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Section A.  Folder Management

 PRIVATE INFOTYPE="OTHER" Overview

 PRIVATE INFOTYPE="OTHER" 
	In this Section
	This section contains the following topics:


	Topic
	Topic Name
	See Page

	1
	Folder Type, Storage, and Disposal
	4-A-2

	2
	Principal Guardianship Folders (PGFs)
	4-A-5

	3
	Folder Control and Transfer 
	4-A-11


1.  Folder Type, Storage, and Disposal 

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on

· the different types of folders

· folder storage, and

· the disposal of folders.


	Change Date
	July 13, 2005


	a.  Types of Folders
	The paper folders that are maintained by the Fiduciary and Field Examination (F&FE) activity include

· principal guardianship folders (PGFs)

· correspondence folders

· veteran folders, and

· onsite review folders


	Reference:  PGFs are the primary working folders used by the F&FE activity.  For more information on PGFs, see M21-1MR, Part XI, 4.A.2.


	b.  Location of Folders
	All F&FE working folders should be located in, or adjacent to the Veterans Service Center (VSC), preferably near the F&FE activity.  The sensitive nature of the material contained in these folders makes it imperative that they be safeguarded in an area not usually available to the general public.  


Continued on next page

1.  Folder Type, Storage, and Disposal, Continued

	c.  Correspondence Folders
	Correspondence folders contain copies of material prepared at the request of another division or regional office (RO) when there is no local PGF.  This material includes 

· nonfiduciary program field examinations, and 

· fiduciary program field examination reports and attachments which are to be 

· returned to the requestor, or 

· forwarded to another RO for completion.


	Storage

File material chronologically in letter-size manila folders.  At local discretion, cases may be stored alphabetically, in terminal digit file number order.


	Disposal

Retain material for one year and then remove it for disposal in accordance with RCS VB-1, Part I, Item 06-016.3.  


	d.  Veteran Folders
	Veteran folders contain all material relating to a beneficiary for whom there is no PGF, but for whom some future action(s) may reasonably be expected.


	Storage

Establish individual records for these beneficiaries in manila folders on which the veteran’s name and Department of Veterans Affairs (VA) file number are inscribed.  File these records, at local option, in either 

· terminal digit order, or 

· alphabetical order by the last name of the veteran. 


	Disposal

Destroy veteran folders two years after the date of last activity and after removal of any precedent material in accordance with RCS VB-1, Part I, Item 6-024.


Continued on next page

1.  Folder Type, Storage, and Disposal, Continued

	e.  Onsite Review Folders
	Onsite review folders contain material relating to the periodic onsite review of a fiduciary appointed by VA to manage the affairs of more than 20 beneficiaries.  


	Onsite review folders will contain

· copies of Onsite Review reports, to include supporting documentation such as worksheets relating to individual case reviews

· copies of misuse allegations against the fiduciary as well as documentation of disposition of those allegations (i.e. memo not to investigate or misuse determination)

· any other material pertinent to the supervision of the individual or entity.


	Storage

Establish individual folders for these fiduciaries, identified by the fiduciary’s name and fiduciary identification number (Social Security number or Employer Identification Number).  File these records in alphabetical order by the name of the fiduciary. 


	Disposal

Destroy onsite review folders after the number of cases handled by the fiduciary has been reduced to 10 or less for two consecutive years.


2.  Principal Guardianship Folders (PGFs)

 PRIVATE INFOTYPE="OTHER" 
	Introduction
	This topic contains information on the types of PGFs.  It includes information on 

· establishing a PGF

· the types of PGFs

· the guidelines for folder organization

· the file charge card for maintaining PGF control, and

· the disposal of PGFs.


	Change Date
	July 13, 2005


	a.  Establishing PGFs
	The RO having jurisdiction establishes and maintains a PGF by VA claim number when any of the situations listed below exist.

· A recognized fiduciary has been appointed by a State court within the area of jurisdiction.

· A recognized legal custodian or custodian-in-fact is residing within the area of jurisdiction.  

· Payments are authorized to an incompetent veteran’s spouse residing within the area of jurisdiction.

· A supervised direct payment (SDP) beneficiary resides within the area of jurisdiction.

· An institutional award has been or is being made to the chief officer of a non-VA facility within the area of jurisdiction.

