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Chapter 7:  Administrative Responsibilities

58.  Overview

	a.  Administrative responsibilities
	Administrative responsibilities are those ancillary duties, not related to a fiduciary accounting, or estate administration that are required for the day-to-day operation of the fiduciary program and to ensure integrity of VA records.  


	Administrative duties include those tasks related to 

· The Fiduciary Beneficiary System (FBS)

· Principal Guardianship Folder (PGF Establishment and Maintenance

· Processing Mail

· Records Disposal

· Updating VA Forms 21-4707 and 21-3045


	b.  In this chapter
	In this chapter you will find the following topics:
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59.  FBS for Overall Program Administration

	a.  FBS Data Integrity
	Accurate data entry in FBS is essential for control of future field examination and accounting actions as well as overall collection of statistical information pertaining to the Fiduciary program.  General information and operation procedures for FBS are contained in the FBS User Guide.


	b.  Use of FBS for workload control
	You will find the FBS to be a valuable tool when used properly.  Once you enter a VetBene record for a case, use of the Accountings Due Report, Folder Pull Report, and Miscellaneous Due Report will insure that the actions diaried are completed.  Use the Accountings Due Report to review and follow up on delinquent accountings each month.  Make notes on these reports as to action taken.  The reports are worksheets and should be used accordingly.


	 The Accountings Due Report can and should be written on and updated each month to reflect the current status of each accounting over 120 days beyond the end of the accounting period.  This annotated report becomes your quick reference document to support actions taken to obtain seriously overdue accountings. When appropriately updated, it is a quick reference for your managers to verify your sustained actions to secure delinquent accountings. 


60.  Establishment/Update of VetBene Records in FBS  

	a.  Who is responsible for VetBene records?
	LIEs are generally responsible for establishment and maintenance of VetBene records.


	b.  Reference
	Refer to the FBS User Guide for specific information on FBS functionality and data fields.


	c.  When should you create a new VetBene record?
	Create a VetBene record in FBS as soon as practical after certification of a fiduciary in each original initial appointment involving

· an adult beneficiary (to include adult helpless children),

· a minor child (or children) whenever VA benefits or insurance are payable and/or a VA estate exists (unless benefits are paid under VA Regulation 3.850c). 


	As you establish new VetBene records, ensure that you enter fiduciary names consistently for fiduciaries that are payees for multiple beneficiaries.  This will facilitate identification of all cases managed by a particular fiduciary.


	Note:  You must create an FBS record in insurance cases unless the field examiner, at the time of the fiduciary appointment, authorizes specific and immediate use of all funds.  If funds will be conserved, regardless of the amount, an FBS record must be established.


	d.  How frequently should you update a VetBene record?
	Because we depend on FBS for management of the Fiduciary Program, it is essential that the data be as current and accurate as possible.  In addition to managing your local workload, this data is necessary for Fiduciary Program Staff to respond to various inquiries relating to issues such as Congressional inquiries, Budget Hearings, and special interest groups.


 Continued on next page

60.  Establishment/Update of VetBene Records in FBS, Continued

	d.  How frequently should you update a VetBene record? (continued)
	It is essential that you update the VetBene record as necessary with each PGF review, paying particular attention to

· beneficiary Type,

· fiduciary Type,

· incompetency data (identifying the basis for supervision),

· SDP date (if appropriate),

· estate value and value date,

· future diary dates,

· personal or alternate fiduciary beneficiary field examination, 

· accounting, or 

· other miscellaneous issue,

· dependency data, and

· fag fields


	Note:  When entering estate values, always round to the nearest whole dollar amount to ensure accurate data.  When pennies are entered, the decimal is ignored with the result being a highly inflated estate value (i.e. $11,000.00 becomes $1,100,000.  Ensure that you update the estate value date whenever you update an estate value (even if there has been no change in the estate value).


	e.  What are VetFileOnly records?
	A VetFileOnly record is an electronic record for a beneficiary that is not currently under F&FE supervision.  In these situations, when you have retained documents or field examination reports because you anticipate some future activity, the VetFileOnly record becomes your electronic record of the case.


	f.  How do VetFileOnly records differ from VetBene records?
	VetFileOnly records do not involve beneficiaries currently under supervision and, accordingly, are not counted in automated reports that track such data as wards on rolls or the cumulative value of estates under supervision.


Continued on next page

60.  Establishment/Update of VetBene Records in FBS, Continued

	g.  When should you create a VetFileOnly record?
	Create a VetFileOnly record only when there is an indication that a case not currently under supervision will require some future action.


