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CHAPTER 6. RECORDS ADJUSTMENT








6.01  CORRECTION OF CLAIMANT APPLICATION RECORDS WITH NO SERVICE DEPARTMENT RECORD 





	When a file number has been assigned based on prima facia evidence contained in the application, but the operating division determines that subsequent information received from the Service Departments does not corroborate this evidence, the claims folder will be forwarded to the Correspondence Activity.  VA Form 21-3101, Request for Information, will be boldly annotated "No Record-Service Department," and filed in the claims folder.  The file number will not be canceled.  A BUPD transaction will be processed over Target to delete erroneous service data in BIRLS.





6.02  CORRECTION OF RECORDS BASED ON INFORMATION FURNISHED BY SERVICE DEPARTMENTS





	Upon return of VA Form 21-3101 or 21-3101-3/4, Request for Information, corrective action will be taken when it is determined that data previously noted or entered in the computer are incorrect.  Changes will be brought to the attention of both the Authorization Activity for any adjustment of records and to the Correspondence Activity for any corrective action.  A BUPD transaction will be processed over Target to correct the BIRLS record.





6.03  ADJUSTMENT OF VETERANS' NAME FOR ESTABLISHING PERTINENT RECORDS





 	a.  In processing initial applications, the veteran's full name will be used.  For example, if the name shown in item 1 of VA Form 21-526, Veteran's Application for Compensation or Pension, is "Robert H. Jones", the signature of the claimant shown on page 4 of the form is "Bob Jones", and the name shown on DD Form 214 is "Robert Homer Jones"; the name "Robert Homer Jones" will be used in preparing all records.





 	b.  Use the name on the original claim when a subsequent claim is filed, and there is a significant difference in the name.  A letter will be written to the veteran requesting clarification of this issue.  All records will be changed to reflect the name indicated in the veteran's reply.





	c.  When the claims folder indicates that a Rehabilitation and Education  (R&E) folder also exists, which has been retired to a Federal Records Center (FRC), a notation as to the name under which the R&E folder was retired will be recorded beside the notice of retirement stamped on the claims folder.





6.04  ESTABLISHMENT OF A CLAIMS FOLDER (C OR XC) WHEN FILE NUMBER PREVIOUSLY ASSIGNED





	Upon establishing a claims folder in those cases in which a file number was previously assigned to an application for disability insurance benefits, hospitalization or outpatient treatment and it is evident that a claims folder was not established, the BINQ command will be used to verify the current location of the claims folder.  If none exists, the BUPD or BFLD commands will be used to establish a new claims folder.
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6.05  FILE NUMBER ADJUSTMENT AND CANCELLATION





	a.  All veterans' folders or files and applications with duplication of file numbers within a regional office (except Finance Activity records) will be forwarded to the Correspondence Activity for adjustment action.





 	b.  The command DUPC will be used to adjust BIRLS records for a veteran when it has been discovered that two BIRLS records exist for that veteran, each identified by a different file number (C or SS).





 	c.  The correspondence clerk will be responsible for processing the adjustment of duplicate file numbers.  If both claims folders are not located at the regional office discovering the duplicate records, the other folder will be requested on a permanent transfer.  Both folders are required to properly process the adjustment of duplicate records.





NOTE:  When both folders involved in duplicate file number assignment are located in the RPC (Records Processing Center), adjustment action will be accomplished by the RPC.





 	d.  The following criteria will be used when consolidating duplicate file numbers:





 	(1)  The file number under which an award has been approved will be retained.





	(2)  When both claims are for monetary benefits and have active awards, the file number pertaining to compensation or pension will be retained.  If both records contain compensation or pension awards, and one of the files is identified by a Social Security file number and the other by a claim file number, the claim file number should be retained.  If both are identified by claim file numbers, the lowest claim file number should be retained.





 	(3)  When both claims are for monetary benefits and neither has any active awards, retain the file number under which the more important evidence has been developed. This determination will be made by the Adjudicator.


 


 	(4)  When both claims are for hospitalization, retain the first number assigned. 





NOTE:  Applications for outpatient and domiciliary care will be considered as hospital applications.





 	(5)  In all instances, the file number previously assigned on the basis of only the disability insurance claim will be canceled.





	(6)  When both records pertain solely to education, and only one record indicates entitlement used, the record which has entitlement used will be retained.
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 	(7)  When both records pertain solely to education and both records have active awards, or both have terminated awards, retain the record with a claim file number versus a Social Security file number.  If both records have claim file numbers assigned, retain the lowest claim file number.





 	(8)  When both records pertain solely to education and one record has an active award and the other a terminated award, retain the file number with the active award.