· The payee within the area of jurisdiction is the superintendent or other bonded officer of an Indian reservation.

· A temporary fiduciary has been appointed within the area of jurisdiction.


	Note:  In instances where the only benefit payable is insurance and no VA claim number exists, the PGF is maintained under the veteran’s insurance number.


	Reference:  For more information on jurisdiction, see M21-1MR, Part XI, 4.B.4.


Continued on next page

2.  Principal Guardianship Folders (PGFs), Continued

	b.  Types of Folders Used for PGFs
	Three types of folders may be maintained as PGFs.  The folder type is determined by the type of fiduciary and/or any accounting requirements.  

The table below lists the types and appropriate use of the three folder types. 


	Folder Type 
	Appropriate Use

	Red Rope Folder 
	Used in the past to establish a fiduciary file for court-appointed fiduciary cases.

Note:  May continue to be used for previously established cases.

	Green Three Flap 

Letter-Size Folder with Built-in Fasteners


	Used when 

· new cases involving court fiduciaries are established within the area of jurisdiction, or

· existing court-appointed fiduciary cases need rejacketing during the ordinary course of business.

Note:  At local option, Federal fiduciary cases in which an accounting is required may also be maintained in green three-flap letter-size folders.

	Kraft or similar folder


	Used when a Federal fiduciary is 

· recognized, and

· residing within the area of jurisdiction except as provided above.


Continued on next page

2.  Principal Guardianship Folders (PGFs), Continued

	c.  Folder Organization Guidelines 
	The table below describes the PGF folder organization guidelines that must be followed.


	Type of Folder
	Folder Organization Guidelines

	Green Three-Flap Folder (and Existing Red Rope Folders)

Rationale:  Differences in individual State laws require that divergent filing requirements be allowed.  ROs must establish folder organization using the guidelines presented in this table. 
	· The folder organization must be systematic and chronological, so that the location of documentation in cases of the same type will be uniform.

· Normally, the largest concentration of materials must be filed on the center flap, and smaller volumes on the side flaps to minimize damage to the folder during routine use.

· The following forms must be top-filed on an appropriately designated flap:

· VA Form 21-4707, Estate Summary Form, and

· VA Form 21-3045, Estate Action Record.

Note:  When the Green Three-Flap Folder is used for Federal fiduciary cases, this basic format must be followed except that 

· accountings and associated materials are filed in the center flap of the folder, and

· the following documents must be filed on the left flap: 

· original VA Form 21-4703, Fiduciary Agreement, and

· original VA Form 21-0520, Certificate of Commissions Approval, when applicable,  must back-filed on top.


Continued on next page

2.  Principal Guardianship Folders (PGFs), Continued

	c.  Folder Organization Guidelines (continued)


	Type of Folder
	Folder Organization Guidelines

	Kraft or similar folder
	· The following documents must be filed on the left flap: 

· original VA Form 21-4703, Fiduciary Agreement, and

· original VA Form 21-0520, Certificate of Commissions Approval, when applicable,  must back-filed on top.

· All of the following must be filed chronologically on the left flap, directly below VA Form 21-0520:

· VA Form 21-4703

· payment actions (including computer-generated notices)

· changes of address

· bonds

· restrictive withdrawal agreements

· accountings, and

· VA Form 21-4707 (VA Form 21-4707 must always be on top.)

· All other material must be filed chronologically under VA Form 21-3045 on the right flap.

Note:  In cases where an accounting is not required, VA Form 21-4707 is not required.


Continued on next page

2.  Principal Guardianship Folders (PGFs), Continued

	d.  Redundant Materials 
	Do not file redundant and duplicate materials in PGFs.  Remove any material that is obsolete and dispose of it during routine operations.  

Examples of redundant material include

· routine and unnecessary Benefit Delivery Network (BDN) screen printouts

· additional copies of material already in the PGF

· obsolete correspondence, and

· unnecessary notes or routing slips.