61.  Establishment/Update of Work Process Records in FBS

	a.  Who is responsible for Work Process records?
	LIEs are generally responsible for establishment and maintenance of Work Process records.


	b.  Reference
	Refer to the FBS User Guide for specific information on FBS functionality and data fields.


	c.  When should you create a new Work Process record?
	Create a Work Process record in FBS as soon as practical upon receipt of 

· a VA Form 21-592, Request for Appointment of Fiduciary, Custodian or Guardian, from the VSC or Insurance center, 

· a field examination request from Loan Guaranty, or other VA service department,

· a field examination request from another regional office, 

· a fiduciary accounting, or

· an allegation of fiduciary misuse. 


	Note:   Work process records for regularly scheduled field examination requests are automatically generated by FBS.  You need only assign them to the appropriate employee for completion.


	d.  How frequently should you update a Work Process record?
	It is essential that you update the Work Process record as necessary to reflect the current status of each record.  Clear records as quickly as possible upon receipt of completed field examination reports, paying particular attention to 

· dates entered, as this data will be used to compute timeliness of the action, 

· actual hours reported for misuse issues, onsite reviews, and special non-program field examinations,

· dollar amounts for misuse actions and IG referrals, and

· irregularity indicators (adverse conditions, potential over or underpayments.




Continued on next page

61.  Establishment/Update of Work Process Records in FBS, Continued

	d.  How frequently should you update a Work Process record? (continued)
	FBS automatically computes workload data as of the end of the last day of the month and feeds it directly to DOOR.  While you can update a record to correct erroneous dates after the end of a work month, inaccurate data that may adversely affect your station’s productivity and timeliness will already have been transferred. Corrections can be made only in the event of a systems malfunction.


62.  FBS Reports for Workload Control

	a.  Are there FBS reports that you can use to manage your workload?
	FBS contains a number of preformatted reports that you can use to monitor various areas of your work.  You should become familiar with the following reports and how to best utilize them to effectively manage your workload:

· Accountings Due Report

· Folder Pull Report

· Miscellaneous Due Report

· Transferred Records Report

· G21 Series Timeliness Reports


	You will find a detailed description of each report, along with tips on how to best utilize them, in the FBS User Guide.  This Program Guide does not attempt to repeat this information.  Ensure that you become familiar with these valuable tools as failure to do so could result in a negligence determination if fiduciary misuse is later identified.


	b.  Accounting Due Report
	It is essential that you print the Accountings Due Report monthly and use it to diligently monitor the status of accountings as they become due.  Annotate the status of each accounting that is overdue, along with actions taken to secure the accounting.  


	The consequences of your failure to closely monitor this responsibility cannot be overstated.  Consider the following scenarios.

· The fiduciary that is spending the beneficiary’s funds inappropriately may be doing so as a result of a lack of understanding.  Timely receipt and analysis of an accounting will allow you to identify these issues and take correction action to discontinue the inappropriate activity.

· You will be able to timely identify a fiduciary that may be refusing to account because of fraud, waste or misuse.  Not only will your timely actions identify any possible misuse, you will also have the opportunity to request a successor fiduciary, thus eliminating future misuse.  


Continued on next page

62.  FBS Reports for Workload Control, Continued

	c.  Folder Pull Report
	The Folder Pull Report lists Miscellaneous Due diaries that are scheduled to mature within the next 35 – 65 days.  Monitor this report closely to ensure that you take timely follow-up actions as scheduled.  


	Remember, if it’s important enough to schedule a future review, it’s important enough to 

· take the scheduled action, and 

· update or remove the diary date as appropriate.


	d.  Miscellaneous Due Report
	The Miscellaneous Due Report identifies diaries that matured 90 or more days in the past that have not been cleared or updated.  If you properly monitor the Folder Pull Report, pulling PGFs and taking appropriate action to include update to the MiscDue date in FBS, cases will never appear on this report.


	Note:  If a case appears on this report, it is a “red flag” to management that you may not be effectively managing your workload.


	e.  Transferred Records Report
	The Transferred Records Report identifies PGFs transferred to or from your office.  Ensure that you validate this report monthly to ensure its’ accuracy.

· Have records shown as transferred out been sent?  

· Transfer any records previously overlooked.  These records are no longer in your station’s database.  Any required field exams and accountings would generate for the new station of jurisdiction who would need the file to extract supporting documents.  

· Have records shown as transferred in been received?  