 	(9)  When one of the education records being adjusted has been transferred in from the RPC, a MINQ transaction should be performed to determine whether an active Hines master record exists.  Display of an abbreviated education master record (M25) screen will indicate the record is inactive and needs to be referred to the Authorization Activity for action prior to DUPC processing.  Display of any other education master record (M21, M22, M23, M24) screen indicates the record is active and a DUPC transaction can be processed.





 	e.  After such a determination has been made, the Correspondence Activity will take action to process the DUPC.





6.06  RECORDS ADJUSTMENT ACTIONS





 	a.  After the adjustment action has been taken in BIRLS, the correspondence clerk will ensure that other associated records adjustment actions are accomplished.





 	b  The folder identified by the file number to be canceled will be reviewed.  The file number on each piece of paper in the folder will be lined out and marked "Canceled Duplicate."  The retained file number will be written above it.





 	c.  The papers in the two folders will be combined, with all documents arranged in chronological order.  The material will be filed on the appropriate flap of the folder identified by the retained file number.





 	d.  The canceled file number will be annotated on the outside of the retained folder immediately below the retained file number.  A single line will then be drawn through the canceled number and the notation "Canceled Duplicate" will be written next to it.  Other markings on the jacket identified by the canceled number will be duplicated on the jacket identified by the retained file number.  After the markings are transferred, the old jacket will be disposed of in accordance with Records Control Schedule VB-1, item No. 13-052.2.





 	e.  If any action is required, material showing the canceled number and the retained number will be referred to the appropriate operating activity with an Optional Form 41, Routing and Transmittal Slip, showing the actions taken in the process of adjustment.
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 	f.  VA Form 3025, File Charge Card, for the canceled number will be marked "Canceled" and the retained file number entered on the charge card as a cross-reference.  The charge card will be filed in proper sequence in folder files under the canceled file number and disposed of 1 year after the date of consolidation, as required by Records Control Schedule (RCS) VB-1, part I, item No. 3-075.  The file charge card will be posted at the top to show the month it becomes eligible for disposal.





 	g.  After the records have been consolidated under the retained file number, a VA Form 23-39a, Your VA File Number, will be completed and mailed to the claimant.





 	h.  Notification of the file number change will be made to the service organization of record and to any VA medical activity with which there has been recent correspondence.  This notification will be made on an Optional Form 41, providing the veteran's name, retained file number, canceled file number, and date of consolidation.





6.07  ADJUSTMENT OF RECORDS





	a.  Adjustment of records will be made when a folder contains forms and/or correspondence pertaining to a veteran other than the one for whom the folder was established.  For example:





 	(1)  When the veterans concerned have identical or similar names and one or more folders may be involved; or





 	(2)  Mail has been improperly identified or misfiled; or





 	(3)  Information furnished by the Service Departments is incorrect; or





 	(4)  There is fraud indicated on the part of the veteran.





 	b.  In such instances, the following instructions govern folder  adjustments:





 	(1)  Locate the form or correspondence in the folder which bears the original file number.





 	(2)  Analyze all evidence and determine if there is any material filed  that does not pertain to the veteran to whom the original file number was assigned.





 	(3)  Remove misfiled material in instances in which adjudicative actions have not been affected.  A memorandum will be placed in the folder from which the misfiled correspondence was removed, showing the type and disposition of the material removed and the claim number where it was correctly filed.





 	(4)  If the material removed is identified by a file number, it will be attached to the correct folder with a memorandum of explanation showing the name and file number of the veteran from whose folder it was removed.  Route the folder, with the material that has been identified by a file number, to the proper operating activity for any action that may be required.
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 	(5)  If the material which was removed is not identified with a file number a BINQ transaction will be entered to Target to determine the file number and location of the folder.





 	(6)  In cases in where the misfiled material affects any service records, rating sheets, or awards in the claims folder, the folder or folders will be forwarded, intact, to the Authorization Activity for removal of irrelevant papers and proper adjustment.





 	(7)  In cases where confidential material is found in the claims or XC-folder, the folder will be temporarily transferred to the Washington Regional Office, 941 North Capitol Street, N.E., Washington, D.C. 20421, for the attention of the  Adjudication Officer, for appropriate action.  Confidential material will include all veterans service department records classified and stamped "Top Secret," "Secret," or "Confidential."





 	c.  In cases in which claims records for different veterans are confused or misfiled, a BINQ transaction will be entered to Target to determine whether the BIRLS master index record(s) is correct.  If BIRLS contains erroneous information, corrective action will be taken as indicated below.  In addition, appropriate action will be taken to correct the Compensation, Pension and Education systems and other records, if necessary.