	References:  For 

· a definition and additional information on redundant and duplicate material, see RCS VB-1, Part I, Item 13.052, and

· information on disposal schedules for obsolete material, see RCS VB-1, Part I, Items 6-016.1 and 6-016.11.


	e.  Quality Review Documents
	Do not file documentation of results of quality reviews in PGFs.  Take any necessary corrective action, document the PGF to reflect corrective action, and remove the quality review document from the PGF.  These documents should be maintained in a separate file for use in employee training, and identification of trends.


	f.  File Charge Card for Maintaining PGF Control
	VA Form 21-3025, File Charge Card, is ordinarily used to maintain control of PGFs removed from the filing cabinets although ROs with a small fiduciary staff may use less formal methods of control.  If used, the card must show the 

· name of the person to whom the PGF is charged

· date of charge, and

· type of action that caused the folder to be pulled, when applicable.


Continued on next page

2.  Principal Guardianship Folders (PGFs), Continued

	g.  Disposal of PGFs
	A PGF must be destroyed two years after the case has been closed in accordance with Records Control Schedule (RCS) VB-1, Part I, Item 06-016000.

Use the table below to determine if the disposal of PGFs is appropriate.


	If the case …
	Then …

	appears for disposal on the monthly Fiduciary Beneficiary System (FBS) Folder Pull Report
	the case must be 

· removed from the file storage area

· reviewed for escheat purposes, per M21-1MR, Part XI, 4.E.21, and

· destroyed when all actions have been completed.  

	is closed
	it is either 

· returned to the active PGF folders, or

· placed in a separate inactive or disposal file until the case appears on the monthly FBS Folder Pull Report.


	References:  For more information on 

· closing a case in FBS, see the FBS User Guide, Chapter 2, Closing a VetBene Record, and

· when it is appropriate to close a PGF, see M21-1MR, Part XI, 4.E.


3.  Folder Control and Transfer

 PRIVATE INFOTYPE="OTHER" 
	Introduction 
	This topic contains information on 

· VA Form 21-3045

· correspondence follow up control

· control files for cases involving suspension of payment, and

· transferring PGFs.  


	Change Date
	July 13, 2005


	a.  Establishment of VA Form 21-3045
	VA Form 21-3045 must be established and maintained in each PGF.  This form serves as a running account of all actions taken on a case.  Examples of actions that must be posted on VA Form 21-3045 include

· all diaries permanently posted in chronological order with a brief description of the action to be taken when the diary comes due  

· brief notes of interviews, quality reviews, research, or explanations of actions taken and the date 

· the date, in the Date column, on which any information is posted (this must be included on each entry), and 

· the initials of the person making the entry.


	Notes:  

· All notations must be legible and sufficiently detailed to permit easy identification of the type of action taken.

· Both sides of each form must be completed, with additional forms being added to the PGF as necessary.  The current form must always be filed on top.


	b.  Correspondence Follow-up Control
	The F&FE activity generates a large volume of correspondence, in addition to letters provided by FBS.  Establish a diary system to ascertain the status of replies to this correspondence.

Use of either the FBS MISC DUE field or another automated diary system is encouraged. 


Continued on next page

3.  Folder Control and Transfer, Continued

	c.  Diary Control for Special  Circumstances 
	Establish a diary system to control cases in which payments to a fiduciary are 

· suspended at the request of the Veterans Service Center Manager (VSCM), or,

· payments are made to a temporary fiduciary, or

· partial withholding of benefits under SDP, custodian in fact, or temporary fiduciary.

Use of either the FBS miscdue field or other automated diary system is encouraged.


	d.  Transferring PGFs
	PGFs may be transferred either permanently or temporarily from one RO to another using VA Form 7216a, Request for and/or Notice of Transfer of Veterans Records.

The table below outlines the requirements for transferring a PGF, either permanently or temporarily.  


	A PGF is transferred …
	Which requires the following actions …

	permanently when supervisory jurisdiction in the case changes
	· complete VA Form 7216a and attach it to the outside of the PGF, and

· route a copy of the form to the VSC having jurisdiction of the claims or deceased veterans’ claims folder (unless insurance is the only benefit payable) with a request to update the BDN Master Record with the new VSC code.

Note:  At local option, the VSC code may be updated by fiduciary personnel.

	temporarily when requested and there is no change in supervisory jurisdiction
	complete VA Form 7216a with

· the original attached to the outside of the PGF

· one copy filed inside the PGF, and

· a copy attached to the file charge card in the PGF file unit, and
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