· Contact the sending stations for any records not yet received to alert them that the file has not been received and request transfer if appropriate.  These records are now in your station’s database and your office is charged with supervision.  The PGF will be needed to provide supporting documentation for any field examinations and accountings as they become due.


Continued on next page

62.  FBS Reports for Workload Control, Continued

	f.  G21 Series Timeliness Reports
	The G21 - Timeliness Reports track your pending and completed accounting work by volume and timeliness.  You should be familiar with these reports and review them routinely for accuracy, updating any records that contain inaccurate or missing data.


	If you overlook clearing the work process record for a completed accounting analysis, it will continue to be counted as pending and eventually show as pending for an excessive period of time, adversely affecting your timeliness.  


63.  Creating Principal Guardianship Folders (PGFs)

	a.  When should you create a PGF?
	Create a PGF as soon as practical after certification of a fiduciary in each original initial appointment involving

· an adult beneficiary (to include adult helpless children),

· a minor child (or children) whenever VA benefits or insurance are payable and/or a VA estate exists (unless benefits are paid under VA Regulation 3.850c).


	Note:  You must create a PGF and maintain supervision in insurance cases unless the FE, at the time of the fiduciary appointment, authorizes specific and immediate use of all funds.  If funds will be conserved, regardless of the amount, a PGF must be established.


	b.  Are there specific requirements for PGFs?
	Prominently annotate the top of the file with the veteran’s name and claim number in large, dark, legible letters.  Prominently identify the front of the file with the words PRINCIPAL GUARDIANSHIP FILE to facilitate identification as fiduciary records to ensure they are not inadvertently filed with claims folders.


64.  PGF Maintenance

	a.  Responsibility
	You are the individual primarily responsible for proper maintenance of the PGF.  


	b. File Organization
	You will find guidelines for PGF organization in Fiduciary Program manual.  Ensure that, whatever format you choose within those parameters is applied equally to all PGFs so that there is uniformity to facilitate case management.


	File records in chronological order on each flap.


	c.  PGF Content
	PGFs should contain only material that is pertinent to the beneficiary and to supervision of his or her fiduciary.  Do not file 

· non-record material, such as transmittal documents attached to copies of field examination reports, duplicate copies of documents, or envelopes, 

· duplicate copies of correspondence, award actions and payment records, or

· quality review documents.


	Generally, do not file duplicate copies of documents.  An exception exists when you have analyzed a court-appointed fiduciary’s accounting prior to filing with the court, or have requested a fiduciary amend an unacceptable accounting.  If you have made review notes in the margins, retain the copy bearing your review notes in addition to the amended or court certified copy when received.  This will serve to support your review actions.


Continued on next page

64.  PGF Maintenance, Continued

	c.  PGF Content (continued)
	Refer to the following chart for retention requirements for fiduciary accountings.


	If the fiduciary is …
	You must retain …

	court appointed
	the current and 2 prior accountings.  (Remember, these accountings have been approved.  In the rare event that you later have need for earlier accountings, you can obtain it from the court of jurisdiction.)

	federal fiduciary
	all accountings for the life of the PGF.  These documents may be pertinent if there is an issue of fiduciary misuse and, as the court is not involved, there is no other source from which to obtain the documents if needed.  


	Remove obsolete material as outlined in Records Control Schedule VB-1, Part 1, Item No. 6.016.  You will find a link to RCS VB-1, Part 1, from the Fiduciary Homepage at 

http://vbaw.vba.va.gov/bl/21/fiduciary/index.htm


	d.  General Maintenance
	Keep files in good order.  Do not re-file a PGF with loose award actions, mail, or other documents.  File all material down in chronological order.


	Repair or replace folders if they become worn or torn.  


	Separate large files into additional volumes when they will no longer secure all material.  Label each file with the volume and number of files (i.e. 1 of 3, 2 of 3, 3 of 3).


65.  Transferring and Receiving PGFs 

	a.  Overview
	The task of transferring and receiving PGFs is much more than merely processing mail.  You have specific responsibilities for processing of these cases to ensure smooth transfer of supervision between offices and maximum control over fiduciary supervision.


	b.  Outgoing Files
	You must closely review any PGF prior to transfer to ensure

· all outstanding accountings due from a former fiduciary have been received, analyzed, and all issues resolved.

· If you are transferring the PGF because a federal fiduciary moved to another jurisdiction, the accounting due date will not change and responsibility for resolving accounting issues transfers to the receiving office.

· If, however, the beneficiary remains in your jurisdiction and the fiduciary is uncooperative in furnishing required information, consider the advisability of requesting appointment of a successor fiduciary in addition to potential fiduciary misuse.