 	(1)  If BIRLS contains erroneous information, action will be taken to correct the record(s).  Normally, erroneous data contained in the BIRLS master index record can be corrected by a BUPD transaction.  Occasionally, a veteran's BIRLS record may have been erroneously consolidated  so that BIRLS shows the "canceled" number as "retained" and vice versa.  In such cases a DUPC transaction should be entered to reverse the consolidation.





 	(2)  In some cases, BIRLS records may contain erroneous data about a veteran or confused information pertaining to two or more different veterans which cannot be corrected by regional office personnel with normal file maintenance transactions.  When such problems are encountered, VA Form 20-8738, BIRLS Records Adjustment Worksheet, should be prepared and referred to the RPC.





 	(a)  The regional office discovering the problem is responsible for the submission of the VA Form 20-8738.  The form is designed to accommodate data for two veterans' records.  The data in section B will be used to reconstruct BIRLS master index records and, it must be verified through review of the pertinent folder(s).  If any additional space is required to complete any item, the reverse side of the form will be used.  Items on the reverse side will be properly identified; i.e., cross-reference name, additional service numbers.  The same format used in standard BIRLS input will be followed in completing form.





 	1.  If BIRLS contains erroneous data for only one record, the pertinent claims folder will be obtained and only the Record Number 1 data fields will be completed.
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 	2.  If a BIRLS record contains erroneous data for two veterans, both claims folders will be obtained and all items in section B for Record Number 1 and Record Number 2 will be completed.  If one of the folders is located at another station, the correspondence clerk will request that the folder be temporarily transferred in.  (Exception:  Folders located at FRCs and the RPC must be transferred permanently.)





 	3.  If a folder cannot be located, standard "lost folder" search procedures will be initiated.  The folder will be reported missing in accordance with chapter 13.  Upon receipt of the missing folder or a rebuilt folder, the necessary data will be extracted and recorded on VA Form 20-8738.





 	(b)  The original VA Form 20-8738 will be mailed to the Director (00/233B), VA Records Processing Center, P.O. Box 5020, St. Louis, Missouri 63115.  The copy will be kept in suspense status in the Correspondence Activity pending file (or Data Terminal pending file, if no file number(s) has been assigned) for 21 calendar days.  If notice that the problems have been corrected is not received within this 21 day period, telephone followup action will be initiated.





 	(c)  Upon receipt of the original VA Form 20-8738 accompanied by a copy of the current BIRLS output, the suspense copy will be pulled from the pending file (correspondence or data terminal).  This copy will be disposed of in accordance with Records Control Schedule VB-1, part I, item no. 13-052.





 	1.  The current BIRLS output will be reviewed for accuracy.  If the BIRLS master index record(s) is in order, the award document(s) on the left flap of the claims folder will be compared with the data in the corrected BIRLS record(s).  If this review indicates that corrections to the CP&E master record(s) are required (e.g., to consolidate two master records or to correct the name or file number in a master record), or if there is some question as to whether corrective award action is required, the claims folder and the original VA Form 20-8738 will be routed to the Authorization Activity.  The VA Form 20-8738 will disposed of in accordance with Records Control Schedule VB-1, part I, item no. 13-052.2, when it is determined that the CP&E master record(s) is correct and compatible with data in the BIRLS master record.





 	2.  If review of the award document(s) by the correspondence clerk does  not reveal erroneous award data, the original VA Form 20-8738 and attached BIRLS output will be disposed of in accordance with Records Control Schedule VB-1, part I, item no. 13-052.2





 	(3)  VA Form 20-8738 may also be used to refer other kinds of problem cases which cannot be corrected by standard field procedures.  Be sure to include complete identifying data on the VA Form 20-8738, including all canceled numbers, additional service numbers, VADS (Veterans Assistance Discharge System) discharge data, and insurance policy numbers obtained from the claims folder or currently contained in the BIRLS master index record.  This information is required by the RPC to prevent the occurence of future system errors.











6-6�
March 7, 1994			M23-1, Part I


				Change 87








 	(a)  When a regional office repeatedly receives a "System Error Resubmit Request" reply message, the case will be referred to the RPC.





 	(b)  When the problem involves duplication of file numbers and BIRLS will not accept a DUPC transaction, the case will be referred for adjustment action.





 	(c)  When the reply message "No Record for File Maintenance" is received and efforts to add a master record have been unsuccessful, the case will be referred to the RPC for corrective action.





 	(d)  Occasionally a veteran's name is misspelled when it is entered into BIRLS.  Under the Privacy Act of 1974, a veteran may request that the incorrect spelling be removed from BIRLS.





 	1.  If a BUPD to correct the name results in a cross-reference name, refer the case to the RPC.





 	2.  All names in reference to a veteran will be shown on the VA Form 20-8738.  In section A write "Delete incorrect name" and show the incorrect name.  In the Record Number 1 portion of section B, show the correctly spelled name and other identifying data.
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