for Mental Health Treatment Records.

VSCM Conference Call - 03/2005 

	Dental Records
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Handout 9
	Dental records are normally furnished along with health records. However, dental records can be requested separately if they are all that is needed. Use PIES request code M01 for Veterans.

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
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Handout 9-10
	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 Retrieval
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Handout 10
	With universal access, CAPRI is the primary link to VHA records.  Nationwide access allows users to retrieve records from all VAMC facilities.

	Record Retrieval without CAPRI
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Handout 10
	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.

	NOTE(S)
	The above records are covered in detail in other lessons.

Provide the trainees with a copy of VA Form 10-7131 when reviewing the following section. http://vaww4.va.gov/vaforms/medical/pdf/10-7131-fill.pdf

	Outreach Center Records
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Handout 10
	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. 

Vet Center information can be found at: 

Vet centers - Locations

	Old VHA Records
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Handout 10
	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
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Handout 10-11
	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
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Handout 11
	M21-1MR III.iii.3.A.2.a states that correct routing of requests for Social Security Administration disability records depends on the individual's age and mailing address. Use the table below to determine where to route requests for disability records.

Social Security Records are considered Federal Records. All requests must have a response prior to forwarding the claim to the Rating Board.

Routing Requests for SSA Disability Records

Person

Action

Younger than 55

Fax request to:

Office of Disability Operations (ODO) in Baltimore, MD

Fax # (410) 298-7954

Reference: A sample copy of request for SSA disability records is contained within M21-1MR, Part III, Subpart iii, 3.A.8.

55 or older

Fax request to:

National Records Center (NRC) in Kansas City, MO

Fax # (816) 257-5106

Reference: A sample copy of request for SSA disability records held at the NRC is contained within M21-1MR, Part III, Subpart iii, 3.A.9.

Residing in a foreign country

Mail request to:

Division of International Operations

P.O. Box 17769

Baltimore, MD 21235-7769



	NOTE(S)
Handout 21
	Refer to Attachment G:  Social Security Initial Request or Follow-up Request in the trainee handout packet for the form to use when requesting records from Social Security.

	Check comprehension
	Ask the trainees the following questions:

1. What are examples of non-federal records?

Response: 

· Private medical records 

· Lay evidence

· Employment records 

· State worker compensation records

2. What is the primary way to access VHA records?

Response: CAPRI

3. Who has access to CAPRI?

Response: CAPRI clerks, Rating Specialists, Rating Assistant Technicians, or VSRs may have CAPRI access.

4. If a Veteran is an active Reservist, where are his/her records located?
Response: Records should be with the Reserve unit.
5. If a Veteran served in the National Guard, where are his/her records located?

Response: Records should be with the appropriate State Adjutant General’s Office.

	Additional Considerations 
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Handout 11
	The following are additional considerations in record management:

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

	Relevant v. Irrelevant Evidence
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Handout 12
	If evidence is relevant, it must be considered in the claim. After consideration, if the evidence does not change the decision, it becomes irrelevant. If the evidence is determined to be irrelevant, a decision can be made on the claim without waiting for the evidence. 

Irrelevant records include medical records that existed prior to military service when it has been established, based on medical evidence of record, that the injury was incurred in service. The records prior to service would not change the outcome of the claim decision. 

	Duty to Assist
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Handout 12
	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(S)
	In most cases, it may be impossible to determine relevancy prior to obtaining and reviewing the records.

	Health Insurance Portability and Accountability Act 
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Handout 12
	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 printed prior to September 2003 is not HIPAA compliant.

	NOTE(S)
	When records are received electronically, employees should follow local RO policies to retrieve records from the electronic version.

Example: Social Security Records are now received on CD. The CD must be scanned for viruses before the information can be downloaded on an employee’s computer. Each RO will have a designated person to scan the CDs.

	Individual Unemployability
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Handout 12-13
	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 client 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.

	Exercise

	Direct the trainees to Attachment H: Topic 1 Exercise in the trainee handout packet. 

· Instruct trainees to complete the exercise.

· Allow the trainees 20 minutes to complete exercise.

· Review as a class.

	Regional Office Specific Topics
	At this time add any information pertaining to:

· Station quality issues with this lesson

· Additional state-specific programs/guidance on this lesson


	Practical Exercise

	Time Required
	.5 hours

	EXERCISE
	Direct the trainees to Attachment I: Practical Exercise in the trainee handout packet. 

· Instruct trainees to complete the exercise.

· Allow the trainees 20 minutes to complete exercise.

Ask if there are any questions about the information presented in the exercise, and then proceed to the Review. 


	Lesson Review, Assessment, and Wrap-up

	Introduction

Discuss the following:
	The MSC Records Management lesson is complete. 

Review each lesson objective and ask the trainees for any questions or comments.

	Time Required
	.25 hours 

	Lesson Objectives
	You have completed the MSC Records Management lesson. 

The trainee should be able to:  

· Given references and the trainee handout packet, differentiate types of service records and Military Service Coordinator (MSC) responsibilities when retrieving records, with 85% accuracy.

	Assessment 


	The assessment will allow the participants to demonstrate their understanding of the information presented in this lesson.

Remind the trainees that they will not receive credit for this lesson until the Level 1 and Level 2 assessments have been completed in the TMS. 
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