· The PGF is in good repair with all documents filed down in chronological order.

· Any loose mail has been associated with the file, acted upon and filed down.

· FBS has been updated to reflect the most recent information available.


Continued on next page

65.  Transferring and Receiving PGFs, Continued

	c.  Incoming Files
	When you receive a PGF from another office, you must do all of the following:

· Review FBS to ensure the transferring station also transferred the FBS VetBene record.

· If the VetBene record was not transferred, contact the transferring station and request that they perform the transfer action in FBS.  

· If the VetBene record was received, review the PGF to ensure that all information is accurate and complete.

· Review the PGF to determine if a field examination is warranted.  

· If the beneficiary has recently relocated to your jurisdiction, request a current field exam to evaluate his or her current situation and allowances.

· If the PGF is transferred due to relocation of the fiduciary to your jurisdiction but the beneficiary has been seen in your jurisdiction, it will not be necessary to request a field exam unless you identify other issues that must be resolved.

· If the beneficiary is an SDP beneficiary, a field exam is necessary to evaluate his or her current circumstances.

· Create a VA Form 3025, Charge Card if one was not transferred with the PGF.  

· File the folder with your station’s active PGFs.


66.  Date-stamping and Screening Mail

	a.  What is the purpose of stamping mail?
	In addition to timeliness and performance issues, mail received for filing in the PGF (to include correspondence, award actions, field examination reports and court documents, etc.) may be pertinent if the record is reviewed for consideration of an administrative error or called into court under a subpoena.  The date that the documents were physically received will support the date VA had notice of the action or event.


	b.  When should mail be date-stamped?
	Date stamp all mail as soon as practical upon receipt in the Fiduciary Activity.  If you are unable to date-stamp documents on the actual date of receipt, backdate the date-stamp to the actual receipt date.  


	The date-stamp should clearly identify the date and location (i.e. Fiduciary Unit, F&FE Activity, etc).  


	c.  What is meant by “screening mail?”
	Screening is the process of reviewing each piece of mail to 

· identify the beneficiary and claim number that it applies to,

· evaluate action indicated and priority, and 

· distribute it to the appropriate fiduciary program staff for action.  


	  d. Who is responsible for screening mail?
	The responsibility for screening mail generally falls to the LIE.  


Continued on next page

66.  Date-stamping and Screening Mail, Continued

	e.  What are the requirements for screening mail?
	If you have been assigned responsibility for screening mail, you must review each piece of mail received in the Fiduciary Activity to determine appropriate disposition.  There is no such thing as “drop mail” for a PGF.  


	Mail will generally fall into 7 categories:

· Field Examination Requests (i.e., VA Forms 21-592 or 21-3537a, etc.)

· Field Examination Reports

· Accountings

· Court documents 

· Correspondence (to include allegations of fiduciary misuse, address changes, direct deposit requests, etc.)

· Award actions

· Management reports and directives


	When a PGF exists, don’t attempt to process these documents without benefit of the PGF.  The Fiduciary Supervisor will determine local responsibilities for pulling and replacing PGFs.


	What appears to be a simple award action or change of address may, when reviewed in context of the beneficiary’s circumstances, require action.  Refer to Chapter 6 of this program guide, for guidelines on review of these documents.


	Unless otherwise directed, refer management reports and directives to the Fiduciary Supervisor.


67. Records Disposal 

	a.  Responsibility
	Generally, you are responsible for review of records prior to disposal of 

· obsolete PGFs, 

· Vet files, and 

· correspondence files.


	b.  Obsolete PGFs
	At the time a PGF is closed, the corresponding FBS record is also closed.  The record will remain in FBS for 24 months; at that time it is purged from FBS.  On the 23rd month after the FBS record is closed, the record will appear on the FBS Folder Pull Report.  


	When the record appears on the Folder Pull Report, it is essential that you pull the PGF within that month and review it to ensure there is no pending action that would require retention of the file.  If this action is not taken timely

· the record will drop from FBS on the first of the following month, and

· there will be no record of the case in FBS, yet a PGF will still exist.


	Refer to the following table for review elements.


	If the PGF was closed due to …
	Your review of the case must include confirmation that …

	death of the beneficiary,
	funds were:

· returned to VA in escheat cases, or

· distributed as previously indicated (i.e., will, heirs, etc.).

	termination of benefits,
	· benefits remain in a terminated status, 

· no VA estate exists, 

· no overpayment exists, and

· there is no indication of restored entitlement.  

If the PGF involved a minor child, confirm that the child was not found helpless and incompetent subsequent to age 18.


Continued on next page

67. Records Disposal, Continued

	b.  Obsolete PGFs (continued)


	If the PGF was closed due to …
	Your review of the case must include confirmation that …

	restored competence,
	there has been no subsequent rating of incompetence.


	Dispose of records in accordance with RCS VB-1, Part I, Item 06-016000.    You will find a link to RCS VB-1, Part 1, from the Fiduciary Homepage at

http://vbaw.vba.va.gov/bl/21/fiduciary/index.htm


	c.  Vet Files
	Vet files are generally established because, while the beneficiary is not under fiduciary supervision at the time of creation, there is indication that some future action can reasonably be expected.  


	Corresponding FBS records for Vet Files remain in FBS for 12 months from the date established.  At that time they are purged from FBS.  On the 11th month after the FBS record is established, the record will appear on the FBS Folder Pull Report.  


	When the record appears on the Folder Pull Report, it is essential that you pull the Vet File within that month and review it to determine if the anticipated action occurred and/or if the record should be retained.  


	If you find that, while the anticipated action has not occurred, there is sufficient information that it yet may occur, update FBS to reflect this information.  This will, in effect, cause the record to be retained for an additional 12 months.  If this action is not taken timely,

· the record will drop from FBS on the first of the following month, and

· there will be no record of the case in FBS, yet a Vet File will still exist.


	Dispose of records in accordance with RCS VB-1, Part I, Item 6-024.  You will find a link to RCS VB-1, Part 1, from the Fiduciary Homepage at 

http://vbaw.vba.va.gov/bl/21/fiduciary/index.htm


Continued on next page

67. Records Disposal, Continued

	 d.  Correspondence Files
	Correspondence files consists merely of copies of material prepared at the request of another division or regional office (RO) when there is no local PGF.  These records generally consist of 

· nonfiduciary program field examinations, or

· reports of unscheduled program field examinations completed for another RO, where the original report was sent to the office of jurisdiction.


	These records will not have corresponding FBS records for your RO, unless some subsequent action occurred to result in the record being transferred to you.  


	You will need to periodically review your correspondence files to purge material more than 12 months old.  Refer to the following table for review actions:


	If the record involves …
	Take the following action …

	a non-program field examination,
	dispose of the record.

	an unscheduled program field examination completed for another RO,
	query FBS to determine if you have an active VetBene record.

If you do not have an active VetBene record, dispose of the record.

If you do have an active VetBene Record, file the material in the PGF unless it is a duplicate of material already of record.


	Dispose of records in accordance with RCS VB-1, Part I, Item 06-016.3.    You will find a link to RCS VB-1, Part 1, from the Fiduciary Homepage at 

http://vbaw.vba.va.gov/bl/21/fiduciary/index.htm


68.  VA Form 27-4707, Estate Summary

	a.  Purpose 
	The VA Form 21-4707, Estate Summary, is intended to be a timesaver for personnel when responding to inquiries, auditing an accounting, preparing fiduciary-beneficiary field examinations, or reviewing the folder for any other purpose.  It will serve this function only if kept current.  Refer to the Fiduciary Forms Program Guide for line-by-line completion instructions.


	b.  Is this form required for all PGFs?
	VA Form 21-4707 is required for each PGF that involves a fiduciary who is required to file periodic accountings.


	c.  When should you prepare the form?
	Complete VA Form 21-4707 at the time you establish the PGF if an accounting will be required.  It is your responsibility as an LIE to update this form with each accounting review and at any time you review the file and note changes.    


	d.  Where do you file this form?
	Top-file VA Form 21-4707 on an appropriately designated flap (i.e., if you choose to file this document on the left flap for federal fiduciaries and the center flap for court-appointed fiduciaries, you must be consistent with all federal and court-appointed fiduciary accounting cases).


69.  VA Form 21-3045, Estate Action Record 

	a.  Purpose of VA Form 21-3045
	Each PGF must include VA Form 21-3045, Estate Action Record.  Use is not optional.  This form serves as a permanent running account of actions taken on a case.  


	b.  Documentation requirements
	Enter actions taken in chronological order.  Be sure to record all diary dates established, explanations of actions taken, and record actions such as referrals for legal review and mailing of accounting due letters.  


	Entries on VA Form 21-3045 should be brief.  When appropriate, augment with VA Form 119, Report of Contact, or other appropriate documentation.  Always include the entry date and your initials.  


	Refer to the Fiduciary Forms Program Guide for detailed instructions.


70.  [Reserved]

	a.  
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